CREATING A CUSTOM REPORT

Resources

This feature allows you to add custom content to your

] Profile Search
PeopleKeys report. _@_ Cover Page Image p
From your account homepage, in the Resources box, = e

Import Users

click Custom Report Styles.

Export Assessments

On the foIIowingbpage, begin by naming your custom report. This name will not appear on the cover.
Next, select the base report that you intend to customize then click the Create Button.

Custom Report Style

Create a New Custom Report Style

Name:

Based on:: 4D-DISC, TEAMS, Values with BAI Default Report VK

You will see the newly created custom report listed below.
You can begin editing this report by clicking Edit Report Sections.

Custom Report Style

Create a New Custom Report Style

o —
WV — Name: New Section
o —
Based on:: 4D-DISC, TEAMS, Values with BAI Default Report v
Custom Report Name Based on:
New Section 4D-DISC, TEAMS, Values with BAI Default Report g Edit Report Sections Edit Name Delete

On the next page, you will see the current report sections listed. To add a new section begin by naming
the new section. Note that the name you enter will appear as a header in the report. When you are ready,
click the Create button. The new section will now be visible at the bottom of the report section list.

Click Edit to add your content.

Edit Custom Report Style Sections

. Create a New Custom Report Style Section

W — Name: K
— D

4v  System Report Section: COVERO09 Delete
4v  System Report Section: GENERALINTRO09 Delete
~v System Report Section: GENERALDESCO09 Delete
~v System Report Section: POWERDISC09 Delete
~v System Report Section: GRAPHS09 Delete
~v System Report Section: ACTIONPLANO9 Delete
Av  Custom Page \ Edit Delete




B Name:

5. Inthe editor provided, [Customize Your Report
enter your text directly
. . B Body:
into the window. - :
: [Z] Source :
B 7 U: :
‘2 Style v | Format v é
Many of our clients choose to take advantage of our “Custom Report Style” feature.
This is an application that allows you to include customized content pages to your base
PeopleKeys report. Imagine having a report introduction that specifically describes and
promotes, you or your company. What could you do if you could offer your clients a truly
customized and totally unique report? Below is an example sample introduction page you
can use to help you get started.
B Body:
: : : : 6. To add animage, In the Custom Report
: [=] Source : \ e : . g . . .
: - o 2® . & v i L o Editor, look for and click the add image icon.
IB 7 UiSiS|EEEIEEEEIQoAIR
i Style v  Format v (8 - - -
alf Y - Image Properties
_l}_/!a_n)_/ of our clli_entlg ch90§e It‘o take ad‘var}tage ?f our “‘Cu§tortr Re;')ort‘ Style” feature.l . Imagelnfo Link Upload Advanced
URL
7. You will not be able to up|0ad an image in the Attps://pkapp2.blob.core.windows.net/images/Repons/FIight‘I[ Browse Server I
editor, instead you will be asked to enter the UR™ | Alternative Text |
of a previously uploaded image you want to use. [ — l )
H H H review
YQUdShOL”d see the Image appear in the preview ( Width | 222 acQ Add a photo of your team or other image
window. : Height(76 | & L
8. Adjust the image size by entering pixel Border
width and height in the spaces provided. Hspace
VSpace Lorem ipsum dolor sit amet consec
. . . adipiscing elit. Maecenas feugiat consequat
YOU can adJUSt the |mage border, honzontal, and Align v diam. Maecenas metus. Vivamus diam purus,
vertical space in the spaces provided. cursus a, commodo non, facilisis vitae, nulla.
Aenean dictum lacinia tortor. Nunc iaculis,
. . nibh non iaculis aliquam, orci felis euismod
Use the drop-down window to select alignment. : ; !
When you are ready click the OK button. OK | [Cancel |
.
> Name:
[Customize Your Report ]
. . . > Body.
9. Your image will now appear in the § =7 Source §
main editing window. Add or adjust iB 7 Ui QA
your content before clicking Update  swle )i -
to apply your changes. W f o e e e siriag o Cuvom oot S o
PeopleKeys report. Imagine having a report introduction that specifically describes and Update &
promotes, you or your company. What could you do if you could offer your clients a truly Cancel
customized and totally unique report? Below is an example sample introduction page you
can use to help you get started.
Let's start by introducing yourself. Here's your chance
to let your customers
and clients get to know you a little better.
I'm Lori Smith, your Certified Behavioral Consultant.
10. Use the up and down arrows on

the left of the section names to v System Report Section: COVER09
re-arrange the order of appearance.
(No drag-and-drop functionality) 4v  System Report Section: GENERALINTRO09

~v System Report Section: GENERALDESC09

v System Report Section: POWERDISC09

AA' Custom Page

Click to view video: https://vimeo.m/772542868/2feec007d4
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