
SEND EMAIL SPECIAL FEATURE

      1.	 From your account homepage, 
	 in the Assessments Box, click 
	 View Assessments.

      2.	 From the View Assessment page, locate the KeyCode you want to use then click View Participants.

      3.	 From the list, you can select the reports you want to print by checking the box associated with the
	 participant(s) you want to include.

      4.	 Once your participants have been selected, look for With Selected: Send Email.
	 Clicking this link will bring up the Send Email pop-up window.

      6.	 Review your message before clicking the 
	 Send button.

      5.	 What you enter into the box under 
	 Subject will appear as the subject line 
	 of your email.
	
	 What you enter into the box under Body 
	 will appear in the main body of your email.  

Click to view video: https://vimeo.com/765835234

	 An email from noreply@peoplekeys.com will be generated for each participant selected.
	 Note that these emails have a high tendency to be ignored, spammed, or deleted.


