{8 Quick Send Assessments

Keycode

; Quick Send: Select the keycode from the drop-down menu.
Enter the email(s) in the space provided.
4\ Click the Send assessment button.

To Address

SEND AN INVITATION

From your home page,

in the Assessments box,

click view assessment. 2. From the View Assessment page, select your KeyCode,
then click the Invitation IinE.

{4 Assessments I l

© Add/Purchase Assessments

o Take Assessment l & ‘ © Take Assessment
© Goback

© View Assessments &

© Add/Purchase Assessments

Product

© Usage Statistics Keycode 1L Assessment 1L purchased Il "% 1L available 1L complete 1L incomplete 1L
64204 DISC Report for Perceptual and §
02/09/2021 [ 1 0 7 ivitation [ View Participants
ASB7B7 ACME inc. Cognitive
64203- DISC Report for Perceptual and
B 02/09/2021 P 1 0 0 =3 invitation [}, View Participants
069998 Live Seminar Cognitive
61690- DISC and TEAMS DISCand § X
10/09/2020 a 1 0 =3 invitation [‘)3 View Participants
S50F11 Report TEAMS Report
A0AS1- DTV + Sales + —

In the pop-up window, under Email, )

enter the participants email address. Sand Emag @
The Subject will contain a default p— Preview

message. To customize the subject

Iine, click Customize su bject then Keycode: 64204-ASB787 Assessment Name: DISC Report for ACME inc.
enter your subject line. ot
If you need to change the invitation
language use the drop-down menu
and select a language from the list. Sublect

Invitation to participate in an assessment for Working DEMO Account
You can generate a single-use
keycode by placing a check in the f ) Customize subject
space provided. el
(If you use this feature the invitation englsh Us) - DGR,dsgIU Keycodes
you send can only be used by a single
person, otherwise this same invitation
can be used by multiple participants.) Additional content

Invitation link: https://staging.peoplekeys.app//invite?kc=64204-ASB7B7 [L:]

Entering additional content allows you
to personalize your message

cancel m




Click the Preview tab to see your email before
it goes out. You will need to scoll down to
view the entire message.

When you are ready, click the Send button.

Note that your

which has a hig

Send Email °

Content Sraview (

APeople

You have been invited to complete an
assessment.

Click here to start

or paste the following link into your browser.
: sk o

XXX

© Instructions:

T Follow the link at the top of this email

P

articipants will receive an email from DoNotReply
tendency to be ignored, deleted, or spammed.

By taking the extra step of sending the invitation to yourself then
forwarding it onward your participants will be recieveing and email
from someone they recognize.



