
SEND REMINDER EMAIL

      2.	 From the View 
	 Assessments page, 
	 find the right keycode, 
	 and click View Participants. 

      1.	 From your account home page, 
	 click on View Assessments. 

      4.	 Place a check next to the
	 selected participant. 
	 (Confirm that they have
	 not yet finished thier
	 assessment by verifying
	 that their status is 
	 incomplete).

	 Click Send Reminder 
	 in the header.
	

Allows you to send a reminder to any participant who has a status of incomplete.

      3.	 On the following page click the Assessment Participants tab.

      5.	 The pop-up window will ask you to confirm.  
	 When you are ready, click the Confirm button.

      6.	 Your participant will receive the 
	 following Do Not Reply email.


