INVITATION EMAIL STATUS VIEW

1. From your account home page,

in the Assessments box, click
View Assessments.

{4 Assessments
© Take Assessment

</

© Add/Purchase Assessments

© View Assessments

© Usage Statistics

s Group Report
© Create Group Report
© Add or Purchase more group reports.

© View Group Reports

i J Resources

© Profile Search

© Custom Report Styles
© Cover Page Image

© Import Users

2. Toview the list of emails and invitations sent from your PeopleKeys account, click the Invitation Email
Status View button located at the bottom of the page.

View Assessment

© Add/Purchase Assessments

l . l © Take Assessment

© Goback

Product

Keycode Tl Assessment 11 Purchased 1| P i Available 1L Complete T Incomplete TL
58857- Comprehensive Comprehensive ,
06/03/2020 2 3 1 =3 invitation ['j; View Participants
B7EF40 DISC Report DISC Report
58101- Velocity Sales Velocity Sales
"y 05/01/2020 4 s 1 0 =7 mnvitation [ View Participants
A29FSD Report Report
Items per page: 10~ 1-100f11 &

P |

3. The search window will allow you to search by first name, last name, email address, or other key word.
Simply enter the word or search term and click the Search button. Any results will appear below.

*

| © Goback
. Email .
sender 11 Receiver 1| Type i Keycode T Send Date 1| Subject 1| status 1]
Bruce 07/01/2025 Invitation to participate in an assessment for
john.schindell@peoplekeys.com  Invitation 64204-A5B787 ® Ssend
Banner 7:24:46 PM Working DEMO Account
Bruce 64204-4960836- 07/01/2025
john.schindell+1@gmail.com Invitation Enter your subject line here @ Send
Banner 26488 636156 PM
Bruce 07/01/2025 Invitation to participate in an assessment for
address@email.com Invitation 58101-A20F5D @ send
Banner 6:13:13PM Working DEMO Account
Bruce 07/01/2025 Invitation to participate in an assessment for
address@email.com Invitation 58101-A29F5D @® Send
Banner 613:12PM Working DEMO Account
Bruce 07/01/2025 Invitation to participate in an assessment for
address@email.com Invitation 58101-A20FSD @ Ssend
Banner 6:13:03PM Working DEMO Account
Bruce 07/01/2025 Invitation to participate in an assessment for
address@email.com Invitation 58101-A20FSD ® Send
Banner 6:11:45PM Working DEMO Account
Bruce 07/01/2025 Invitation to participate in an assessment for
address@email.com Invitation 58101-A20FSD ® Ssend

4. The current list of emails sent will populate beginning with the most recent. Clicking the header titles
will allow you to sort by; Email ID, FROM Email Address, TO Email Address, Sent Date, Keycode ID,
Subject Line, and Status.



