ADDING REPORTS TO A KEYCODE

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

{4 Assessments

© Take Assessment

© Usage statistics

-';4 Group Report

© Create Group Report

J Resources
© Pprofile Search

© Custom Report Styles

© View Assessments © Add or Purchase more group reports.
© Add/Purchase Assessments / © View Group Reports © Cover Page Image

© Import Users

s
The View Assessment page, will 1‘

display all the Assessment titles

already in your account.

Find the Assessment you want

to add more reports to and click Keycode 1L

View Participants.

Single-Use Keycodes

Details

Assessment Details

Assessment Name

The DISC Personality Style Report

Date Purchased
11/12/2025
One Use Per User

One use per user

Expiration Date

() Enable expiration date

Send Reports to Email Address

Welcome Section Account Name

Format Reports for A4 Paper

D Format Reports for A4 Paper

© Add/Purchase Assessments

© Take Assessment

© Goback
assessment 1L purchased 11 :?:‘:“ 1 Available L complete T incomplete T
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58525 858 - The DISC The DISC
cAozs’g PersonalityStyle  05/22/2020 Personality 2 1 0 T3 ivitation [ View Participants
X Report Style Report
Environment
I Items per page: 10~ 1-100f12 &
Report Style
Standard Report v
User Permissi 1
= 3. From the Assessments Details
oo ettt s v page, scroll down until you see
I
e the link titled, Purchase More
Assessments For This Keycode.
Send Usage Alerts To
our-email@address.com when 0 uses remain
Custom Exit URL
hitps:

Q Purchase More Assessments For This Keycode &

Assessment Purchase Details

©

Please complete the following form and the number of reports you purchase will be added to the keycode 73414-

514E02

4. Onthe Assessment Purchase Details

screen, you will need to enter the number

of Participants = Number of reports you

want to purchase.

Number of Participants

1

Payment Method

Order Ssummary

Review your order summary before clicking the Purchase button.

. Report purchased successfully.

Account to charge

Working DEMO Account

Order Total
$111.00

=)

6.

You should see the following notification.




