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

CREATE GROUP REPORT FROM KEYCODE

       1. 	From the home page locate 
	 the Assessments box and 
	 click View Assessments. 

      3.	 From the list, select the participants you want to include by placing a check in the box provided, 
	 or you can use the drop-down window in the header to select all.

     4.	 When all of your participants have been selected, click the Create Group Report link 
	 located in the header.



9.	 The CREATE GROUP REPORT button 	
	 	 	 	 	 	 will generate and save your report 
	 	 	 	 	 	 in your account.  (Once a report has 
						      been created, it cannot be altered or 
						      changed in any way.)

10.  ABANDON GROUP allows you to
	 	 	 	 	       erase all progress and create a 
	 	 	 	 	       new report.  Note that once a
	 	 	 	  	       report has been created it cannot
	 	 	 	 	       be abandoned.

      8. 	 Save Changes allows 
	 you to 	continue working 
	 on the list.

      5. 	 Your product will 
	 automatically default 
	 to Group Dynamics 
	 Report.  You will be 
	 asked to complete 
	 the Name, and 
	 Presented by fields.

      6. 	 You will see a list of 
	 everyone who has 
	 completed an asses-
	 sment in your account.  
	 If you would like to 
	 add a participant from 
	 a different keycode, 
	 you can select the 
	 user by clicking 
	 Add to Group.

      7. 	 At the bottom of the 
	 page, you will see your 
	 previously compiled 
	 list.  You can remove 
	 participants from this 
	 list by clicking Remove 
	 from Group.


