BASICS

Download and Email Reports

Click on a question below to skip to the answer.

How do | download reports?

Can | download a report more than once?

How do | download a different type of report? Do | need to create a new project?

How do | email reports to my respondents?




How do | download reports?

How you download reports will depend on whether you want to download multiple
reports at once, or download reports individually.

To download multiple reports at once, follow the steps below.

Step 1. Click on the Projects + Reports navigation tab.
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Step 2. In the Projects table, search for the project for which you want to download
reports.

Note: The project you are looking for may be in a different tab (e.g. Closed). Click on
the tabs in the Projects table if you do not see your project in the Open tab.
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Projects + Reports

Open (3) Scheduled (0) Drafts (6) Closed (0) Archived (1)

Open Projects
These are proiert< that are active, meaning that your email invitation has been sent or a project link has been generated.
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Step 3. Once you've found the project for which you want to download reports, click
on the Download button in the Actions column of the Projects table. This will open a

Confirm: Download Reports pop-up.

Closed (0) Archived (1)

Open (3) Scheduled (0) Drafts (6)

Open Projects
These are projects that are active, meaning that your email invitation has been sent or a project link has been generated.

SEARCH PROJECTS Q_ search project by project name

# PROJECT NAME ~ Date RESPONDENT STATUS REPORTS TO DOWNLOAD £ ACTIONS
o
. = e
1. Add respondent to exis... 1000 of 1000 997 DOWNLOAD &)
OPEN + SENT-Jan6,2017 COMPLETED JANAGE MORE
i Click this button to download reports Vo
.. Testing GA 0of 0 0 for this project. Y
OPEN + LINK GENERATED - Dec 29, 2016 COMPLETED MORE
Note: You will be able to confirm your
download before reports are
. . downloaded or taken from your
s Testing Guided Tour 0 of 1008 1012 (e ©
OPEN + SENT - Mar 28,2016 COMPLETED MORI

Step 4. From here you have the choice of downloading only new reports that you have
not yet downloaded, or all the reports in the project. Click on Begin Download to begin

generating your reports for download.

Note: Only new reports you have not yet downloaded are taken from your
inventory. Re-downloads are always free.

Confirm: Download Reports

Project name
Add respondent to existing project w/ type

DOWN LO@PORTS DOWNLO @ PORTS
Q¢

1000

ew Repor Reports
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To download individual reports, click the Go to Project Details button.




Step 5. When your download begins, a Download Status pop-up will appear on your
screen. This pop-up lets you know when your reports are ready to download. You can
continue using the site while you wait, or choose to log out.

Note: If you log out, your reports will be emailed to you automatically.

Projects + Reports

PROJECTS

Drafts (6) Closed (0) Archived (1)

Open (3) Scheduled (0)

Open Projects
These are projects that are active, meaning that your email invitation has been sent or a project link has been generated.

SEARCH PROJECTS Q_ search project by 1

# PROJECT NAME « Date RESPONDENT STATUS REPORTS, DOWNLOAD STATUS
Your report(s) will be ready to downld atea

1 Add respondent to exis... 1000 of 1000 If you log out, your report will be emaild, n they are ready.
: OPEN * SENT-Jan6,2017 COMPLETED Note: If you are downloading hundredpu:
5 Testing GA 0of 0 Generating 997 Report(s)...

OPEN + LINK GENERATED - Dec 29, 2016 COMPLETED Project Name: Add respondent to ¢
5 Testing Guided Tour 0of 1008

OPEN - SENT-Mar 28, 2016 COMPLETED

Step 6. When your reports are ready, the Download Status pop-up will expand and you
will see a Download Reports button. Click Download Reports to download the reports.

Note: Depending on your browser, the reports will appear at the bottom of your
browser window or in a separate pop-up window.

SEARCH PROJECTS Q_  search project by project name

# PROJECT NAME ~ Date RESPONDENT STATUS REPORTS TO DOWNL

DOWNLOAD STATUS

Your reporig hg ready to download in a few minutes.

.. Add respondent to exis... 1000 of 1000 997 e wnload maNLbe emailed (0 you when they are ready,
OPEN - SENT-Jan6,2017 COMPLETED Y P\ndreds or thousands of reports at one
) 7 - e than 30 minutes.

,  Testing GA 0of 0 0

OPEN - LINK GENERATED - Dec 29, 2016 COMPLETED

5 Testing Guided Tour 00f 1008 1012

OPEN -« SENT-Mar 28,2016 COMPLETED




To download reports individually, follow the steps below.

Step 1. In the Projects table, search for the project you want to download reports for and

click on the project name. This will take you to the Manage Respondents + Download
Reports tab in Project Details.
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Praojects + Reports

Open (3) Scheduled (0) Drafts (8) Closed (0) Archived (1)

Open Projects

These are pr~ “~tare active, meaning that your email invitation has been sent or a project link has been generated.
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Step 2. From here, scroll down to the Respondent List. You can search for the

respondent for whom you want to download reports by using the search bar, or filter by
assessment status, report status, or report.

BACK 10 PROJECTS

Manage Respondents +

Add Reports + Support
Download Reports

View Summary Materials

Edit Options

| want to...| -Select an action and click Go y ‘ “

Respondent list

download reports, ch

SILGLRET N Al O  scarch by Respondent first name

—
TSTATUS v REPORT STATUS v REPORT v

e boxes in the Download Reports column below and click the Download Reports link in the table header.




Step 3. Once you find the respondent for whom you want to download reports, check the
box in the Download Reports column. Then, scroll up to the column header and click the
Download Reports button.

REPORTS SUPPORT MATERIALS

To download reports, check the boxes in the Download Reports column below and click the Download Reports link in the table header.
SEARCH RESPONDENTS Q_ Ashley X

FILTER BY: ASSESSMENT STATUS v REPORT STATUS v REPORT

1 Report Selected
!

(.l
DOWNL@4D
REPORTS

ADD RESPONDENTS Vv

REPORTS ASSESSMENT STATUS

Ashley Hamilton
Ashley.Hamilton@mnjpator...

Verified MBTI type: Ei CEINEIEED MBTI® Interpretive Re... Completed

Ashley Sanchez
Ashley.Sanchez@mailinator...

Verified MBTI type: ENTP @ETNIBE® MBTI® Interpretive Re.. Completed

Edit

Note: A dash in this column indicates that your respondent has not yet completed
the assessment for that particular report. Once your respondent completes the
assessment, a checkbox will appear and you will be able to download the report.

Pro tip: Checking the box in the header will select all the reports in the table.

ADD RESPONDENTS v H REMIND ALL
# NAME & REPORTS Show more reports A T STATUS O L
1. Aaron Bell MBTI® Profile Not Started — -
Aaron.Bell@mailinator.com
Verified MBTI type: ENTP MBTI® Interpretive Report (Form Q/Ste.. Not Started =
Edit Remind Remove
@EID VBTI® Career Report (Form M. Completed =] L

Step 4. When your download begins, a Download Status pop-up will appear on your
screen. This pop-up lets you know when your reports are ready to download. You can
continue using the site while you wait, or choose to log out.

Note: If you log out, your reports will be emailed to you automatically.



To download reports, check the boxes in the Download Reports column below and click the Download Reports link in the table header.
SEARCH RESPONDENTS Q ashley X

FILTER BY: ASSESSMENT STATUS v REPORT STATUS v REPORT v

Report Selected

ADD RESPONDENTS

# NAME o REPORTS DOWNLOAD STATUS

Your report(s) will be ready to dov§ in a few minutes.
If you log out, your report will be erjto you when they are ready.
Note: If you are downloading hun, ;é'::::‘sj";is of reports atone
time, the download may take mg .

Ashley Hamilton
Ashley.Hamilton@mailinator... MBTI® Interpretive Report for ...

Verified MBTI type: ENTP

Edit PENISIEERD MBTI® Interpretive Re...
Generating 1 Report(s)... isting project ...
Ashley Sanchez (oject Name: Add respop a)
Ashley.Sanchez@mailinator.... MBTI® Interpretive Report for ...

997 report(s) ready.

Verified MBTI type: ENTP

Project Name: Add respondent to existing project

Step 5. When your reports are ready, the Download Status pop-up will expand and you
will see a Download Reports button. Click Download Reports to download the reports.

Note: Depending on your browser, the reports will appear at the bottom of your
browser window or in a separate pop-up window.

To download reports, check the boxes in the Download Reports column below and click the Download Reports link in the table header.
SEARCH RESPONDENTS Q_ ashley X

FILTER BY: ASSESSMENT STATUS v REPORT STATUS v REPORT v

1 Report Selected

2

ADD RESPONDENTS

# NAME o3 REPORTS ASSESSMEN

', the download may td

1 report(s) ready.

download in a few minutes.

gmailed to you when they are ready.
dreds or thousands of reports at one
than 30 minutes.

Ashley Hamilton
Ashley.Hamilton@mailinator... MBTI® Interpretive Report for ... Co

Verified MBTI type: ENTP

Project Name: Add respondent to

DOWNLOAD 1 REPORT

Edit FENAIEIGED MBTI® Interpretive Re... ing project ...

Ashley Sanchez
Ashley.Sanchez@mailinator.... MBTI® Interpretive Report for Co

Verified MBTI type: ENTP

RpGndent to existing projoct ...

Can | download a report more than once?

Yes. You can download reports as many times as you like with no additional charge. See
question 1 for a detailed overview on how to download reports.



How do | download a different type of report? Do | need to create a new

project?

You do not need to create a new project to download a different type of report. To
download a different report, simply add it to your existing project.

To add a report to an existing project, follow the steps below.

Step 1. Click on the Projects + Reports navigation tab.
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Step 2. In the Projects table, search for the project to which you want to add a report and
click on the project name. This will take you to the Manage Respondents + Download
Reports tab in Project Details.
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Projects + Reports

Open (3) Scheduled (0) Drafts (8) Closed (0) Archived (1)

Open Projects
These are pre 2t are active, meaning that your email invitation has been sent or a project link has been generated.
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Step 3. Once you are in Project Details, click on the Add Reports + Support Materials
tab.
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PROJECT DETAILS

Add respondent to existing project w/ type [

©® OPEN Invitation Only

BACK TO PROJECTS

Manage Respondents + Add Reports + Support
e P P PP Edit Options

View Summary Download Reports Materials ‘{b

| want to... -Select an action and click Go-

Step 4. From this tab you can add reports to your project. You can either add reports
from the Your Products tab, which includes reports that you have previously purchased,
or you can add reports from the All Products tab, which contains all the reports you are

eligible to purchase and administer.

Once you have found the report you are looking for, click the Add to Project button next
to the report name.

Note: You can add support materials to your project from this tab as well.

PROJECT DETAILS
Add respondent to existing project w/ type (&

® OPEN Invitation Only BACK TO PROJECTS

Add Reports + Support
Materials

Manage Respondents +

Download Reports Edit Options

View Summary

Your Products

ASSESSMENTS
Qn your purchase

his list of report;
1. MBTI® Step II™ (Form Q)

ADD TO PRO]ECT REPORTS YOU ADDED
U MBTI® Interpretive Repo...

261144

MBTI® Interpretive Réport for Organizations
261146

aai

MBTI® Interpretive Report (Form M/Step I™)
261144

ote: This product was added to this project previously and
annot be removed




PROJECT DETAILS

Add respondent to existing project w/ type [

View Sirma Manage Respondents +
A Download Reports

Reports + Support Materials

Your Products

Add Reports + Support

This list of reports is based on your purchase history.

261146

261144

cannot be removed.

~ MBTI® Interpretive Report for Organizations

MBTI® Interpretive Report (Form M/Step I™)

Note: This product was added to this project previously and

Step 5. When you have finished adding reports to your project, click on the Save Changes

button in the footer.

BACK TO PROJECTS

Edit Options

ASSESSMENTS

1. MBTI® Step II™ (Form Q)

MBTI® Intf
261146 SAVE CHANGES
[ new ]

MBTI® Interpre!
261144

CANCEL SAVE CHANGES

A pop-up will appear asking you to confirm your changes. Remember, once your changes
are saved you will no longer be able to remove this report from your project. Click Yes,

Save to continue.

Confirm: Save Changes

Once you save your changes you will no longer be able to remove reports

or support materials from your project.

Are you sure you

YES, SAVE

NO, DO NOT SAVE

Step 6. Once your changes have been saved, a Products Added Successfully pop-up will

appear.

If you added a report that requires your respondents to take another assessment, you
must first wait for your respondents to complete the additional assessment to download

the report.



If you added a report that does not require your respondents to take another
assessment, click on the Go to Manage Respondents + Download Reports link to

download reports for your respondents.

See g

Products Added Successfully

The following products were added successfully to this project:
terpretive Report for Organizations

Next Steps

If you adg reports that require additional assessments:

ation-Only projects—your respondents are notified automatically when
they have new assessments to complete.

For General Access projects—you must resend the project link to your
respondents. Go fo View Summary to copy your project link.

If you added reports that do not require additional assessments:

You can generate those reports now from the Manage Respondents +
Download Reports tab. Go to Manage Respondents + Download Reports.

If you added support materials:

Respondents cannot access or download support materials until you have

emailed them. Email support materials now, or email them later from the

Manage Respondents + Download Reports tab.

How do | email reports to my respondents?

Emailing reports to your respondents is similar to downloading reports.
To email reports to your respondents, follow the steps below.

Step 1. Click on the Projects + Reports navigation tab.
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Step 2. In the Projects table, search for the project for which you want to email reports
and click on the project name. This will take you to the Manage Respondents +
Download Reports tab in Project Details.

Projects + Reports

Open (3) Scheduled (0) Drafts (8) Closed (0) Archived (1)

Open Projects

These are pr~ “ntare active, meaning that your email invitation has been sent or a project link has been generated.

SEARCH PROJECTS Q_ search project by project name

v Date RESPONDENT STATUS REPORTS TO DOWNLOAD ACTIONS
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Step 3. From here, scroll down to the Respondent List. You can search for the
respondent to whom you want to email reports by using the search bar, or filter by
assessment status, report status, or report.

Manage Respondents +

Add Reports + Support
Download Reports

View Summary Materials

Edit Options

| want to... Select an action and click Go - ‘ “

Respondent list

download reports, chy

SEARCH RESPONDENTS Q Search by Respondent first name

—
TSTATUS ot REPORT STATUS ~ REPORT ~

e boxes in the Download Reports column below and click the Download Reports link in the table header.




Step 4. Once you find the respondent you want to email reports to, check the box in
the Email Reports column. Then, scroll up to the column header and click on the Email
Reports button.

REPORTS SUPPORT MATERIALS

To download reports, check the boxes in the Download Reports column below and click the Download Reports link in the table header.
SEARCH RESPONDENTS Q_ ashley X

FILTER BY: ASSESSMENT STATUS v REPORT STATUS v REPORT v

1 Report Selected

EMAIL
REPORTS

ADD RESPONDENTS

< REPORTS ASSESSMENT STATUS

Ashley Hamilton

Ashley.Hamilton@mailijr
Verified MBTI type: ENTP @EITIGEEEED MBTI® Interpretive Re.. Completed

Ashley Sanchez
Ashley.Sanchez@mailinator

Verified MEBT! type: ENTP GEIIEIGED MBTI® Interpretive Re

Edit

Note: A dash in this column indicates that your respondent has not yet completed
the assessment for that particular report. Once your respondent completes the
assessment, a checkbox will appear and you will be able to email the report.

Pro tip: Checking the box in the header will select all the reports in the table.

ADD RESPONDENTS v H REMIND ALL
# NAME & REPORTS Show more reports T STATUS [ ] O
3 Aaron Bell MBTI® Profile Not Started — =
Aaron.Bell@mailinator.com
Verified MBIT type: ENTP MBTI® Interpretive Report (Form Q/Ste... Not Started —
Edit Remind Remove
@EID MBTI® Career Report (Form M/, Completed =

Step 5. Before sending the email you will be able to edit it from the Email Report
pop-up. You can edit the subject, greeting, and message. Once you have finished editing
your email, click Send to send it.

Note: You may need to use the scrollbar on the right to view all the content in the
pop-up.



Email Report

TO
Ashley.Hamilton@mailinator.com

FROM
noreply@cpp.com
SUBJECT

Your Report From Ashtine Rodriguez
MESSAGE

Dear | (First Name, e.g. John)

Attached are the results for the assessments you completed.
Please feel free to let me know if you have any questions.

Sincerely,

Once your email has been sent, a success message will appear on the screen.

Note: Your respondents will receive their emailed reports as attachments, which
they can download.

REPORTS SUPPORT MATERIALS

Email sent successfully to 1pondent.

he boxes in the Download Reports column below and click the Download Reports link in the table header.
To download reports,
LS| O\ ashley X

SCH RESPC

FILTER BY: ASSESSMENT STATUS v REPORT STATUS v REPORT v

O

< REPORTS ASSESSMENT STATUS (]

# NAME v

1 Ashley Hamilton
Ashley.Hamilton@mailinator... PEINCIGIERD MBTI® Interpretive Re... Completed

Verified MBTI type: ENTP





