BASICS

Purchase Inventory

Click on a question below to skip to the answer.

What is inventory?

When do | purchase inventory?

How do | purchase inventory?

How do | check my inventory?

When are reports taken from my inventory?




What is inventory?

Your inventory consists of reports and support materials you have purchased. Reports
you download and support materials you email are taken from the inventory you have
purchased.

Note: Before you can download reports or email support materials to your
respondents, you must purchase enough inventory.

When do | purchase inventory?

When you purchase inventory depends on whether you selected Yes for either the
Auto-Generate Reports option or the Give Respondents Access to Reports option
when creating your project.

If you selected Yes for the Auto-Generate Reports option, reports are generated
and emailed directly to your email address as soon as respondents complete their
assessments. In order for you to receive the reports, you must purchase inventory
immediately after creating your project.

If you selected Yes for the Give Respondents Access to Reports option, your
respondents can access and download their reports as soon as they complete their
assessments. In order for your respondents to download their reports, you will need to
purchase inventory immediately after creating your project.

If you did not select Yes for either of these options, you can purchase inventory after
your respondents complete their assessments.

How do | purchase inventory?




You can purchase inventory directly from your project or from the Elevate® catalog. We
recommend purchasing inventory from your project, as it allows you to see exactly which
reports you need and how many to purchase.

To purchase reports from your project, follow the steps below.

Step 1. Click on the Projects + Reports navigation tab.
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Step 2. In the Projects table, find the project you want to purchase reports for and click
on the project name.
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Prajects + Reports

Open (13) Scheduled (0) Drafts (2) Closed (0) Archived (0)
Open Projects

These are projects that are active, meaning that your email invitation has been sent or a project link has been generated.
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Step 3. Click on the drop-down menu next to | Want To... and click Check My
Inventory. Then, click Go.
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Step 4. A Check My Inventory section will appear below the | Want To... section. From
here you can view all the reports in your project and how much inventory you have for

each report. Adjust the quantity as needed, and click Add to Cart to add the reports to

your Shopping Cart.
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ADD ADDITIONAL REPORTS



Step 5. When you have finished adding reports to your Shopping Cart, either click Your
Cart in the Recently Added to Your Cart pop-up, or scroll to the top of the page and
click on Cart in the global navigation. Both will take you to your Shopping Cart.
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Step 6. From here you have another opportunity to edit the quantity of reports you want
to purchase, remove items, and save products to purchase later. Once you have edited
and reviewed your purchase, scroll down and click the Checkout button.

Note: Volume discounts are applied on the Order Review page before final
checkout.

Shopping Cart HeLe

Your Cart
e final checkout.

Volume discounts are applied on the Order Review page

PRODUCT NAME UNIT PRICE TAL COST
%~ MBII® Interpretive Report for Organizations (Form M/Step I'™) (261146) 1-99 $29.95 EACH $119.80
=  (US English) 100-499 $27.70 EACH
500+ $25.45 EACH

Save for later Remove
Order Subtotal*  $119.80

*Any discounts will be applied at checkout. For products eligible for multiple discounts, only the
largest discount will be applied. Tax and shipping costs will also be applied at checkout.

CONTINUE SHOPPING ' PayPal checkout - m



Step 7. If you are purchasing a physical product, you will first be asked for your shipping
information. Once you finish filling out this information, scroll down and click the Next

button.

Note: Your shipping information will determine the sales tax, if applicable, that will
be added to your purchase.
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Payment + Billing Order Review Order Completed

Shipping

ippi ;-- €SS Why is this information required?

FIRST NAME:*

Enter first name

LAST NAME:*

Enter last name

COMPANY NAME:

Enter company name

COUNTRY:*

- Select a Country -- s

STREET ADDRESS:*

Enter street address

CITY:* STATE:* POSTAL CODE:*

Enter city Select a State ¢ Enter postal code

PHONE NUMBER:*

v eg +1650 123 4567
Feedback Privacy Policy Trademarks and License Terms of Use R
‘©BB’ Al Rights Reserved

Step 8. Next, you are asked to fill out your payment information. Here you have the
option to save your payment information using Elevate’s secure PayPal credit card
function, which will save you time and effort when placing future orders. Once you finish
filling out this information, scroll down and click the Next button.



checkout /N e
STEP 1 STEP 2 STEP3 STEP 4
Shipping Payment + Bllling Order Review Order Completed

Payment

SELECT YOUR PAYMENT METHOD:*

payrol The safer, easier way to pay.

NAME ON CARD:*

Name on card:*

CARD NUMBER:*

Enter card number

EXPJR o+ SECURITY CODE:*
$ Enter the card security code.
() Save this payment ifmation for your next order.
CiTY:* STATE:* POSTAL CODE:*
Enter city Select a State ¥ Enter postal code

PHONE NUMBER:*
B8 eg +1650 123 4567

Step 9. Lastly, you will be asked to review your order in the Order Review section. Once
you have confirmed that all the information is accurate, click the Place Order button.
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Shipping Payment + Billing Order Review Order Completed

Order Review

BILLING CONTACT SHIPPING CONTACT PAYMENT METHOD

Ashtine Rodriguez Ashtine Rodriguez Ashtine Rodriguez
CPP, Inc. CPP, Inc. MC

185 N WOLFE RD 185 N WOLFE RD XXXXXXXXXXX4316
SUNNYVALE SUNNYVALE 5/2022
SUNNYVALE, CA 94086-5212 SUNNYVALE, CA 94086-5212

United States of America United States of America

Ph: +16506239201 Ph: +16506239201

Email:arodriguez@cpp.com

ORDER NOTES

500 (500
View return policy ()

[ GO TO CART ] [ CONTINUE SHOPPING PLACE ORDER



Wait until you have received your order confirmation before refreshing the page or
navigating to a different section of the website.

Note: To return to the Projects table and download reports, click on the Projects +
Reports navigation tab.
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Thank you, your order has been submitted.
You will receive an email when the order has been processed.

How do | check my inventory?

There are two places where you can check your inventory: (1) in the Your Inventory

+ Download Library section under Account in the global navigation or (2) within the

To check your inventory from the Your Inventory + Download Library section, follow
the steps below.

Step 1. Click on Account in the global navigation.
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Step 2. Click Inventory + Download Library from the drop-down menu, which will take
you to the Your Inventory + Download Library page.
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Welcome, Ashtine Rodriguez!

t Management
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Projects + Reports

gser Management

Address Book

PROJECTS

Inventory + Dow&load Library

Order History

Qurchase Eligibility
lived (0)

Open (13) Scheduled (0) Drafts (2) grt Skillsone Data

From this page you can view your inventory for all projects. Each time you download
new reports that have not yet been downloaded for a project, they are taken from this

inventory. Re-downloads are always free.
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PRODUCT NAME

MBTI® Profile Report (Form M/Step I™) 261145 1

MBTI® Step II™ Interpretive Report 267149 1

MBTI® Interpretive Report for Organizations (Form M/Step I™) 261146 a4

To check your inventory within the Project Details of a project, follow the steps below.

Step 1. Click on the Projects + Reports navigation tab.
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Step 2. In the Projects table, find the project for which you want to check your inventory
and click on the project name.
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Step 3. Click on the drop-down menu next to | Want To... and click Check My
Inventory. Then, click Go.
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Step 4. A Check My Inventory section will appear below the | Want To... section. From
here you can view all the reports in your project and how much inventory you have for
each report. You can also add reports to your Shopping Cart from here.

Note: You do not have designated inventory for each specific project. The inventory
count that is shown here comes from Your Inventory + Download Library.
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When are reports taken from my inventory?

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

Note: New reports have a New tag that appears before the report name, and
previously downloaded reports have a Downloaded tag.
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