User Manual
for

SOLO IS ®



CONTENTS

CONTENTS

INTRODUCTION

Hardware Requirements

Software Requirements
THE TUTORIAL

Procedure

Functionalities:

1.
2.
3.
4.

Sign Up
Sign In/ Login:
Email Verification/ Activation Link:

Forgot Password:

Group Admin Dashboard

1.
2.
3.
4.

Buy Credits
Add New Batch
My Survey

Search

Delete Batch

Managing Batches

o 9 Q

- o o o

g.
h

Adding Employees:

Sending Invitations:

Sending Reminders:

Sending Survey Report:

Delete Employee:

Changing the Start and End Date and Time:
Changing the Batch Name:

Generating Group Report:

Download all Individual Reports:

Invited User Survey Procedure

Individual Survey Procedure

Upgrade the Account (Individual or Invited to Group Admin)

V12_07.01.2024 1

O© O OO U1 A W W W N DNMNDNMNDNNDNH

W W N N N B = = = e e e e e e
A = A N O O O 0 00N U1 DN DN = O



INTRODUCTION

Hardware Requirements
e Minimum Hardware requirements are a Desktop PC/ MAC with a minimum of 1 Mbps connection
speed.

Software Requirements
e Best Viewed in Latest Google Chrome Browser version: 80 and above.

THE TUTORIAL

Procedure
The Homepage of the Solo IS Survey System consists of three different login options.

e Individual Login: This option is for someone looking to purchase Solo IS for their personal use.

e Group Admin Login: This option can be used by individuals/clients, etc. who want to purchase
multiple assessments for a group of users.

e Invited: This option is used when a Group Admin sends an invite to take part in an assessment. The
activation link is sent to the users by the Group Admin.

Welcome To SOLO IS®

8 Individual
1am purchasing a SOLO I5® for myself.
Group Admin
&

1am purchasing multiple assessments for a group.

Iwas Invited to take the SOLO 15 Survey.

Sign up for a login account SSignUp

ietamericas.net
e — to download our SOLO IS User Manual.
Questions? to download our SOLO IS FAQ document.

Figure 1. Login Page
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Functionalities:

1. SignUp

The Sign-Up page consists of details such as the user’s First and Last Name, Email ID, Confirm Email ID and
Password. It also has a Radio Button with two options: Individual or Group Admin.

Son Up

Fievt Naree Last Namwe
Crrad k2
Confm Emal W

Pasyvoss

. AWM NP COnk IOy S
» W1 ~ o

. YO T

Condom Fasswond

@ rhdd P Growp Afemn

Figure 2. Sign Up Page

2. SignIn/ Login:
Once the user successfully signs up for the system, an activation link is sent to the user’s email. When that link
is activated, it will take the user to the login page. The user will then click on the system (Individual or Group
Admin) and the user can log in using Group Admin/Individual credentials. Only Group Admins and Individuals
will get an Account verification email.

MLLTNE L DDOT F YR TETE M. Nt L . o / L)

T Detven Fomst S0n 08 Tw Id Delne B CoMIT piur ortad AOTeRE and SCREE JIar Scoott T MR = aches S arey T den

2y Con Toh N6 Sutedy O Gif op The Burnty AT SO GO ATSE COMERING Th Sstewy. st AREriih] wil B Uil 13 st 4 Svakine t

110 P e B F 00 P Y e 00 BO0eSE e SOLD 1 wetets s SUCCmi MR sl W OIS BT s eeage oo mOved 90 K
Tl e

Sruawy

e 5000 9% Sy Team

I ieterraryre st Limttwe

Figure 3. Activation Link Email
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Welcome To SOLO IS®

ISSEATIERSEDPES- 4 ) DeLAmIeriCas met

Figure 4. Group Admin Login Page

3. Email Verification/ Activation Link:
A user may need the activation link sent again because the activation link expires after 7 days or the user
does not receive a Registration Email.

When the Admin/Individual comes across such a situation, click on the “Verify your email” button.

AssesamentsEpes-sanetamericas st

Figure 5. Verify your email location
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The user is then redirected from the Homepage to the Email Verification page. The user must then type in
their email. A new Activation Link is sent to that email address.

FRS o

Verify Email

Enter your email address below, and we'll email instructions for setting a new one.

Email: ‘

Figure 6. Verify Email page

4. Forgot Password:

In case a user forgets their password and cannot log in, click on “Forgot Password.” Enter the email address
and click “Submit.”

Welcome ToSOLO 1S®

4f

user+odrinSgmailoom

Log In s Growp Admin

Septhe vour el

Figure 7. Forgot Password Link
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Group Admin Dashboard

Once the user logs in using their group admin credentials, they enter the dashboard.

Total Credits Purchased = 821 Credits Available to Use = 9

Group Admin Dashboard

Welcome to the SOLO [S® survey system, provided by PPS International Limited. The SOLO IS® report
provides individuals with information on their personal preferences and influence styles, helping to
better work in teams, with customers and lead others.

Completed SOLO IS® reports are confidential. Click here to see our privacy statement.

To take the survey, BUY CREDITS for the number of surveys you need. Each survey Is 1 credit. Once
credits have been purchased, you can add your group information by adding a batch and then set up
that group by clicking 'Manage.'

The below table shows the list of Batches you (Group Admin) have created. To add new members to a
particular Batch or update the Batch click on the MANAGE link provided in the last column.

Please find the SOLO IS user manual here!
Questions? Click here to download our SOLO IS FAQ document.

I I T

Figure 8. Group Admin Dashboard

The Top Left Corner shows the Number of Credits that have been purchased by the Group Admin.

The ‘Credits Available to Use’ number decreases based on the assessments that have been assigned a credit.
For example, if the ‘Credits Available to Use’ shown are 10 and 6 assessments have been assigned, then the
total available credits will decrease to 4.

The Dashboard has four primary functions, listed below:
1. Buy Credits

Select the “Buy Credits” button on the dashboard to purchase credits for assessments. Each Survey requires 1
credit and 1 credit is $30.

FF Group Admin Dashboard Log out E—)

To take the survey, buy credits for the number of surveys you need. Each survey is 1 credit.

How many credits do you : Total in US dollars 0
want to buy?

[ contim |

Figure 9. Buy Credits Page
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Enter the number of credits you want to buy and proceed forward by hitting the “Confirm” button.

FFSGroup Admin Dashboard Log out @

To take the survey, buy credits for the number of surveys you need. Each survey is 1 credit.

How many credits do you

1 o Total in US dollars $30
want to buy?

Figure 10. Buy Credits page with credit added

A Purchase Confirmation page appears after hitting the “Confirm” button. Select the “Pay” button to begin the
payment process.

FFSGroup Admin Dashboard Log out [%

Confirm Purchase

Final amount to be paid is: $30 for 1 credit(s).

Figure 11. Credit Purchase confirmation page

Enter the Billing Details such as the Card Number, CVV, Billing Address, etc., and select the “Pay” button.
NOTE: Special Characters such as # are not allowed, so if a billing address is #455, write No. 455 or Number
455,

V12_07.01.2024 7



FFS Group Admin Dashboard Log out r-;
Confirm Purchase
Final amount to be paid is: $30 for 1 credit(s).
_ Pays30
Card Number #
Exp. Date # Card Code
Billing Address
First Name # Last Name #
e . e
Street Address ® City »
State » Phone Number
Email &
mm -

Figure 12. Credit Payment page.

Once the payment is successful, the system generates a transaction ID and a Payment Confirmation
notification. Select the “Dashboard” button to check if the credits bought are reflected on the Top Left corner
of the screen.

If the credit card is charged and credits don’t appear in your account, notify PPS International.

FPS Group Admin Dashboard Log out >

Successfully created transaction with Transaction ID :

80021093029
Response 0Ok
Email PO PP ———
Amount-paid $30.0
Response Code 1

Figure 13. Successful Transaction page

V12_07.01.2024 8
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2. Add New Batch

The next function in the dashboard is adding batches. A Batch is a group of people who can participate in a
particular survey. The Group Admin creates the Batch and adds users to it.

Fill in the desired Batch Name, Timezone, Survey Start Date and Time, and Survey End Date and Time. You can
select the time zone you would like the survey to be sent by selecting from the dropdown menu. Then update
the Survey Start Date and Time and Survey End Date and time base on that timezone.

Add Batch

Batch Name

Timezone uTC v

Survey Start
Date Time

2024-03-04 09:53:39

Survey End
Date Time

2024-03-18 09:53:39

A reminder e-mail will be automatically sent 2 days prior to the End Date to all participant(s) who have not yet
completed the survey.

f you want to send 7 day reminder, please click on checkbox below.

Send 7 Day Reminder E\

When uploading your group, Click NQ if you do not want your participant to receive their report upon
completion. Click YES if you want your participant to receive their report upon completion.

Participant(s) can download their individual reports m

| Back |

Figure 14. Add Batch Page

A reminder e-mail will be automatically sent 2 days prior to the End Date to all participant(s) who have not yet
completed the survey. If you want to send an additional automatic reminder e-mail 7 days prior to the End
Date then check on checkbox next to “Send 7 Day Reminder”

Date Time

A reminder e-mail will be automatically sent 2 days prior to the End Date to all participant(s) who have not yet

completed the survey.
fyou want to send 7 day reminder, please click on checkbox below.

Send 7 Day Reminder ]

Figure 15. 7-Day Reminder option

V12_07.01.2024 9



There is an option to Show/Hide Individual Reports above the “Submit” button. Leaving it on “-Yes” implies
that the individuals taking the survey can receive/download their report upon completion of the survey.
Selecting “-No” does not allow the survey participants in the batch to view and download their reports
automatically upon survey completion.
Note: The reports are available to the Group Admin for both options. The Group Admin can send the reports via
email to the individual users manually from the Dashboard.

Participant(s) can download their individual reports m

Figure 16.1 Reports can be downloaded by individuals

Participant(s) can download their individual reports Cm

Figure 16.2 Reports cannot be downloaded by individuals

Click on “Submit” to create the Batch. The system will redirect you to the Dashboard. You can see the batch
you just created in the table at the bottom.

Batches are listed by the latest Start Date in the table on the Group Admin Dashboard.

Batch Name

t1

Buy Credits

Number in this

batch

Start Date End Date
(UTC Time) (UTC Time)

Sept. 13, 2022, Sept. 24, 2022, Manage |—
12:45 p.m. 7:29 a.m. Delete

3. My Survey

Figure 17. Batch Table Listing

The next function in the dashboard is the “My Survey” button. The Group Admin can track their personal
survey. Clicking on the “My Survey” button will redirect to the page with the details of their individual survey.
If they have not taken the survey, nothing will be listed. If they set themselves up in a group, it will direct here,
to their individual/self-survey.

V12_07.01.2024
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Total Credits Purchased = 821 Credits Available to Use = 9

Group Admin Dashboard

Welcome to the SOLO [S® survey system, provided by PPS International Limited. The SOLO IS® report
provides individuals with information on their personal preferences and influence styles, helping to
better work in teams, with customers and lead others.

Completed SOLO 1s® reports are confidential. Click here to see our privacy statement

To take the survey, BUY CREDITS for the number of surveys you need. Each survey is 1 credit. Once
credits have been purchased, you can add your group information by adding a batch and then set up
that group by clicking 'Manage.'

The below table shows the list of Batches you (Group Admin) have created. To add new members to a
particular Batch or update the Batch click on the MANAGE link provided in the last column.

Survey Start

Date Survey End Date Batch Survey Status

Aug. 27, 2019 Dec. 17, 2019 Final Test C D Report

Figure 18. My Survey Dashboard Page

4. Search

The search function provides the Group Admin an opportunity to check the details of the employees registered
in their Group Admin account. The Group Admin can type in the employee’s email address or name in the search
bar or filter by survey completion status.

F}S Log out E—)
opis Pestormance Soutions
Search Status No of results
Employee Name or Emaill || smeemeeee - *
Employee Name Email Status Batch
Al B1 anibejail 6@gmail .com Completed t1
A2 B1 anusha.b@ prar::ev.'lsdom.cu Completed 1
TI@
A3 B1 anushatesting7?77@gmail.c Completed -
om
Cov et anusha.b+07@pacewisdo Mot Started -
m.com
Back

Figure 19. Search

V12_07.01.2024 11



Delete Batch
When Clicking on the “Delete” icon, the Group Admin is able to delete the respective batch. You can only
delete a batch if no individuals are assigned to it.

Managing Batches
Select the “Manage” option in the table to modify the batch details and to also add employees to the batch.

In the Batch Dashboard, there are four main buttons:
Generate Group Report

Send Reminder

Add an Employee

Download All Reports

PwnNhpE

Batch: HIJ Batch Dashboard

You can add an employee manually by clicking on the ‘Add An Employee’ button OR you can click on the
template for bulk upload.

You can click ‘Generate Group Report to create a group report.

‘Generate Group Download All
Send Reminder Add An Employee |
-I - - -I
Batch Name = HIJ Batch [ Number in this Batch = 0 Timezone = Asia/Kolkata

Start Date: March 1, 2024, 10:26 p.m. F) End Date: March 13, 2024, 10:26 p.m. &

A reminder e-mail will be automatically sent 2 days prior to the End Date to all participant(s) who have not
yet completed the survey.

Send 7 Day Reminder
Participant(s) can download their individual reports m
Click Here to download
PO Click here to Bulk
template for bulk upload(.csv No file chosen ! U:I.:a: u X

file)

Reminder Completion Send
Launch Date _——
Employee 5 Status  (Asia/Kolkata e

Name Time)

=

Figure 20. Group Admin Batch Dashboard

Date Date
(Asia/Kolkata  (Asia/Kolkata or
Time) Time) Reminder

a. Adding Employees:
To add an employee, Select the “Add an Employee” button and enter their First Name, Last Name, Email and
Confirm Email and then click Submit.

V12_07.01.2024 12



Figure 21. Add an Employee

If you wish to add more than one employee at once, select “Click Here to Download Template for Bulk Upload”.
A .csv sheet is directly downloaded.

You can only load 50 participants at a time using the bulk upload file. If your group is larger than that, you will
need to submit multiple bulk upload files.

Enter the details in the sheet and save the file as a .csv. Choose the file to upload by clicking the “Choose File”
option. Finally, select the “Click Here to Bulk Upload” button to upload the employee details. NOTE: Do not
change/modify the field names and headers.

Aectinitinn B LibredTice Calt = SR X135 PR

berglatecry - Uk Cilfics Calc

I - odlom e g e E- o5 A = -] W MR Bl O£ W = -
q LibsrationSam |« D - B I U & === = = o= o= M- % 740 WA % e rif s B
IIE fa = -
0 -
B

Figure 22. .csv spreadsheet to bulk upload employees

V12_07.01.2024 13



Do’s and Don’ts when uploading a CSV file:

Do’s:

1. Use Libreoffice v6/7 or MS Excel 2016/2019/365 to edit CSV(Comma Separated Values) files.

2. After copying data from XLSX sheet to CSV file use File > Save As button to save the file as .csv file in
Libreoffice v6/7 as it saves to UTF-8 encoding. In MS Excel 2016/2019/365 Use Save As and from the
Save as type drop down select CSV UTF-8 (comma delimited) (*. csv) to make it compatible with all
systems and improve success rate during bulk upload. Make sure Encoding is Unicode UTF-8.

3. When adding latin letters copied from XLSX sheet to CSV file, make sure to double check if latin letters
are not saved as diamond (or square) with a question mark when re-opening CSV file in Libreoffice/Excel.

4. Avoid using extraneous spaces/tabs in first names/last_name/email

5. Use Character map to copy/paste unicode compatible latin or any scripts so that characters comply with
UTF-8.

Don’ts:

1. Don’t use Tab Separated Values whilst saving a CSV.

2. Don’t Save the CSV as CSV Macintosh (*.csv) in MS Excel as it fails to read during bulk upload process.
Instead refer #2 in Do’s section.

3. Multiple sheets are incompatible/un-supported in CSV file.

4. Workbook or xIsb are incompatible.

5. Don’t use Export As CSV option (CSV and CSV (Tab separated values)) in MS Excel since it adds extra
spaces/tabs which may result in failure to properly read the csv file during the bulk upload process. Refer
#2 in Do’s section.

6. Renaming xlsx to csv will result in data loss and cause formatting issues.

7. Non unicode encoding is not supported.

8. UTF-16is not recommended. UTF-8 is recommended to ensure wide compatibility.

After the bulk file successfully uploads, a successful message with percentage will be displayed on the
dashboard. Automatically all the Employee details are uploaded and stored in the table present on the Batch
Dashboard.

V12_07.01.2024 14



TETDIaTE 107 DUt Upioad,

You can click ‘Generate Group Report” to create a group report.

& | &
Batch Name = XYZ Batch Number in this Batch = Timezone =
F:f 0 America/New_York
Start Date: Feb. 3, 2024, 5:12 a.m. [ End Date: Feb. 16, 2024, 5:12 a.m. [/

A reminder e-mail will be automatically sent 2 days prior to the End Date to all participant(s) who have not
yet completed the survey.

Send 7 Day Reminder

Participant(s) can download their individual reports

Click Here to download
. fe (4).cov Click here to Bulk
template for bulk tETp ate (o T I s

upload(.csv file)

100%

Bulk upload successfull Page will be refreshed automatically within 10 seconds.

_ - Send

E Launch Date Reminder Date Date Tervitiati
q T - m = (G'-,h'“'7'

Time) Time) Time) -

‘Name

Reminder

If a Group Admin only has 10 Credits available to use, the bulk file upload will only upload 10 users to the
database, even if more are listed on the file. Group Admins will need to make sure they have enough credits

Figure 23. Successful Bulk Upload Display Page

for all users listed.

b. Sending Invitations:

Invitations are automatically sent when the survey start date is reached. If an employee is added to the batch
after the survey start date, you will need to update the start date to the new launch date and time so that the
newly added employee will receive the survey invitation email OR click “Invite” in the column labeled ‘Send

Invitation or Reminder’ to send the invite to that specific person immediately.

5 P v -
SOLO 152 Survey for ' ready for P i take Inbiax e @
Solo IS Survey ass=ssmentsEpps-synstamenicas net yia ppsinternational net D48(1hourage) ¢ & &

Hi Haris,

You have besn set up o take a SOLO 1S® survey in connection with the Sample Group.

i P
Before beginning, you should initiate the password reset procass for your 50LO 15% account.
Once you have reset the password, you will be taken fo a login screen where you wil login using the INVITED tab

Reset your password by clicking the link belaw:

hitps:iiwww soloisprofile. comireset/YWhOTBmY TAEZ TNKMCO0NZR|LWEZY]UY|QyMzFIMGY 0¥ mZkicSpted-b8682a2261bhT9cf4a 1643 1h6243chd 1

f clicking the link above doesn't work, plesse copy and paste the URL in a new browser window instead

MNOTE:

This link will expire in 7 days. If your link is expired o if you are using the link to access the SOLO IS website afier aiready resetting your passward. you will receive an error message. Onee you have reset the password. you
can go to www.soloisprofile.com to complete your survey by April 17, 2024, 7 p.m. UTC.

Sincersly,

The 50L0 15 Survey Team

Figure 24. Email invitation to users to start survey.
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An email notification is sent to the Group Admin to confirm the invitations have been sent and the assessment
launched for that specific batch/employee.

SOLO 1S® — Invitation has been sent to Sample user of batch Sample survey! inbox =

Solo IS® Survey assessments@pps-synetamericas.net via ppsinternational.net 11:00PM (4 minutes ago)|
tome -
Dear Group admin,

An invitation has been sent to Sample user (survey sampleuser@gmail com) from batch Sample survey to take the SOLO IS® survey on July 21, 2023, 530 p.m UTC

You can check the progress of your group, send reminders and run a group report by going to the Admin Dashboard.

Sincerely,
The SOLO IS® Survey Team
PPS International Limited

Figure 25. Email to Group Admin confirming a Batch has launched/survey sent.

If an employee needs for the Group Admin to resend the invitation, select “Invite” in the row beside the
employee for the invitation to be sent immediately.

Once the invitations have been sent, the Launch time column will update along with Date and Time sent.

Once an employee takes the survey, the status column in the table changes from ‘Not Started’ to ‘Started’
(once started) and then to ‘Completed’ (once completed).

U e b ok
P - -
prpdetr for bak pbead m Chck bore 1o ek Uplead %

Figure 26. List of users in a batch

V12_07.01.2024 16



c. Sending Reminders:
The “Send Reminder” button sends a reminder email to all the email addresses in the batch who have not
completed the survey.

Once the Group Admin sends the reminder, the Reminder column will update with the date and time sent.

You can also send reminders to individual participants by clicking “Remind” under the “Send Invitation or
Remind” column for that specific employee row.

The Group Admin will receive an email confirming that a reminder has been sent to employee(s).

SOLO IS® - Invitation has been sent to Sample user of batch Sample survey! inboxx

Solo 152 Survey assessments@pps-synetamericas.net via ppsinternational.net 11:00 PM (4 minutes ago)

tome w

Dear Group admin,

An invitation has been sent to Sample user (survey.sampleuser@gmail.com) from batch Sample survey to take the SOLO 159 survey on July 21, 2023, 5:30 p.m. UTC.
You can check the progress of your group, send reminders and run a group report by going to the Admin Dashboard

Sincerely,
The SOLO IS® Survey Team
PPS International Limited

Figure 27.1 Email to Group Admin confirming that a reminder was sent to an individual

Reminder: Complete Your SOLO IS® Survey inbox

Solo I1S® Survey assessments@pps-synetamericas.net via ppsinternational.net

tome =

Dear M

This is a friendly reminder to complete the SOLO IS® Survey for Second sample.

Please complete the survey by July 12, 2023, 5:07 a.m. UTC .

If your email is not verified yet. to initiate the password reset process for your SOLO 15% Account, click the link below:

hitp://127.0.0.1:8000/reset/ ZWY 30 Thw YjUtN2USMiI0 ONDVILWE SMmULZjVkNjcz Yjg3NDY z/bropks-420f2922169t656¢f70 7 32c5465cf110/

Sincerely,

The SOLO IS® Survey Team
PPS International Limited

Figure 27.2 Email reminder to individual user

A reminder e-mail will be automatically sent 2 days prior to the End Date of the Batch to all participant(s) who
have not yet completed the survey.

V12_07.01.2024 17



If you selected to send an automatic reminder e-mail 7 days prior to the End Date when setting up the batch, a
box will show that selection “Send 7 Day Reminder” in the Batch Dashboard. If you no longer want that option,
you can uncheck the box and the reminder will not be sent 7 days prior to the survey end date. Once the
reminder is sent, the Batch dashboard will automatically update the “Reminder Date” Column.

Send 7 Day Reminder

Figure 27.3 7 Day Reminder Checkbox to send an automatic reminder e-mail 7 days prior to the End Date

d. Sending Survey Report:
If a Group Admin selected “Yes” for “Participant(s) can download their individual reports” when setting up
their batch, the employee will receive their report via email and also have the ability to view/download their
report upon survey completion from their dashboard.

If a Group Admin selected “No” when setting up their batch, the Group Admin can download and print reports
or select “Send Report” and manually send the report to each participant. If the report is sent to the
participant from the system, it comes from assessments@pps-synetamericas.net.

You can change your selection once a batch is set up, by changing “Yes” to “No” or vice versa in the batch
dashboard.

£ 0 8 = = 0 & =T
SOLO 5 Survey Report ” & m
amsmEamelEppes- dpnelarances. nel v o -
= ! "

Figure 28. Email to user with group report attached.

e. Delete Employee:
An employee can be deleted by the group admin by clicking on the delete icon if the employee has not started
the survey. The unused credit will be returned to the Group Admin. If the employee has started the survey,
they cannot be deleted by a Group Admin. Group Admins can reach out to PPS International to delete an
individual who has completed the survey.

V12_07.01.2024 18
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f. Changing the Start and End Date and Time:
To change the Start or End Date and Time, click on the icon highlighted in the image below.

Note: If you are adding employees after the start date and time, reset the date and time OR click ‘invite’ by
their name to send survey immediately. This will not affect the other employees already in the batch.

Batch Name = ABC Batch & NMumber in this Batch = 1 Timezone = Asia/Kolkata

Start Date: Feb. 21, 2024, 5:50 p.m. End Date: April 6, 2024, 5:50 p.m.

Figure 29.1 Change Start/End Date & Time in a Batch

Update the Date and Time and select Submit. The date and time will be updated as per the timezone selected
while setting up the batch.

Update Date

Update Date Time 2024-02-21 17:50:41

| Back |

Figure 30. Editing Date/time

g. Changing the Batch Name:
To change the Batch Name, click on the icon highlighted in the image below.

Batch Name = ABC Batch@ Number in this Batch =1 Timezone = Asia/Kolkata

Start Date: Feb. 21, 2024, 5:50 p.m. & End Date: April 6, 2024, 5:50 p.m. &

Figure 31.1 Changing Batch Name

Rename the Batch and click on “Submit” and the Batch Name will be successfully renamed.

FPS Log out [=
i -

Update Batch Name
Batch Name XYZ Batch

‘ Back ‘

Figure 31.2 Editing Batch Name
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h. Generating Group Report:
To generate a group report, the Group Admin will click on the ‘Generate Group Report’ button. The report will
generate and the button will change to say ‘Download Group Report’. Click the button to download the Group

Report.
FFS Group Admin Dashboard Log out E—)

Total Credits Purchased = 50 Credits Available to Use = 22

Batch: EMERALD Dashboard

You can add an employee manually by clicking on the ‘Add An Employee’ button OR you can click on the
template for bulk upload.

You can click ‘Generate Group Report’ to create a group report.

|

[«

Batch Name = EMERALD Number in this Batch = 6

Start Date: Feb. 20, 2023, 2:02 p.m. [/ End date: July 12, 2023, 2:02 p.m. [/
Click Here to download . . Click here to Bulk
template for bulk upload(.csv No file chosen Upload x

file)

Launch  Reminder
Employee Date Date

Name Status uTe (uTc
Time)

Figure 32. Generate Group Report Button

The Group Admin can generate the group report regardless of survey status completed, not started or started.

Group Report is being generated. It will take a few minutes. Please check your
dashboard after few minutes by clicking on download report button. A group report
will only include those who have completed the survey.

Figure 32. Group Report Generation Notification

In the generated group report, it will only include the results of those who have completed the survey. The
report will reflect a total count of employees and batch report listing employee's style and interpersonal
acumen. If the “Not Completed” users will not be completing the survey, it is recommended that the Group
Admin remove them from the batch and reclaim the credit(s) for future use.
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The Sample Batch Report is shown below.

SOLO 1S® Batch Report

batch & | Murmiser of Employees 2

At

o i o 3

Faeslaver Expiresser

SO0

o o 2

Eurnadhymer

The Miap abowe show:s the dimrbution of Iterscton Shyfes in yoar sslecsed  basch T

TR P THee D a0 of escamen et S B @a e of Hres S ST Degeoes

Figure 33. Group Report Page 1

SOLO I1S® Batch Report

Batch 1 Individual style table and Interpersonal Acumen score

Skilldom Analyzer 40-Medium

Skilldom 1 Analyzer 40-Medium

Figure 34. Group Report Page 2
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i. Download all Individual Reports:
To Generate and Download Individual Group Reports, the Group Admin will click on the ‘Download All
Reports’ button.

Log nthE

Total Credits Purchased = 50 Credits Available to Use = 26

Batch: EMERALD Dashboard

You can add an employee manually by clicking on the ‘Add An Employee’ button OR you can click on the template
for bulk upload.

Once all employees have completed the survey you can click ‘Generate Group Report'to create a group report.

If you want to generate and download all the individual reports who have completed the survey you can click
‘Download All Reports’ button , A popup will appear That includes time required to generate and g Sl

Download Group Report Send Reminder

Batch Name = EMERALD  Number in this Batch =3

Download All

Add An Empl
‘mployee 4 Reports

Start Date: Feb. 20, 2023, 2:02 p.m. [} End date: March 9, 2023, 2:02 p.m. [/

Click Here to download

template for bulk upload(.csv ND file chosen Click here to Bulk Upload 1
e

Figure 35. Download Individual group reports

After clicking the ‘Download All Reports’ button, the system will start generating individual reports for all the
people who have completed the survey. Depending on the number of participants and the size of the reports,
the download process may take some time. The pop-up message displayed after clicking the ‘Download All
Reports’ button will provide an estimated time for the download to complete.

Fm Group Admin Dashboard Log out E
et 4

Generating zip file of all reports....
Please do not refresh the page or press back button.

A copy of the zip file will also be emailed to you.
Please wail... 6:09 Minutes

Download Group

Report Send Reminder Add An Employee 4

Choose File Click here to Bulk Upload 2

Figure 36. Download Individual group reports popup
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Once the download process is complete, all the reports will be automatically saved in a compressed zip file.
Additionally, an email containing the zip file will be sent to the group admin's registered email address.

‘Total Credits Purchased = 50 Credits Available to Use = 26

Batch: @!#$%"&*()3-29-40 St ful Self g 1t 10/18-19/2022 ,
(me) Dashboard

You can add an employee manually by clicking on the ‘Add An Employee’ button OR you can click on the template
for bulk upload

Once all employees have completed the survey you can click ‘Generate Group Report’to create a group report

If you want to generate and download all the individual reports who have completed the survey you can click
‘Download All Reports' button . A papup will appear That includes time required to generate and download reports

Download All
e S -

Batch Name = @!#$%&*()3-29-40 Successful Self-Management 10/18-19/2022, Number in this Batch =
(me) 21
Start Date: Feb. 10, 2023, 4 p.m. @ End date: Feb. 27,2023, 9:30 am. [

Click Here to download

template for bulk upload(.csy No file chosen Click here to Bulk Upload 1

file)

Privacy_Policy,

< (1] @#S% & ()...zZip A Showall X

\/ Figure 37. Downloaded Individual Group Reports

It is important to note that only the reports of the people who have completed the survey will be generated
and downloaded. If any participants have not completed the survey, their reports will not be included in the
downloaded zip file. The group admin can monitor the progress of the survey and send reminders to the
participants who have not yet completed the survey.
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Invited User Survey Procedure
Once a Group Admin adds an employee to a batch, they will be sent an email when the survey launches or, if
added after the start date, when the Group Admin clicks on the ‘Invite’ button.

S0OLO 5% = Invitation has been sent to new of batch new! e s &
Solo |58 SUMNEY 585 8MENtLGE0 55 Tena e £a3 260 51 BpEmematianal i Pl , N
Do A8
B IS sumvey oA, L3 2020, 1163 am. UTC
i, Ry e, Reply all ¢ Forward
Figure 38. Email sent to Group Admin when survey launched.
| ]
SOLO I15@ Survey for ' ready for T i0 take Inbiax I e Hn
ia * @ »

Solo I15® Survey assessmen

Hi Hanis

You have been set up to take a SOLO 1S¥ survey in connection with the Sample Group

Before beginning, you should initiste the password resst process for your I < 0. G 1% sccount.
Once you have reset the password, you will be taken fo a login screen where you will login using the INVITED tab.

Reset your password by olicking the link belaw:

https:/iunww soloisprofile.comireset/YWhOT BmY TALZTHKM CODNZRLWI ¥ QyMzFIMGY 0 mZkicSpted b56E232251bbT 00841643 106243chd 1

f clicking the link above doesn't work, please copy and paste the URL in 8 new browser window instead

NOTE:

This link will expire in 7 days. If your link is expired o if you are using the link to access the SOLO IS website afier already resetting your passward. you will receive an ermor message. Onee you have reset the password. you

can go to w rofile.com to complete your survey by April 17, 2024, 7 p.m. UTC.

Sincerely,

The SOLO 1S Survey Team

Figure 39. Email to employee to start survey
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The Invited user (employee) will need to open the email and click on the reset your password link. The user
can reset their password by entering a password in the ‘New password’ field and then again in the ‘New

password confirmation’ field. Click on the ‘Change password’ button and a new page will appear confirming
the password was successfully changed.

FFS

Change Password

[TRPAp TP ge—

Figure 40. Change Password page for user setup

Fassaswrd resel compleie

Your praw passmnd has b s, Yoo cam Doy in o ibe dashbearid

Figure 41. Confirmation of password reset

The user will then click on the “Home” button and it will take the user to the home page. The user then
selects the “Invited” login option.
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Welcome To SOLO 1S®

Lo purchiing & SOL0 B ke sl

Group Admin

| am pasthasen subtede wierrere for a group

Invited

| was frnined 0 Tabe the SOLO1S™ Survey

Each acossnt option abeve requires a woliue emall addres.
= CONTACT US -
A S PO SYR eI et

Figure 42. Invited Button on Home Page

The user enters their login credentials and selects “Sign In.”

V12_07.01.2024

Figure 43. Invited (Employee) Login page
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Once the user logs in, the Dashboard shown below is displayed. The user will click ‘Start Survey’ to take the
survey.

P25

AT

5 minutes to complete the survey. If you stop, when you restart the survey it

SOLO IS~ Feedback report is confidential. Click here to see our privacy statement

Start Survey h

Figure 44. User Survey Dashboard

Before the survey begins, a message pops up that includes information related to the survey. Once the
message is read and thoroughly understood, the user clicks the “Start” button.

BES o-oer

RO

Thank you for choosing the SOLO IS* survey.

This questionnaire is intended to help you identify the behaviors you use when interacting with co-
workers, peers, customers, leaders, and colleagues. After responding to the statements in the survey,
you will have a clearer picture of your Interaction Style ® and Interpersonal Accument (emotional
intelligence). You can use this self~understanding to improve the way you work with and influcnce
others. To complete this Self-Profile, read cach statement, 1 - 58, and answer "yes"” or "no" based on
whether the statement reflects your behavior most of the time.,

&

Figure 45. User Survey Instruction Page
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The survey has statements with two options as answers. The statements listed in the survey are all necessary
to complete.

Once the desired option is selected, click on “Save & Next” to go to the next question. Users cannot go back
once a statement is answered.

Saveh& Next 02 0r 58

Figure 46. Survey Statement Example - Mid Survey

After all the statements are answered, click on the “Submit” button.

PES v:ivear

AT

to behave the same in all situations

SN

m 5” "’ Ss

Figure 47. Survey Statement Example - Last Statement

When the survey is successfully submitted, it redirects to another page with a message box for confirmation.

P75

[~ e sa: L |

; : Ay rred S
Thank you for completing the SOLO IS~ survey. You can download your report from your
dashboard.

N

Figure 48. Survey Completion page (Show Report)
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Click on the “Dashboard” button where the user will find the “Download Report” button if the Group Admin
set the batch to “Yes” Show Report while creating the batch.

PES i3

st ]

on on their personal prefi

irchase a credit t

able to take the ey. If you do not finish the s n one session, you will be able to s

start again whe

you left off. Your report will be emailed to you and available for downlo nce completed

privacy statement.

Download Repgrt

Figure 49. Download Report Button Dashboard (Show Report)

Upon clicking “Download Report”, the user’s report opens in a new tab.

When creating the Batch, if the Group Admin has selected “No” for “Can download individual reports,” the
user will see this confirmation notice after completing the survey.

FE5

Thamk paw far ramplreng the SOLO S srvry Yeur Greop Adminisiratar will seed you your
rewalts.

Figure 50. Survey Completion Confirmation page (No Show Report)

When the invited user clicks on the Dashboard, they will not find the Download report button. Only the Group
Admin is able to send a report to the user by clicking on the user’s ‘Send Report’ link in the Batch in the Group
Admin Dashboard.
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Figure 51. Post Survey Dashboard (No Show Report)

Interaction Style Profile® Report

Prepared For

new

By

FAS

Cantact Us

£ PPS lmtermational Limited 1

Figure 52. SOLO IS Report Page 1

30




Your Interaction Style

Emotive

Relater

Inguire Advocate

Analyzer Director

Reserved

Figure 53. SOLO IS Report Page 4

Individual Survey Procedure
A user will need to sign up for an “Individual” account. Once the user creates their account, they should log in
using their credentials and it will take them to the Individual dashboard.

Figure 54. Individual Login Page
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/\X—r zall €

Figure 55. Individual Buy Credit Page Dashboard

The user will need to click on the “Buy Credit” button to purchase the credit to take the survey. The user will
be able to see the Buy credit page with the “Pay $30” button.

FPS Group Admin Dashboard Log out [}

Confirm Purchase

Final amount to be paid is: $30 for 1 credit(s).

Figure 56. Individual Buy Credit Page

Click on the “Pay $30” button, and the page will redirect to the form having the necessary Billing details.

FFS Group Admin Dashboard Log out [;
Confirm Purchase
Final amount to be paid is: $30 for 1 credit(s).
| Pays30
Card Number #

Exp. Datc * Card Code

Billing Address

First Name # Last Name #

isa - e

Street Address ® City *

State # Phone Number

Email #

Figure 57. Individual Buy Credit Payment Page
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Enter the Billing Details such as the Card Number, CVV, Billing Address, etc., and select the “Pay” button.
NOTE: Special characters such as # are not allowed, so if a billing address is #455, write No. 455 or Number
455. Once the payment is successful, the system will generate a transaction ID and a Payment Confirmation
notification. Next, they will need to click on the Dashboard button and the user will see the Dashboard page

with “Start Survey” button.

If the credit card is charged and a user is unable to take the survey, notify PPS International.

FFS Group Admin Dashboard Log out =

Successfully created transaction with Transaction ID :
80021093029

Response Ok
Email PPN

Amount-paid $30.0
Response Code 1

Dashboard

Figure 58. Individual Credit Payment page confirmation

On the Dashboard page click on the “Start survey” button to take the survey.

Figure 59. Individual user start survey dashboard

Before the survey begins, a message pops up that includes information related to the survey. Once the
message is read and thoroughly understood, the user will select the “Start” button.
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o arserr “yes” or Cee baned on
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Figure 60. Individual user survey instruction page

The survey has statements with two options as answers. The statements listed in the survey are all necessary
to complete. Once the desired option is selected, click on “Save & Next” to go to the next statement.

T

Figure 61. Survey Statement Example - Mid Survey

After all the statements are answered, click on the “Submit” button.

S —

AT

Figure 62. Survey Statement Example — Last Statement
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When the survey is successfully submitted, it redirects to another page with a message box for confirmation.

...........

Thank you For compiletieg the SIVLEE IR airosy You can dowslasd veer sepert frer your

Figure 63. Survey Completion Page
Click on the “Dashboard” button to find the “Download Report” button on the Dashboard page.

%« . > R AN &.—'i: N -I;:—
{3,8 \:_(/j - :_ . —JJE\;Z/\DJ\ @1/((3&‘3‘6
= 8/ | ,.-—""'_‘- /d | l: \ / \X—— — >‘?

Figure 64. Download Report Dashboard

Click on the “Download Report” button to download the Individual Report and it will open in a new tab. After
completion of the survey, the user will also receive an email with their survey report, which they can
download.

SOLOIE* Survey Report i s 5 B2

assessmantsFppe-synetamericas et o sponts i 2 4 ¥ it ,

Figure 65. Email to individual with report attached
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Upgrade the Account (Individual or Invited to Group Admin)
After completing their survey, both Individual and Invited users can upgrade their account to a Group Admin
account by clicking on the ‘Upgrade’ button in the top right of the dashboard.

P75 oo
-

a»Q\/ﬁ\y\
x

85 ™ T

-8 RO =

FIB /m (e e Zall €

Do Rerort

Figure 66. Upgrade Account dashboard page (Individual or Invited only)

When the user clicks on the “Upgrade” button, a pop-up appears saying: “You are about to upgrade your
account!!”

)
A ————-

B L o L

CNCH ke BACME K PPN, (U Wil S MGG DX O e
YR PR (e K D ERCAN ) TR AR e

et aro ool m

Nownlasd Repare

Figure 67. Upgrade Account pop-up display
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To confirm the account upgrade, click on the “Yes Upgrade” button and an ‘Upgrade Successful’ page will
display.

L]

Figure 68. Confirmation of Account Upgrade

The user can continue their account access by logging in as a “Group Admin” on the Login page by clicking on
the login button.
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