
Assigning New Access Codes to Learners 

TRC-The Resource Connection LLC • www.resourceconnection.com • info@resourceconnection.com • (407) 426-0511 
Everything DiSC® is a registered trademark of John Wiley & Sons Inc. Catalyst is a trademark of John Wiley & Sons Inc. 

 

To Begin 
1. Under the Manage Reports Menu 
2. Select Create New Report/Issue Access Code 

 
Choose Assessment Selections from 3 drop down menus 
This Example is providing a Everything DiSC® Catalyst Assessment 

1. Select Product - Family Everything DiSC 
2. Select Product - Catalyst: Everything DiSC 
3. Select Language - Defaults to English 
4. Click Next>> button 

 

Catalyst Only Selections: 
1. Begin typing Organization Name for these Learners 
2. Select Add when desired Organization is completed or select from 

the list an already established Organization in your account 
3. Once selected click the Next>> button 

 

Select Report Options: 
1. Note Assessment and Credits being Used 
2. Catalyst options shown, select other content if desired 
3. Click the Next>> button 

 

Organize your Leaner Data (top part of page) 
1. Note Selections to this point 
2. Create or choose where to file these assessments 
3. Set up when to send and any reminders for your Learners 
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Adding your Learners (bottom part of page) 
1. Choose your method to add your learners from the tabbed options.  
2. Once added you can review from the list of added learners 
3. Catalyst only check the box confirming the organization 
4. Click the Assign Access Code(s) button 

 
Confirm Credits being used 

1. To continue click OK from the popup menu to continue 
2. Next popup menu will ask if you want to include a message. Click 

OK or Cancel 
 
(We clicked Cancel but if OK was selected you will be able to select your 
message and finish as seen in next step.) 

 

 

Process Complete! 
1. Summary of assessment sent 
2. Summary of Recipients and Credit Balance 
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