Managing Your Account Settings
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i A\ NEW! Everything DISC® Worksmart is now available on Cat

1. Under the Personal Options Menu

2. Select View/Edit Account information | Ve e [
‘ + Customize Your Home Page

First Area to Complete / Update
1. This Area allows for your Company Branding on Assessment Report
Covers
2. These fields are Mandatory
3. Otherexamples of data you might want to include

Next area to review is your Company Information
1. Enteror Edit your Company Name (this is a mandatory field)

2. Add your logo! (this will print on Assessment Report
Covers)

Emails Sent from My EPIC Account Section
1. Administrator Name (can be used as part of email subject line, use : )
a recognizable Name or Area of your Company for your Learners) IR o
2. Thisis the Email Address your learners receive to take their
Assessment (Best Practice, share this ahead of time for learners to
know whatto lookfor) | o
3. Email Subject Lines, can be customizable
4. Email addresses here receive notification if checked,

the primary email is the only one to receive any
bounce back notifications
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Last Section of Account Setup Page

1. These settings a quite self-explanatory and usually require little
updating.

2. Know your Time Zone especially if your company has multiple
locations

3. Besureto scroll all the way down and click Save whenever any
changes are made
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