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Help Home  

Welcome to EPIC Help  

¶ Check out MyEverythingDiSC !  

¶  New to EPIC? Begin with the Getting Started Guide . 

¶ Need to add someone to an existing Five Behaviors  team or Five 
Behaviors Progress Report ? Click here  to see how.  

¶ Leap Forward Program : a cost -effective way to migrate your 

clients from DiSC Classic to Everything DiSC!  

Quick Links  

Create New Reports  

¶ Create a New Report / 
Issue Access Codes  

Your EPIC Account  

¶ View/Edit Account 
Information  

Edit Existing Reports  

¶ Edit One Report  
¶ Edit Many Reports at One 

Time  

¶ Edit a Five Behaviors 
Team or Progress Report  

Sub Accounts  

¶ Manage Individual Sub 
Accounts  

Print or Email Completed Reports  

¶ View/Print/Email One 
Report  

¶ View/Print Email Many 
Reports at One Time  

 MyEverythingDiSC  

¶ Add MyEverythingDiSC to 
Access Codes  

Search for Help  

Enter text in the Search  box in the upper right corner of your screen 

and press Go  to open the Search tab and return a list of relevant 

topics.  
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Browse Contents  

Use the Contents  tab to browse topics by EPIC menu order.  

 

About EPIC  

EPIC is a secure website that allows you to easily create and 
manage custom online profiles. EPIC offers report options to aid in program 

facilitation, and options which offer an expanded user experience.  

Access wit h Options  

EPIC is a web -based program you can access at any time ðissue Access 
Codes, monitor report completion, and print reports from anywhere in 

the world. Once a Respondent completes an assessment, EPIC scores 
their personalized profile right away. Give  your respondents access to 

view their profile online, or choose to print the reports to provide during 

training facilitation.  

Customizable Features  

You can personalize reports with your company name, training 
program, and logo. Your company information al so appears on the 

online assessment site and in emailed information from EPIC, providing 
Respondents with a consistent association with your brand. (See 

More...)  

You can tailor Everything DiSC ®  and   The Five Behaviors of a 

Cohesive Team ®  profiles to inc orporate them section -by -section into 

your facilitation time line. Profile sections and pages can be rearranged 
and/or removed at any time for both the online profile and printed 

versions. ( See Mor e... )  

Exclusive Extras  

Make training stick with exclusive supplemental reports and 

MyEverythingDiSC! Supplemental reports allow you to build group 
reports from participant profiles in your EPIC account, and easily move 

people in and out of them as work gr oups change. MyEverythingDiSC is 
a bonus feature of Everything DiSC profiles that provides a platform for 
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insights and interactions based on a Respondent's DiSC style. ( Go to 

MyEverythingDiSC Help )  

Getting Started Guide  

Use the links below for help on setting up your new EPIC acco unt and 

creating new reports.  

Terms and Definitions  

Before you get started, check out the meanings of some commonly used 

terms, such as "credit" and "access code". ( Go to Terms and Definitions )  

Set  Up Your Account & Add Your Brand  

Choose Personal Options   View/Edit Account Information  from 

the EPIC menu.  

Enter your contact information, company information and logo to add 

your brand to EPIC assessments and profiles. You can also use this 
function t o set your default account settings in EPIC; these settings can 

be used to save you time and activate administrative features for your 

account.  

(Go to the  View/Edit Account Information help topic )  

Create New Reports & Email Online Assessments to Your 

Parti cipants  

Choose Manage Reports   Create a New Report/Issue Access 

Codes  from the EPIC menu.  

Select one of your available products, and then add the names and 

email addresses of your participants (EPIC Respondents). EPIC creates 

a unique Access Code for eac h Respondent's report. The Respondents 
receive an email containing a link to an online assessment, and their 

responses are used to create their completed report.  

(Go to the  Create a New Report/Issue  Access Codes  help topic )  

Resend the Assessment Email to Your Participants  

Choose Manage Reports   Resend Login Information  from the 

EPIC menu.  

Search for the pending assessments using the Search function, select 

the report Access Codes you wish to have resent (via email) to your 

participants, and optionally, create a custom email message to include.  

(Go to the  Resend Login Information  help topic )  



8 

Edit Existing Reports  

Choose Manage Reports   Edi t Existing Reports  from the EPIC 

menu.  

Add or remove members from an existing team or group report, change 
Respondent information, or add or remove report options for pending 

and completed reports.  

(Go to the Edit Existing Reports  help topic)  

(Go to the Edit Existing Five Behaviors Team  help topic)  

Print a Set of Completed Reports to Take to Training  

Choose Manage Reports   Batch Functions    Generate Reports 

for Download  from the EPIC menu.  

Search for the group of reports you wish to print, and EPIC generates 

the reports all at one time. (EPIC "generates" a report by pulling in the 
online assessment responses for the participant.) EPIC wil l create a zip 

file containing the entire set of generated reports for you. You can 

quickly save these PDF formatted files to your computer to print all at 

one time.  

(Go to the  Batch Generate Repor ts for Download  help topic )  
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Terms and Definitions  

Access Code : a unique 10 character alpha -numeric code randomly 

generated by EPI C for each new profile/report created. The Access Code is 
provided (typically via email) to the Respondent, and ties a Respondent's 

online assessment responses to a profile/report. Access Codes provide a 
means for EPIC administrators to determine if and wh en an online 

assessment is complete.  

Annotated Team Report :   The Five Behaviors of a Cohesive Team and 

Five Behaviors Progress Reports include an individual report for each team 
member, and an Annotated Team Report for facilitation. EPIC automatically 

creates the Annotated Team Report (ATR) when you create Access Codes for 
the individual team members; the Annotated Team Report is the Parent 

Access Code under which the individual team member Access Codes are 
created. The Annotated Team Report will appear i n EPIC search results along 

side the individual team member reports. The ATR will display Participants  

and " Report summary... " rather than Name, Respondent Name, and Email.  

Completed : Reports/Profiles and Access Codes have a status of completed 

in EPIC whe n minimum requirements are met for report generation. 
Individual profiles have a completed status when the Respondent has 

completed an online assessment. Multiple - respondent reports (such as 
Everything DiSC 363 for Leaders) have a completed status when the  Leader 

and a minimum number of required Raters has been met. Team reports 
have a completed status when a minimum number of required team 

members have completed their online assessments.  

Credit : the currency used in EPIC; needed to create new Sub Accounts,  new 
reports, issue Access Codes, and add supplemental reports. ( Go to EPIC Help 

topic: Credits )  

EPIC User Level: There are two levels of users in EPIC. Users can be 
assigned as either a Super Administrator  (Super Admin) or an 
Administrator  (Admin). Each account must have at least one Super Admin but can have 
multiple. An account can also have multiple Admins, or none at all. 

EPIC Super Administrator:  an EPIC Primary or Sub account user with full 
access to al l EPIC functionality. The first user created in an EPIC account is a 
Super Administrator. The Super Admin  can do everything in EPIC, including 

adding, deleting, and editing user information for other Super Admins and 

Admins. Only Super Admins can change th e companyôs information under 

Personal Options   View/Edit Account Information . 

EPIC Administrator:  an EPIC Primary or Sub account user with fewer 
account permissions than a Super Administrator. Administrator users can do 
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everything that the Super Administ rator can do except  purchase credits, edit 

the companyôs personal options, and manage users.  

Multiple - respondent report : Products in EPIC, such as Everything DiSC 
363 for Leaders, which allow for a Leader and Raters to complete an 

assessment regarding the  Leader are considered multiple - respondent 

reports. Report generation requirements depend upon Rater type and the 

number of any type which have completed the online assessment.  

Five Behaviors of a Cohesive Team and Five Behaviors Progress Reports are 
also  considered multiple - respondent reports. A minimum of three 

respondents must complete the assessment before either can be generated.  

MyEverythingDiSC : An interactive site that allows participants to invite 
colleagues to create Everything DiSC Comparison Re ports, to learn more 

about their personal DiSC style, and to create Customer Interaction Maps 

(for Everything DiSC Sales Profiles).  

Online Assessment : a series of product -based questions asked of a 

Respondent via the EPIC Respondent Site, the responses bei ng the data 

used to create profiles/reports for EPIC products.  

Parent Access Code : a unique 10 character alpha -numeric code randomly 

generated by EPIC for each new team or group profile/report created. Parent 
Access Codes act as a bond between individual A ccess Codes, providing a 

means for EPIC administrators to both create and edit reports, and to 
determine if and when individual team members have completed their online 

assessments, including when the minimum number of team members has 

been met to allow fo r report generation.  

Participant (or Respondent) : one who has been given an Access Code 

allowing access to the EPIC Respondent Site, in order that they may 

complete an online assessment for a profile.  

Pending : Reports/Profiles and Access Codes have a statu s of pending when 

(1) an individual online assessment has not yet been completed, or (2) when 
a multiple - respondent or team report cannot yet be generated because 

minimum report generation requirements have not been met.  

Primary Account : top level EPIC acc ount created by Partner Care for an 

Authorized Partner.  

Profile (or Report) : EPIC products are referred to as profiles or reports.  

Respondent (or Participant) : one who has been given an Access Code 

allowing access to the EPIC Respondent Site, in order that  they may 

complete an online assessment for a product profile/report.  

Respondent Site : the online assessment system used to gather Participant 

responses in order to create profiles/reports.  
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Report (or Profile) : EPIC products are referred to as profiles or reports.  

Sub Account : a client account created in EPIC by an Authorized Partner or 

by Partner Care.  
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EPIC Home Page  

Your EPIC Home page provides quick access to some of EPICôs most popular 

features, including recent transactions, report tools, and news and  

announcements.  

  

Banner Messages  

Banner messages appear when certain activities have been completed within 

the EPIC system and are ready for further action or review.   

 

¶ The Sub Account credit purchase banner links to the  Process Sub 

Account Credit Purch ases tool.  

¶ The batch report banner links to the  Manage Existing Download 

Files  tool.  

Banner messages only appear when pending purchases or new batch files 

exist. The banners cannot be disabled or customized.  

  

Quick Links  

Use the Quick Links bar at the top of the home page to jump directly to 

some of the most commonly -used pages on the EPIC site.  

 

  

The links that appear vary by user type, but include four of the following:  
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¶ Create New Report ï lin ks to Create a New Report  tool  

¶ Manage Sub Accounts ï links to Manage Individual Sub Accounts  

tool (only available to users who have at le ast one subaccount)  

¶ Purchase Credits (within Sub Accounts) ï links to Purchase 
Credits from Parent Account  page (only available to sub account 

users)  

¶ Batch Generate ï links to Batch Function Generate Reports for 

Download  tool  

¶ MyEverythingDiSC ï links to MyEverythingDiSC Add/Remove 

Options  batch tool  

¶ Custom Messages ï links to Manage Custom Messages  tool  

The Quick Links bar appears at the top of the home page and cannot be 

moved or customized.  

  

Home Page Widgets  

Cu stomize Your Home Page  

Message from your Authorized Partner  

EPIC News  

Access Code Stat us  

Sub Account Tracking  

Credit Balance History  

The Sub Account Message and Sub Account Tracking widgets will only be 

available to accou nts that have at least one Sub Account.  

  

Customize Your Home Page  

Use the Customize Your Home Page tool to choose which widgets youôd like 

to disp lay on the home page.  
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Click ñCustomizeéò 

Uncheck any widgets that you no longer wish to see on your home page.  

Click ñSave & Closeò to finalize your changes. The customizations will remain 

in place when you log in to EPIC in the future.  

Tips:  

¶ If you do n ot see the option to uncheck a particular widget, then 

it cannot be removed from the home page.  

¶ To optimize your home page view, you can also move widgets to 

different locations on the page. Click the icon in the upper left 

corner of any widget to drag th e box to a new position on the 
page. These changes will remain in place when you log in to 

EPIC in the future.  

¶ You can select ñRestore to Defaultò at any time to restore default 

home page settings.  

¶ Sub account widgets are only available within accounts tha t have 

at least one Sub Account.  

  

Message from " Your Authorized Partner"  

Sub Accounts can view the customized content provided by their Authorized 
Partner. This widget will be available to sub accounts whose Partner has 

activated it.  

¶ This widget cannot be  removed from the home page.  

¶ Click the icon in the upper left corner to drag the box to a 

different place on the page.  

¶ To temporarily collapse the widget, click the icon in the upper 

right corner. It will be restored to its normal size the next time 
you vi ew or refresh the page.  
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EPIC News  

Discover the latest news and tips related to your EPIC account. We post 
news, features, upgrades, and system maintenance notices specific to the 

EPIC application in the EPIC News home page widget.(Available to Sub 

Accounts  only.)  

1.  Select any headline to read a brief description.  

2.  Choose ñRead moreéò to access the full article. 

3.  Select ñView Archivesò to access older news releases going back 18 

months.  

Tips:  

¶ This widget cannot be removed from the home page.  

¶ Click the icon in th e upper left corner to drag the box to a 

different place on the page.  

¶ To temporarily collapse the widget, click the icon in the upper 

right corner. It will be restored to its normal size the next time 
you view or refresh the page.  

  

Access Code Status  

View  a month -by -month summary of access codes that have been sent to 

users from this account.  

1.  Use the arrows on either side of the month/year to navigate between 

different months. The last 12 months of access codes are available to 

view.  

2.  Select ñPendingò in the lower left corner to view all access codes sent 

out in the specified month that have not yet been completed.  

¶ Choose ñResend Login Infoò to go to the Resend Login 

Information  tool.  

3.  Select ñDate Emailedò to view all access codes sent in the specified 

month and their current status.  

¶ Choose ñBatch Editò to go to the Batch Edit Report Options  tool.  

¶ Choose ñEdit Reportò to go to the Edit Existing Report  tool.  

4.  Select ñCompletedò to view all assessments completed in the specified 

month.  
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¶ Choose ñView/Print/Email Reportò to go to the View Completed 

Reports  tool.  

Tips:  

¶ Access Codes default to sorting by date. Select ñName,ò ñFolderò 
or ñStatusò to re-sort by these categories.  

¶ To remove this widget from the home page, use the Customize 
Your Home Page  tool.  

¶ Click the icon in the upper left corner to drag the box to a 

different place on the page.  

¶ To temporarily collapse the widget, click the icon in the upper 

right corner. It will be restored to its normal size the next time 
you view or refresh the page.  

  

Sub Account Tracking  

Manage and view the recent activity of up to 25 Sub Accounts.  
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1.  Review each Sub Account entry for the current credit balance, a 
summary of credits used and reports assigned within the last 30 days, 

and the d ate of the Sub Account userôs last EPIC login. 

2.  Select ñManageò next to any sub account entry to go to the Manage 

Individual Sub Accounts  tool.  

3.  Select ñSend Emailò in the lower left corner to send a batch email to 

various sub accounts using the Send Email to Sub Accounts tool.  

4.  Select ñManage Sub Account Trackingò in the lower right corner to 

access the Sub Account Tracking tool. This allows you to choose which 
Sub Accounts you want to see in the Sub  Account Tracking widget. You 

can track the activity of up to 25 Sub Accounts.  

Tips:  

¶ Use the ñSort byò dropdown to reorder the sub accounts by 
name, last login, low credit balance, credits used, or reports 

assigned.  

¶ To remove this widget from the home page , use the Customize 
Your Home Page  tool.  

¶ Click the icon in the upper left corner to drag the box to a 

different place on the page.  

¶ To temporarily collapse the widget, click the icon in the upper 

r ight corner. It will be restored to its normal size the next time 
you view or refresh the page.  
 

Credit Balance History  

View a month -by -month summary of credit usage in your account.  

1.  Use the arrows on either side of the month/year to navigate between 

diffe rent months. The last 12 months of credit usage is available to 

view.  

2.  Toggle between ñTotalsò and ñDetailsò in the lower left corner of the 

widget.  

¶ ñTotalsò shows the account starting balance, ending balance, and 
monthly totals for various transaction type s including credits 

purchased, access codes assigned, and transfers between parent 
and sub accounts.  

¶ ñDetailsò shows the individual transactions listed in chronological 
order.  
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3. {ŜƭŜŎǘ άaƻƴǘƘƭȅ /ǊŜŘƛǘ !ŎǘƛǾƛǘȅέ ƛƴ ǘƘŜ ƭƻǿŜǊ ǊƛƎƘǘ ŎƻǊƴŜǊ ǘƻ Ǌǳƴ ǘƘŜ Monthly EPIC 

Credit Activity Report  
Tips: 

¶ To remove this widget from the home page, use the Customize 
Your Home Page  tool.  

¶ Click the icon in the u pper left corner to drag the box to a 

different place on the page.  

¶ To temporarily collapse the widget, click the icon in the upper 
right corner. It will be restored to its normal size the next time 
you view or refresh the page.  
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Manage Reports  

Create a N ew Report Issue Access Codes  

Use the Create a New Report/Issue Access Codes  function to create 
new reports and send emails containing access codes for online 

assessments. Choose a link below for help specific to the product.  

To add people to an existin g Five Behaviors team or Progress Report, 

instead use the Edit Existing Five Behaviors Team  function.  

Create Everything DiSC Reports  

Create Five Behaviors Reports  

Create DiSC Classic Reports  

Create Access Code Ext ract Files  

 

Create Five Behaviors Reports  

Choose a product below to see instructions for creating a specific Five 

Behaviors product.  

Do not  use these instructions to add someone to an exi sting Five 

Behaviors team. Instead, Edit the Existing Five Behaviors Team  and add 

individuals to the existing team.  

Five Behaviors Powere d by DiSC: Individual  

Five Behaviors Powered by DiSC: Progress  

Five Behaviors Powered by DiSC: Demo Experience  

Five Behaviors of a Cohesive Team Comparison Report  

Five Behaviors Powered by All Types: Individual  

Fiv e Behaviors Powered by All Types: Progress  

Five Behaviors Powered by All Types: Demo Experience  

  

Creation of Five Behaviors Annotated Team Reports  

When you create a Five Behaviors team, EPIC cre ates an Access Code for 
each individual team member. EPIC also automatically creates an Annotated 

Team Report for use by the facilitator. This Annotated Team Report has its 
own Access Code, and is displayed in the same search results  with the 
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individual team member reports. This Annotated Team Report includes the 
same team information displayed in the reports of the individuals, but also 

includes valuable facilitation information in the margins of the report.  

Cr eate a Five Behaviors of a Cohesive Team: Team Report  

Use this process to create a new Five Behaviors Powered by DiSC or a Five 

Behaviors Powered by All Types report by entering individual names and 
email addresses, by importing a spreadsheet containing th e names and 

email addresses, or by selecting someone with an existing, completed report 

in your EPIC account.  

1.  To begin, choose Manage Reports    Create a New Report/Issue 
Access Codes  

2.  Product Family , Product  and Language  selections are required 

before you can continue. Make your selections and press Next . 

 

Tip : Set your default language at: View/Edit Account Information  

EPIC displays a message to let you know that this is not the correct 

way to add someone to an existing team and offers you a link to begin  
adding a team 

member:

  

3.  In the Report Options  section, you can uncheck boxes if you would 

like EPIC to exclude sections of the report in the generated version. 
You can easily include and exclude report sections each time you 

generate the report, so there is no wrong choice.  

This image is an example only -  Report Options vary by product.  
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4.  Press the Next  button.  

5.  Choose a folder  and/or sub folder in which to create new Access 

Codes or select the New Folder  link to create a new folder.  

 

Folders are the rec ommended way to search  for reports. 

Create your new reports in folders/subfolders to quickly 

locate them later.  

See Also : Folder Maintena nce  

6.  Team Name  

A team name is required for Five Behaviors reports, and 
appears on the cover of each report. Use a unique name for 

each team to easily differentiate between teams when searching 

for similar reports.  

 

7.  Select Delivery and Auto Reminder Options  

8.  Use one of the three available methods to add Respondents who will 
receive an Access Code Email to complete their online assessment.  

Enter Individual Respondents  

Enter an email address and a n ame for a Respondent, then press the 

Add ...  button.  
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Quantity:  When quantity is available, you can enter a number to 

send more than one Access Code to the email address entered.  

Import Respondents  

Select the Import from Excel  tab and upload an Excel spr eadsheet of 

Respondents.  

See Download Import Templates  for complete instructions.  

 

Use Existing Report  

When available, select the Use Existing Report  tab, then 

use the Search  button to search fo r and select Respondents with 

completed profiles.  

 

¶ When using one completed Everything DiSC Respondent to 
create a new Everything DiSC or Five Behaviors report, 

Respondents will not be required to take the DiSC portion of the 
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assessment again. Their prev ious DiSC style scores will be used 
in the new report, and only the report -specific questions will be 

asked.  

  

9.  Respondent List  

As you add Respondents using each of the possible ways, EPIC builds a 

Respondent List.  

This image is an example only -  credit c harges vary by product.  

 

Press the " X" at the beginning of a row to delete the Respondent from 

the list. Press the Edit  link for a row to edit the email address, then 

press Save  to save your changes.  

EPIC displays the Total Quantity  of access codes about to be created, 

and the Total Credits  that will be charged during this transaction in 

EPIC.  

10.  Press the Next  button to continue.  

11.  Confirm the credit deduction  by pressing the OK  button, or 

press Cancel  to return to the page you were just on.  

This image is an example only -  credit charges vary by product.  

 

12.  Create a custom email subject line and/or message  for this set 

of Access Code emails by pressing OK , or press cancel to have EPIC 
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send the default email message. Once you are done creating your 
custom message, or after you have pressed the Cancel  button, EPIC 
displays a confirmation page.  

The confirmation page  displays a summary of the product you just 
created, the Respondents who will receive an Acc ess Code email, and EPIC 

credit activity associated with this transaction.  

This image is an example only -  credit charges vary by product.  

 

Press the plus sign  to the left of the Details  link to open the Details  
section and view the list of Respondents . The Status  column shows Access 

Code creation and email delivery information.  

NOTE: If you added more than 10 Respondents or used the Future Delivery 
option (Delivery Options for Access Codes), the status column will indicate 

that the Access Code was crea ted and email has been queued for delivery.  

 

 

Create a Five Behaviors Comparison Report  

Use the steps below to create a comparison between two (2) individuals.  

If you wish to create many comparison reports between many 

individuals at one time, do not use the steps below, but instead use the tool 
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under Manage Reports  Batch Functions called Create/Generate 

Comparison Reports . 

Steps for creating a Comparison Report between two (2) individuals:  

1.  To begin, choose Manage Reports  Create a New Report/Issue 

Access Codes  

2.  Product Family , Product  and Language  selections are required 

before you can continue. Make your selections and press Next . 

 

Tip : Set your default language at: View/Edit Account Information  

3.  Press the Add  button to begin adding participants to the report.  

 

Use the Search function to locate and select people to add to the 

report.  

As you select participants, EPIC creates a list in the Participants 
section. You can continue to use the Add  button to add participants, 

and you can press the "X" for any participant to remove them from the 

list.  
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4.  Press the Next  button.  

5.  EPIC charges zero (0) credits for this report. Press the OK  button to 

continue.  

The confirmation screen  displays a summary of the product you just 

created and EPIC credits charged for creation of the report.  

Press the plus sign  to the left of the Show/Hide Rep ort Participants  

link to view the list of Participants included in the report.  

 

Press the View/Print/Email  Report  button to generate a PDF version of 
the report, or press the Edit this report again  button to make changes to 

this report.  

Create a Five Behaviors of a Cohesive Team Progress Report  

Use th is process to create a new Five Behaviors of a Cohesive Team Progress 

report by selecting your initial Five Behaviors Team. You can remove team 

members or add additional team members by entering individual names and 
email addresses, by importing a spreadsh eet containing the names and 

email addresses, or by selecting someone with an existing, completed report 

in your EPIC account.  

1.  To begin, choose Manage Reports  Create a New Report/Issue 

Access Codes  

2.  Product Family , Product  and Language  selections are requi red 

before you can continue. Make your selections and press Next . 
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Tip : Set your default language at: View/Edit Account Information  

EPIC displays a message to let you know that this is not  the correct way 

to add someone to an existing team and offers you a link to begin 

adding a team 
member:

  

3.  In the Report Options  section, you can uncheck boxes if you would 
like EPIC to exclude sections of the report in the generated version. 

You can easily include and exclude report sections each time you 

generate the re port, so there is no wrong choice.  

This image is an example only -  Report Options vary by product.  

 

4.  Since you are creating a report on the progress of an existing team, 
you must now search for and select that existing team. You are able to 

choose Five Be haviors teams and previously completed Progress 
Reports in this step. In order for either of these reports to be available 

for you to choose, they must be a completed state; there must be at 
least three (3) team members with completed assessments and those  

three (3) team members must be included in the report. Edit the 
original team  if you need to change the include/exclude option for any 
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of the team members before creating a Progress Report using the 

team.  

5.  Choose a folder  and/or sub folder in which to create new Access 

Codes or select the New Folder  link to create a new folder.  

 

Folders are the recommended way to search  for reports. 

Creat e your new reports in folders/subfolders to quickly 

locate them later.  

See Also : Folder Maintenance  

6.  Team Name  

A team name is required for Five Behaviors reports, and 
appears on the cover of each  report. Use a unique name for 

each team to easily differentiate between teams when searching 

for similar reports.  

 

Each time you create a new Progress Report for a team, you could 
include a month and year at the end to differentiate between similarly 

nam ed team reports in EPIC. This will allow you to more easily search 

for and select the team later when you print the completed reports.  

7.  Choose Delivery and Auto Reminder Options  

8.  Use one of the thre e available methods to add new team members 

who will receive an Access Code Email to complete their online 
assessment. These added team members will be asked the Five 

Behaviors team -related assessment questions, but will be asked to 
clarify whether or not they participated in the last team assessment, 

and then will be opted out of any questions related to the team's 

progress.  

1.  Enter Individual Respondents  

Enter an email address and a name for a Respondent, then press 

the Add ...  button.  
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Quantity:  When quant ity is available, you can enter a 
number to send more than one Access Code to the email 

address entered.  

2.  Import Respondents  

Select the Import from Excel  tab and upload an Excel 

spreadsheet of Respondents.  

See Download Import Templates  for complete instructions.  

 

3.  Use Existing Report  

When available, select the Use Existing Report  tab, 

then use the Search  button to search for and select 

Respondents with completed profiles.  

 

¶ When using one comple ted Everything DiSC Respondent to 

create a new Everything DiSC or Five Behaviors report, 

Respondents will not be required to take the DiSC portion 
of the assessment again. Their previous DiSC style scores 

will be used in the new report, and only the report -specific 

questions will be asked.  

¶ When using a completed DiSC Classic report to create an 

Everything DiSC report, the Respondent name and email 
address are carried forward, and the Respondent will be 

able to take the complete Everything DiSC assessment.  
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EPIC displays a message when one or more of your Respondents 
qualifies for the Leap Forward credit discount, and the credit 

deduction is automatically applied:  

This image is an example only -  credit charges vary by 

product.  

 

  

9.  Respondent List  

As you add R espondents using each of the possible ways, EPIC builds a 

Respondent List.  

This image is an example only -  credit charges vary by product.  

 

Press the " X" at the beginning of a row to delete the Respondent from 
the list. Press the Edit  link for a row to edit the email address, then 

press Save  to save your changes.  

EPIC displays the Total Quantity  of access codes about to be created, 
and the Total Credits  that will be charged during this transaction in 

EPIC.  

10.  Press the Next  button to continue.  

11.  Create a custom email subject line and/or message  for this set 
of Access Code emails by pressing OK , or press cancel to have EPIC 

send the default email message. Once you are done creating your 
custom message,  or after you have pressed the Cancel  button, EPIC 
displays a confirmation page.  
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The confirmation page  displays a summary of the product you just 
created, the Respondents who will receive an Access Code email, and EPIC 

credit activity associated with this transaction.  

This image is an example only -  credit charges vary by product.  

 

Press the plus sign  to the left of the Details  link to open the Details  
section and view the list of Respondents. The Status  column shows Access 

Code creation and email deliv ery information.  

NOTE: If you added more than 10 Respondents or used the Future Delivery 

option (Delivery Options for Access Codes), the status column will indicate 

that the Access Code was created and email has been queued for delivery.  

 

  

Create a Five Behaviors of a Cohesive Team: Demo Experience 
Report  

Use this process to create a new Five Behaviors Powered by DiSC or a Five 

Behaviors Powered by All Types Demo Experience report.  

1.  To begin, choose Manage Reports    Create a New Report/Issue 
Access Codes  
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2.  Product Family , Product  and Language  selections are required 

before you can continue. Make your selections and press Next . 

 

Tip : Set your default language at: View/Edit Account Information  

3.  Press the Next  button.  

4.  Choose a folder  and/or sub folder in which  to create new Access 

Codes or select the New Folder  link to create a new folder.  

 

Folders are the recommended way to search  for reports. 

Create your new reports in folders/subfolders to quickly 

locate them later.  

See Also : Folder Maintenance  

5.  Select Delivery and Auto Reminder Options  

6.  Add Respondents :  

To create a Five Behaviors Po wered by DiSC Demo Experience  

report you must select an existing Everything DiSC or existing Five 

Behaviors Powered by DiSC Individual or Progress report.  

Use Existing Report  

From  the Use Existing Report  tab, use the Search  button to search 

for and select Respondents with completed profiles.  

 

¶ When using a completed Everything DiSC or Five Behaviors 

report, Respondents will not be required to take the DiSC portion 
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of the assessment again. Their previous DiSC style scores will be 
used in the new report, and  only the report -specific questions will 

be asked.  

To create a Five Behaviors Powered by All Types Demo 

Experience  report you can enter respondents individually or by 

importing an Excel spreadsheet.  

 

7.  Respondent List  

As you add Respondents using each of th e possible ways, EPIC builds a 

Respondent List.  

This image is an example only -  credit charges vary by product.  

 

Press the " X" at the beginning of a row to delete the Respondent from 
the list. Press the Edit  link for a row to edit the email address, the n 

press Save  to save your changes.  

EPIC displays the Total Quantity  of access codes about to be created, 
and the Total Credits  that will be charged during this transaction in 

EPIC.  

8.  Confirm the credit deduction  by pressing the OK  button, or press 

Cancel  to return to the page you were just on.  

This image is an example only -  credit charges vary by product.  
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9.  Create a custom email subject line and/or message  for this set of 
Access Code emails by pres sing OK , or press cancel to have EPIC send 

the default email message. Once you are done creating your custom 

message, or after you have pressed the Cancel  button, EPIC displays 
a confirmation page.  

10.  The confirmation page  displays a summary of the product yo u 
just created, the Respondents who will receive an Access Code email, 

and EPIC credit activity associated with this transaction.  

This image is an example only -  credit charges vary by product.  

 

Press the plus sign  to the left of the Details  link to op en the 
Details  section and view the list of Respondents. The Status  column 

shows Access Code creation and email delivery information.  

NOTE: If you added more than 10 Respondents or used the Future 
Delivery option (Delivery Options for Access Codes), the st atus column 

will indicate that the Access Code was created and email has been 

queued for delivery.  
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Create Everything DiSC Reports  

Choose a product below to s ee instructions for creating a specific Everything 

DiSC (ED) product.  

Individual Reports  

Individual reports are those which are unique to the person completing the 

assessment. A unique access code is created for each report created, and 

one person's online  assessment responses are used to create the report 

content.  

ED Workplace  

ED Sales  

ED Management  

ED Work of Leaders  

ED 363 for Leaders  

Productive Conflic t  

Group, Facilitator and Team Reports  

EPIC creates a unique access code for each new group report you create. 

Group reports are created by adding people with a completed individual 
report (from those listed above) to a group. These reports can be used to 

compare different combinations of individuals, and as a group overview.  

ED Work of Leaders Group Report  

ED Work of Leaders Facilitator Re port  

ED 363 for Leaders Facilitator Report  

ED Group Culture Report  

ED Facili tator Report  

ED Comparison Report  

ED Team View  

 

Create an Everything DiSC Workplace, Sales, Management, Work of 
Leaders, or Productive Conflict Report  

Use this process to create a new Everything DiSC Workplace, Sales, 

Manageme nt, Work of Leaders or Productive Conflict report by entering 
individual names and email addresses, by importing a spreadsheet 

containing the names and email addresses, or by selecting someone with an 

existing, completed report in your EPIC account.  
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1.  To beg in, choose Manage Reports    Create a New Report/Issue 
Access Codes  

2.  Product Family , Product  and Language  selections are required 

before you can continue. Make your selections and press Next . 

 

Tip : Set your default language at: View/Edit Account Informatio n 

3.  Choose a Creation Method :  

¶ Choose Assign Access Code(s) for an Online 

Product/Report  to send an email to Respondents which 

includes a link to their online assessment.  

¶ Choose Enter Tally Box scores to produce a report  (available 

for DiSC Classic Products) and enter scores from completed 28 -

box DiSC family profiles to create an electronic report.  

¶ Create an Access Code Extract File: EPIC creates an Access 

Code spreadsheet in your EPIC account. (See Mo re... )  

4.  Select Options  for your report(s). Report Options vary by product, 

and only options which are applicable to the product with which you 

are working are displayed.  

¶ Report Options Section:  Choose how the completed profile 

looks when viewed online or p rinted from EPIC.  

¶ Report Sections: displays a list of possible report sections 
for the chosen product. The example below shows the 

report sections for ED Workplace:  

  

¶ Product Tailoring:  choose your pre -designed tailoring to apply.  
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¶ See Manage Report Tailoring  to set up or edit product 

tailoring for a report.  

¶ MyEverythingDiSC Options :  Available for Everything DiSC 

products, with the excep tion of 363 for Leaders, group and 

comparison reports.  

5.  Choose a folder  and/or sub folder in which to create new Access 

Codes or select the New Folder  link to create a new folder.  

 

Folders are the recommended way to search  for reports. 

Create your new reports in folders/subfolders to quickly 

locate them later.  

See Also : Folder Maintenance  

6.  Choose Delivery and Auto Reminder Options  

7.  Use one of the three available methods to add Respondents who will 
receive an Access Code Email to complete their online assessment.  

8.   

1.  Enter Individual Respondents  

Enter an email address and a name for a Respondent, then press 

the Add ...  button.  

 

Quantity:  When quantity is available, you can enter a 

number to send more than one Access Code to the email 

address entered.  

2.  Import Respondents  
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Select the Import from Excel  tab and upload an Excel 

spreadsheet o f Respondents.  

See Download Import Templates  for complete instructions.  

 

3.  Use Existing Report  

When available, select the Use Existing Report  tab, 

then use the Search  button to search for and sele ct 

Respondents with completed profiles.  

 

¶ When using one completed Everything DiSC Respondent to 

create a new Everything DiSC or Five Behaviors report, 
Respondents will not be required to take the DiSC portion 

of the assessment again. Their previous DiSC style scores 
will be used in the new report, and only the report -specific 

questions will be asked.  

¶ When using a completed DiSC Classic report to create an 
Everything DiSC report, the Respondent name and email 

address are carried forward, and the Respondent  will be 

able to take the complete Everything DiSC assessment.  

EPIC displays a message when one or more of your Respondents 

qualifies for the Leap Forward credit discount, and the credit 

deduction is automatically applied:  

This image is an example only -  credit charges vary by 

product.  
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9.  Respondent List  

As you add Respondents using each of the possible ways, EPIC builds a 

Respondent List.  

This image is an example only -  credit charges vary by product.  

 

Press the " X" at the beginning of a row to delete  the Respondent from 

the list. Press the Edit  link for a row to edit the email address, then 

press Save  to save your changes.  

EPIC displays the Total Quantity  of access codes about to be created, 

and the Total Credits  that will be charged during this trans action in 

EPIC.  

10.  Press the Assign Access Codes  button to continue.  

11.  Confirm the credit deduction  by pressing the OK  button, or 

press Cancel  to return to the page you were just on.  

This image is an example only -  credit charges vary by product.  
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12.  Create a custom email subject line and/or message  for this set 
of Access Code emails by pressing OK , or press cancel to have EPIC 

send the default email message. Once you are done creating your 

custom messag e, or after you have pressed the Cancel  button, EPIC 
displays a confirmation page.  

The confirmation page  displays a summary of the product you just 

created, the Respondents who will receive an Access Code email, and EPIC 

credit activity associated with thi s transaction.  

This image is an example only -  credit charges vary by product.  

 

Press the plus sign  to the left of the Details  link to open the Details  

section and view the list of Respondents. The Status  column shows Access 

Code creation and email del ivery information.  

NOTE: If you added more than 10 Respondents or used the Future Delivery 

option (Delivery Options for Access Codes), the status column will indicate 

that the Access Code was created and email has been queued for delivery.  
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Create a Group, Team or Facilitator Report  

Use the steps below to create any of the following reports in EPIC.  

Everyth ing DiSC Reports:  

¶ ED Work of Leaders 
Group Report  

¶ ED Work of Leaders 

Facilitator Report  
¶ ED Group Culture Report  

¶ ED Facilitator Report  
¶ ED Team View  

DiSC Classic Reports:  

¶ DiSC Classic Group 
Culture Report  

¶ DiSC Classic 

Facilitator Report  
¶ DiSC Classic Team 

View 

1.  To begin, choose Manage Reports  Create a New Report/Issue 

Access Codes  

2.  Product Family , Product  and Language  selections are required 

before you can continue. Make your selections and press Next . 

 

Tip : Set your default language at: View/Edit Account Inf ormation  

3.  Choose a folder  and/or sub folder in which to create new Access 

Codes or select the New Folder  link to create a new folder.  
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Folders are the recommended way to search  for reports. 
Creat e your new reports in folders/subfolders to quickly 

locate them later.  

See Also : Folder Maintenance  

4.  Enter a Report Name  for products with this option. The report name 

does not appear on the cover of the report, but can be very useful to 
you later if you want to search for the report to edit or print it. Report 

Names can be changed in EPIC while editing the report.  

 

5.  Press the Add  button to begin adding participants to the report.  

 

Use the Search function to locate and select people to add to the 

report.  

As you select participants, EPIC creates a list in the Participants 
section. You can continue to use the Add  button to add participants, 

and you can press the "X" for any participant to remove them from the 

list.  

 

  

6.  Press the Next  button.  
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7.  Confirm the credit deduction  by pressing the OK  button, or press 

Cancel  to return to the page you were just on.  

This image is an example only -  credit charges vary by product.  

 

The confirmation screen  displays a summary of the product you just 

created and EPIC credits charged for creation of the report.  

Press the plus sign  to the left of the Show/Hide Report Participants  

link to view the list of Participants included in the report.  

 

Press the View/Print/Email  Report  button to generate a PDF version of 

the report, or press the Edit this report again  button to make changes to 

this report.  

 

Create an Everything DiSC 363 for Leaders Report  

Use this process to create a new Everything DiSC 363 for Leaders report for 

either a new Leader or one who has already completed a profile in your EPIC 
account. You can add Raters for a leader by entering individual names and 
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email addresses or by importing a spreadsheet containing the names and 

email addresses.  

1.  To begin, choose Manage Reports  Create a New Report/Issue 

Access Codes  

2.  Product Family , Product  and Language  selections are re quired 

before you can continue. Make your selections and press Next . 

 

Tip : Set your default language at: View/Edit Account Information  

3.  Choose a Creation Method :  

¶ Choose Assign Access Code(s) for an Online 
Product/Report  to send an email to Respondents whic h 

includes a link to their online assessment.  

¶ Choose Enter Tally Box scores to produce a report  (available 

for DiSC Classic Products) and enter scores from completed 28 -

box DiSC family profiles to create an electronic report.  

¶ Create an Access Code Extract File: EPIC creates an Access 

Code spreadsheet in your EPIC account. (See More... )  

4.  Select Options  for your report(s). Report Options vary by product, 
and only options which are applicable to the pr oduct with which you 

are working are displayed.  

¶ Report Options Section:  Choose how the completed profile 

looks when viewed online or printed from EPIC.  

¶ Report Sections: displays a list of possible report sections 

for the chosen product. The example below s hows the 

report sections for ED Workplace:  
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¶ Product Tailoring:  choose your pre -designed tailoring to apply.  

 

¶ See Manage Report Tailoring  to set up or edit product 

tailoring for a report.  

¶ MyEverythingDiSC Options :  Available for Everything DiSC 
products, with the exception of 363 for Leaders, group and 

comparison reports.  

5.  Choose a folder  and/or sub folder in which to create new Access 

Codes or select the New Folder  link to create a new folder.  

 

Folders are the recommended way to search  for reports. 

Create your new reports in folders/subfolders to quickly 

locate them later.  

See A lso : Folder Maintenance  

6.  Choose Delivery and Auto Reminder Options  

7.  Use one of two methods to add the Leader for this report. You can (1) 
Enter a name and email address for the Leader, or (2) press the Use 

an existing report as the Leader  link to search for and select a 

person with a completed Everything DiSC report in your EPIC account.  

 

8.  Add Raters  by either entering information for indivi dual Raters, or by 

using the Import from Excel  tab to import a spreadsheet of raters.  

What are the Rules for Adding Raters?  

The Everything DiSC 363 for Leaders profile divides raters into 4 
categories: Manager , Peer/Coworker , Direct Report , and Other . If 

you use one of these categories when assigning access codes, a 

minimum number of Raters in the category need to respond before the 
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report can be generated. You do not need to have the minimum 
number in each category to assign the access codes since Raters c an be 

added at a later date using the Edit function. The current minimums 

are:  

¶ Manager: 1  

¶ Peer: 2  
¶ Direct Report: 2  
¶ Other: 2  

(Note: You do not need to use all of the rater categories)  

When you retrieve a report for printing (View/Print/Email), EPIC checks 

the minimum rater requirements. If the minimum number of Raters 
have not completed responding, the Report Status icon will be 

displayed. Click on the Report Status link to determine why the report 

cannot be generated.  

 

In cases where you want to generate t he report and the minimum has 
not been reached (or may never be reached) you can use the Edit 

function to change the rater category for a rater or use the Include 

function to temporarily remove the raterôs response from the report. 

Import Raters  

Press th e Import from Excel  tab and upload an Excel spreadsheet of 

Respondents.  

See Download Import Templates  for complete instructions.  

 

Rater List  

As you add Raters using each of the possible ways, EPI C builds a Rater 

List.  
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Press the "X" at the beginning of a row to delete the Rater from the list. 

Press the Edit  link for a row to edit the email address, then press Save  

to save your changes.  

EPIC displays the Total Rater Quantity  at the bottom of the list.  

9.  Press the Next  button to continue.  

10.  Confirm the credit deduction  by pressing the OK  button, or 

press Cancel  to return to the page you were just on.  

This image is an example only -  credit charges vary by product.  

 

11.  Create a custom email subject line and/or message  for this set 
of Access Code emails by pressing OK , or press cancel to have EPIC 

send the default email message. Once you are done creating your 
custom message, or after you have pres sed the Cancel  button, EPIC 

displays a confirmation page.  

The confirmation page  displays a summary of the product you just 
created, the Leader and Raters who will receive an Access Code email, and 

EPIC credit activity associated with this transaction.  
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In  the Added Raters  section, press the plus sign  to the left of the 
Show/Hide  link to open the section and view the list of Raters. The Status  

column shows Access Code creation and email delivery information.  

 

NOTE: If you added more than 9 Raters or used  the Future Delivery option 
(Delivery Options for Access Codes), the status column will indicate that the 

Access Code was created and email has been queued for delivery.  

  

  

Create an Everything DiSC 363 for Leaders Facil itator Report  

1.  To begin, choose Manage Reports  Create a New Report/Issue 

Access Codes  

2.  In the Report Options  section, choose which sections of the report 

you wish to exclude by unchecking 

boxes.   
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3.  Choose a folder  and/or sub folder in which to create new Acc ess 

Codes or select the New Folder  link to create a new folder.  

 

Folders are the recommended way to search  for reports. 
Create your new reports in folders/subfolders to quickly 

locate them later . 

See Also : Folder Maintenance  

4.  Enter a Report Name  for products with this option. The report name 
does not appear on the cover of the report, but can be very useful to 

you later if you want to sea rch for the report to edit or print it. Report 

Names can be changed in EPIC while editing the report.  

 

5.  Add a minimum of two (2) completed ED 363 Leader reports to create 

the ED 363 for Leaders Facilitator report.  

Press the Add  button to begin adding parti cipants to the report.  

 

Use the Search function to locate and select people to add to the 

report.  

As you select participants, EPIC creates a list in the Participants 
section. You can continue to use the Add  button to add participants, 

and you can press th e "X" for any participant to remove them from the 

list.  
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6.  Press the Next  button.  

7.  Confirm the credit deduction  by pressing the OK  button, or press 

Cancel  to return to the page you were just on.  

This image is an example only -  credit charges vary by product . 

 

The confirmation screen  displays a summary of the product you just 

created and EPIC credits charged for creation of the report.  

Press the plus sign  to the left of the Show/Hide Report Participants  

link to view the list of Participants included in the  report.  
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Press the View/Print/Email  Report  button to generate a PDF version of 
the report, or press the Edit this report again  button to make changes to 

this report.  

Create an Everything DiSC Comparison Report  

Use the steps below to create a comparison between two (2) individuals.  

If you wish to create many comparison reports between many 
individuals at one time, do not use the steps below, but instead use the tool 

under Manage Reports  Batch Functions called Create/Generate 

Comparison Reports . 

Steps for creating a Comparison Repor t between two (2) individuals:  

1.  To begin, choose Manage Reports  Create a New Report/Issue 

Access Codes  

2.  Product Family , Product  and Language  selections are required 

before you can continue. Make your selections and press Next . 

 

Tip : Set your default langua ge at: View/Edit Account Information  

3.  Press the Add  button to begin adding participants to the report.  
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Use the Search function to locate and select people to add to the 

report.  

As you select participants, EPIC creates a list in the Participants 

section. Y ou can continue to use the Add  button to add participants, 
and you can press the "X" for any participant to remove them from the 

list.  

 

4.  Press the Next  button.  
5.  EPIC charges zero (0) credits for this report. Press the OK  button to 

continue.  

The confirmation  screen  displays a summary of the product you just 

created and EPIC credits charged for creation of the report.  

Press the plus sign  to the left of the Show/Hide Report Participants  

link to view the list of Participants included in the report.  
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Press th e View/Print/Email  Report  button to generate a PDF version of 
the report, or press the Edit this report again  button to make changes to 

this report.  
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Create DiSC Classic Reports  

Choose a product below to see instructions for creating a specific DiSC 

Classic product.  

Individual Reports  

Individual reports are th ose which are unique to the person completing the 

assessment. A unique access code is created for each report created, and 

one person's online assessment responses or Tally Box Scores are used to 

create the report content.  

DiSC Classic 1.0  

DiSC Classic 2.0  

DiSC Classic 2 Plus  

DiSC PPSS General Characteristics  

Group, Facilitator and Team Reports  

EPIC creates a unique access code for each new group report you create. 

Group reports are created by adding people with a completed individual 
report (from those listed above) to a group. These reports can be used to 

compare different combinations of individuals, and as a group overview.  

DiSC Classic Group Culture Report  

DiSC Classic Facilitator Report  

DiSC Classic Team View  

 

 

Create DiSC Classic 1.0 and DiSC Classic 2.0 Reports  

You can create new reports by entering individual names and email 

addresses, by importing a spreadsheet containing the names and email 

addresses, or by selecting someone with an existing, completed report in 
your EPIC account. This set of steps results in an Access Code email to the 

Respondents containing a link to an onli ne assessment.  

To see instruction for creating DiSC Classic reports by entering Tally Box 

Scores, click here.  

Create New Reports and Send Online Assessment Emails to 
Respondents  

1.  To begin, choose Manage Reports  Create a New Report/Issue 

Access Codes  
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2.  Produc t Family , Product  and Language  selections are required 

before you can continue. Make your selections and press Next . 

 

Tip : Set your default language at: View/Edit Account Information  

3.  Choose a Creation Method :  

¶ Choose Assign Access Code(s) for an Online 
Pro duct/Report  to send an email to Respondents which 

includes a link to their online assessment.  

¶ Choose Enter Tally Box scores to produce a report  (available 
for DiSC Classic Products) and enter scores from completed 28 -

box DiSC family profiles to create an e lectronic report.  

¶ Create an Access Code Extract File: EPIC creates an Access 

Code spreadsheet in your EPIC account. (See More... )  

4.  Select Report Options , Report Version (when available), and 

Respon se Style  for this set of reports.  

In the Report Options section, you can include Graphs 1 and 2 and 

Tally Box Scores  when this feature has been enabled by your 

Authorized Partner.  

For some DiSC C lassic reports, you will see the Report Version  

section, where you can choose to have EPIC default to the Full Report 
or a Short version of the Report when you generate the report for 

viewing/printing. You are able to override this default setting each 

tim e you generate the report, so there is no wrong choice.  
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In the Response Style  section, you can choose to present the 

Respondents with either a Word Version or Phrase Version of the 

online assessment.  

What's the difference between Word version and Phrase  
version?  

There are two response style options for DiSC Classic 1, DiSC Classic 

2.0, DiSC Classic 2 Plus and DiSC PPSS.  

Word Version  -  The respondent is presented with four words from 
which he/she chooses one that is ñMost Like Meò and one that is ñLeast 

Like Meò 

Phrase Version  -  The respondent is presented with four phrases from 
which he/she chooses one that is ñMost Like Meò and one that is ñLeast 

Like Meò 
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The phrase response option allows you to bring DiSC to a broader 
range of learners. Written at a six th -grade reading level, the phrase 

responses provide an alternative to the traditional word response 

format.  

When assigning access codes for DiSC Classic 1.0 , DiSC Classic 2.0 , 

DiSC Classic 2 Plus  or DiSC PPSS, you'll have an option to ñSelect a 
Response S tyle for the reportò on the Select Report Features screen. If 

you'd like the respondent to have the word version, leave the response 
style on the default ñWord Version.ò If you want the respondent to 

have the phrase version, simply select ñPhrase Version.ò 

Both the word or phrase response version will produce the same DiSC 
Classic 1.0 , DiSC Classic 2.0 , DiSC Classic 2 Plus  or DiSC PPSS report 

and both response style reports can be used when generating group or 

comparison reports.  

5.  Choose a folder  and/or sub folder in which to create new Access 

Codes or select the New Folder  link to create a new folder.  

 

Folders are the recommended way to search  for reports. 

Create your new reports in folders/subfol ders to quickly 

locate them later.  

See Also : Folder Maintenance  

6.  Select Delivery and Auto Reminder Options  

7.  Use one of the three available  methods to add Respondents who will 

receive an Access Code Email to complete their online assessment.  

Enter Individual Respondents  

Enter an email address and a name for a Respondent, then press the 

Add ...  button.  
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Quantity:  When quantity is available, yo u can enter a number to 

send more than one Access Code to the email address entered.  

Import Respondents  

Select the Import from Excel  tab and upload an Excel spreadsheet of 

Respondents.  

See Downlo ad Import Templates  for complete instructions.  

 

Use Existing Report  

When available, select the Use Existing Report  tab, then use 

the Search  button to search for and select Respondents with completed 

profiles.  

 

¶ When using a completed DiSC Classic repor t to create an 

Everything DiSC report, the Respondent name and email address 
are carried forward, and the Respondent will be able to take the 

complete Everything DiSC assessment.  

  

Respondent List  

As you add Respondents using each of the possible ways, EPI C builds a 

Respondent List.  

This image is an example only -  credit charges vary by product.  
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Press the " X" at the beginning of a row to delete the Respondent from 
the list. Press the Edit  link for a row to edit the email address, then 

press Save  to save  your changes.  

EPIC displays the Total Quantity  of access codes about to be created, 
and the Total Credits  that will be charged during this transaction in 

EPIC.  

8.  Press the Assign Access Code(s)  button.  

9.  Confirm the credit deduction  by pressing the OK  button,  or press 

Cancel  to return to the page you were just on.  

This image is an example only -  credit charges vary by product.  

 

10.  Create a custom email subject line and/or message  for this set 
of Access  Code emails by pressing OK , or press cancel to have EPIC 

send the default email message. Once you are done creating your 
custom message, or after you have pressed the Cancel  button, EPIC 

displays a confirmation page.  

The confirmation page  displays a summa ry of the product you just 
created, the Respondents who will receive an Access Code email, and EPIC 

credit activity associated with this transaction.  

This image is an example only -  credit charges vary by product.  
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Press the plus sign  to the left of th e Details  link to open the Details  
section and view the list of Respondents. The Status  column shows Access 

Code creation and email delivery information.  

NOTE: If you added more than 10 Respondents or used the Future Delivery 

option (Delivery Options for A ccess Codes), the status column will indicate 

that the Access Code was created and email has been queued for delivery.  

 

  

 

Create DiSC Classic 2 Plus Reports  

You can create new reports by entering individual names and email 

addresses, by importing a spreadsheet containing the names and email 
addresses, or by selecting someone with an existing, compl eted report in 

your EPIC account. This set of steps results in an Access Code email to the 

Respondents containing a link to an online assessment.  

To see instruction for creating DiSC Classic reports by entering Tally Box 

Scores, click here.  
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Create New Repo rts and Send Online Assessment Emails to 
Respondents  

1.  To begin, choose Manage Reports  Create a New Report/Issue 

Access Codes  

2.  Product Family , Product  and Language  selections are required 

before you can continue. Make your selections and press Next . 

 

Tip : S et your default language at: View/Edit Account Information  

3.  Choose a Creation Method :  

¶ Choose Assign Access Code(s) for an Online 
Product/Report  to send an email to Respondents which 

includes a link to their online assessment.  

¶ Choose Enter Tally Box scores t o produce a report  (available 
for DiSC Classic Products) and enter scores from completed 28 -

box DiSC family profiles to create an electronic report.  

¶ Create an Access Code Extract File: EPIC creates an Access 

Code spreadsheet in your EPIC account. (See More... )  

4.  Select Report Options , Response Style , and Supplemental 

Reports  for the reports you are creating.  

In the Report Options  section, check the boxes for the sections 
of the report you would like  to be included in generated reports 

by default. You are able to override this default setting each time 

you generate the report, so there is no wrong choice.  

In the Response Style  section, you can choose to present the 

Respondents with either a Word Versi on or Phrase Version of the 

online assessment.  

What's the difference between Word version and Phrase 
version?  

There are two response style options for DiSC Classic 1, DiSC Classic 

2.0, DiSC Classic 2 Plus and DiSC PPSS.  
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Word Version  -  The respondent is pr esented with four words from 
which he/she chooses one that is ñMost Like Meò and one that is ñLeast 

Like Meò 

Phrase Version  -  The respondent is presented with four phrases from 

which he/she chooses one that is ñMost Like Meò and one that is ñLeast 

Like Meò 

The phrase response option allows you to bring DiSC to a broader 

range of learners. Written at a sixth -grade reading level, the phrase 
responses provide an alternative to the traditional word response 

format.  

When assigning access codes for DiSC Classic 1 .0 , DiSC Classic 2.0 , 
DiSC Classic 2 Plus  or DiSC PPSS, you'll have an option to ñSelect a 

Response Style for the reportò on the Select Report Features screen. If 
you'd like the respondent to have the word version, leave the response 

style on the default ñWord Version.ò If you want the respondent to 

have the phrase version, simply select ñPhrase Version.ò 

Both the word or phrase response version will produce the same DiSC 

Classic 1.0 , DiSC Classic 2.0 , DiSC Classic 2 Plus  or DiSC PPSS report 
and both respon se style reports can be used when generating group or 

comparison reports.  
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Supplemental Reports  for DiSC Classic 2 Plus will be added to 
the end of the report. You are able to add additional reports at 

any time, so if you are going to allow this set of Re spondents to 
view their report online once they complete the assessment, be 

sure to only include the Supplemental Reports you wish them to 

see at this time.  

 

5.  Choose a folder  and/or sub folder in which to create new Access 

Codes or select the New Folder  link to create a new folder.  

 

Folders are the recommended way to search  for reports. 
Create your new reports in folders/subfolders to quickly 

locate them later.  

See Also : Folder Maintenance  

6.  Select Delivery and Auto Reminder Options  

7.  Use one of the three available methods to add Respondents who will 

receive an Access Code Email to c omplete their online assessment.  

Enter Individual Respondents  

Enter an email address and a name for a Respondent, then press the 

Add ...  button.  
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Quantity:  When quantity is available, you can enter a number to 

send more than one Access Code to the email ad dress entered.  

Import Respondents  

Select the Import from Excel  tab and upload an Excel spreadsheet of 

Respondents.  

See Download Import Templates  for complete instructions.  

 

Use Existing Report  

When available, select the Use Existing Report  tab, then use 

the Search  button to search for and select Respondents with completed 

profiles.  

 

¶ When using a completed DiSC Classic report to create an 

Everything DiSC report, the Respondent name and email a ddress 
are carried forward, and the Respondent will be able to take the 

complete Everything DiSC assessment.  

  

Respondent List  

As you add Respondents using each of the possible ways, EPIC builds a 

Respondent List.  

This image is an example only -  credit c harges vary by product.  
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Press the " X" at the beginning of a row to delete the Respondent from 
the list. Press the Edit  link for a row to edit the email address, then 

press Save  to save your changes.  

EPIC displays the Total Quantity  of access codes about to be created, 
and the Total Credits  that will be charged during this transaction in 

EPIC.  

8.  Press the Assign Access Code(s)  button.  

9.  Confirm the credit deduction  by pressing the OK  button, or press 

Cancel  to return to the page you were just on.  

This image i s an example only -  credit charges vary by product.  

 

10.  Create a custom email subject line and/or message  for this set 
of Access Code emails by pressing OK , or press cancel to have EPIC 

send the def ault email message. Once you are done creating your 
custom message, or after you have pressed the Cancel  button, EPIC 

displays a confirmation page.  

The confirmation page  displays a summary of the product you just 
created, the Respondents who will receive a n Access Code email, and EPIC 

credit activity associated with this transaction.  

This image is an example only -  credit charges vary by product.  
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Press the plus sign  to the left of the Details  link to open the Details  
section and view the list of Respon dents. The Status  column shows Access 

Code creation and email delivery information.  

NOTE: If you added more than 10 Respondents or used the Future Delivery 

option (Delivery Options for Access Codes), the status column will indicate 

that the Access Code was  created and email has been queued for delivery.  

 

  

 

Create DiSC PPSS General Characteristics Reports  

You can create new reports by entering ind ividual names and email 

addresses, by importing a spreadsheet containing the names and email 

addresses, or by selecting someone with an existing, completed report in 
your EPIC account. This set of steps results in an Access Code email to the 

Respondents co ntaining a link to an online assessment.  

To see instruction for creating DiSC Classic reports by entering Tally Box 

Scores, click here.  
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Create New Reports and Send Online Assessment Emails to 
Respondents  

1.  To begin, choose Manage Reports  Create a New Report /Issue 

Access Codes  

2.  Product Family , Product  and Language  selections are required 

before you can continue. Make your selections and press Next . 

 

Tip : Set your default language at: View/Edit Account Information  

3.  Choose a Creation Method :  

¶ Choose Assign Access  Code(s) for an Online 
Product/Report  to send an email to Respondents which 

includes a link to their online assessment.  

¶ Choose Enter Tally Box scores to produce a report  (available 
for DiSC Classic Products) and enter scores from completed 28 -

box DiSC fami ly profiles to create an electronic report.  

¶ Create an Access Code Extract File: EPIC creates an Access 

Code spreadsheet in your EPIC account. (See More... )  

4.  Select Report Options , Graph Style ,  Resp onse Style , and 

Supplemental Reports  for the reports you are creating.  

In the Report Options  section, check the boxes for the sections 
of the report you would like to be included in generated reports 

by default. You are able to override this default setti ng each time 

you generate the report, so there is no wrong choice.  

In the Graph Style section, choose which style of chart/graph 

you would like to include.  

In the Response Style  section, you can choose to present the 

Respondents with either a Word Version or Phrase Version of the 

online assessment.  
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What's the difference between Word version and Phrase 
version?  

There are two response style options for DiSC Classic 1, DiSC Classic 

2.0, DiSC Classic 2 Plus and DiSC PPSS.  

Word Version  -  The respondent is prese nted with four words from 
which he/she chooses one that is ñMost Like Meò and one that is ñLeast 

Like Meò 

Phrase Version  -  The respondent is presented with four phrases from 
which he/she chooses one that is ñMost Like Meò and one that is ñLeast 

Like Meò 

The phrase response option allows you to bring DiSC to a broader 
range of learners. Written at a sixth -grade reading level, the phrase 

responses provide an alternative to the traditional word response 

format.  

When assigning access codes for DiSC Classic 1.0 , DiSC Classic 2.0 , 

DiSC Classic 2 Plus  or DiSC PPSS, you'll have an option to ñSelect a 
Response Style for the reportò on the Select Report Features screen. If 

you'd like the respondent to have the word version, leave the response 
style on the default ñWord Version.ò If you want the respondent to 

have the phrase version, simply select ñPhrase Version.ò 

Both the word or phrase response version will produce the same DiSC 
Classic 1.0 , DiSC Classic 2.0 , DiSC Classic 2 Plus  or DiSC PPSS report 

and both response style reports can be used when generating group or 

comparison reports.  
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Supplemental Reports  for DiSC PPSS General Characteristics 

will be added to the end of the report. You are able to add 
additional reports at any time, so if you are going to allow thi s set 

of Respondents to view their report online once they complete the 
assessment, be sure to only include the Supplemental Reports 

you wish them to see at this time. Note that four (4) credits are 
charged per Supplemental Report added, and that this cred it 

charge is per Respondent or person.  
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5.  Choose a folder  and/or sub folder in which to create new Access 

Codes or select the New Folder  link to create a new folder.  

 

Folders are the recommended way to search  for reports. 

Create your new reports in folders/subfolders to quickly 

locate them later.  

See Also : Folder Maintenance  

6.  Select Delivery and Auto Reminder Options  

7.  Use one of the three available methods to add Respondents who will 

receive an Access Code Email to complete their online assessment.  

Enter Individual Respondents  

Enter an email address and a name for a Respondent, then  press the 

Add ...  button.  

 

Quantity:  When quantity is available, you can enter a number to 

send more than one Access Code to the email address entered.  

Import Respondents  
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Select the Import from Excel  tab and upload an Excel spreadsheet of 

Respondents.  

See Download Import Templates  for complete instructions.  

 

Use Existing Report  

When available, select the Use Existing Report  tab, then use 

the Search  button to search for and select Respondents w ith completed 

profiles.  

 

¶ When using one completed Everything DiSC Respondent to create 

a new Everything DiSC or Five Behaviors report, Respondents will 
not be required to take the DiSC portion of the assessment again. 

Their previous DiSC style scores wil l be used in the new report, 

and only the report - specific questions will be asked.  

  

Respondent List  

As you add Respondents using each of the possible ways, EPIC builds a 

Respondent List.  

This image is an example only -  credit charges vary by product.  
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Press the " X" at the beginning of a row to delete the Respondent from 
the list. Press the Edit  link for a row to edit the email address, then 

press Save  to save your changes.  

EPIC displays the Total Quantity  of access codes about to be created, 
and the Tot al Credits  that will be charged during this transaction in 

EPIC.  

8.  Press the Assign Access Code(s)  button.  

9.  Confirm the credit deduction  by pressing the OK  button, or press 

Cancel  to return to the page you were just on.  

This image is an example only -  credit  charges vary by product.  

 

10.  Create a custom email subject line and/or message  for this set 
of Access Code emails by pressing OK , or press cancel to have EPIC 

send the default email message. Once y ou are done creating your 
custom message, or after you have pressed the Cancel  button, EPIC 

displays a confirmation page.  

The confirmation page  displays a summary of the product you just 
created, the Respondents who will receive an Access Code email, and E PIC 

credit activity associated with this transaction.  

This image is an example only -  credit charges vary by product.  
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Press the plus sign  to the left of the Details  link to open the Details  
section and view the list of Respondents. The Status  column s hows Access 

Code creation and email delivery information.  

NOTE: If you added more than 10 Respondents or used the Future Delivery 

option (Delivery Options for Access Codes), the status column will indicate 

that the Access Code was created and email has bee n queued for delivery.  

 

Graphs 1 and 2 and Tally Box Scores  

 

The Scoring and Data Analysis Page that is displayed at the end of DiSC 
Classic 1.0, DiSC Classic 2, and DiSC Classic 2 Plus reports can be generated 

in four (4) different configurations:  

  

Graph 3 only  



77  
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Graph 3  and Tally Box Scores   
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Graphs 1, 2, and 3   
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Graphs 1, 2, 3, and Tally Box Scores   
   

 
   

  

Certain Report Options can be applied or removed for a report at any time 

using one of the following EPIC functions:  

¶ Edit Exi sting Reports : Use the Change Report Options/Content  

button to apply or remove options for a selected report. The report will 

retain these settings.  

¶ Batch Functions    Edit Report Options : Apply or remove options 

for many reports. The affected reports will  retain these settings.  
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¶ View/Print/Email Completed Reports : Apply or remove options for 
a selected report. These settings are retained for this round of report 

generation.  

¶ Batch Functions    Generate Reports for Download : Apply or 

remove options for many r eports. These settings are retained for this 

round of report generation.  

See Also : DiSC Classic Graph 1 and 2 Feature in Sub Account Settings.  

Extract File  

Access Code Extract Files allow you to download Access Codes in an Excel 
spreadsheet for individual EPIC profiles inste ad of distributing the Access 

Codes via individual emails to Respondents. Wiley Partner Care must 

activate this feature in your EPIC account before it is displayed during 

Access Code creation for applicable products.  

It is critical that you, the administr ator, maintain the data privacy 
requirements of the EPIC system and do not assign the same Access 

Code to more than one (1) individual. Failure to maintain data privacy 

requirements causes a serious breach of the Data Privacy  Policy . 

Create an Access Code Extract File  

Go to Manage Reports  Create a New Report/Issue Access 

Codes , select a Product, Product Family and Language, and press 

Next . 

Choose Create an Access Code Extract File  from the Sel ect 

Creation Method  section.  

 

 

Select Report Options for the group of Access Codes you wish to create, 

then press Next . More on This Topic  

Select Options  for your report(s). Report Options vary by product, and only 
options which are applicable to the prod uct with which you are working are 

displayed.  
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¶ Report Options Section:  Choose how the completed profile looks 

when viewed online or printed from EPIC.  

¶ Graphs 1 and 2 and Tally Box Scores . 

¶ Report Se ctions: displays a list of possible report sections for the 

chosen product.  

  

¶ Response Style:  A phrase version of the online assessment is 

available for some DiSC Classic products.  

¶ Product Tailoring:  choose your pre -designed tailoring to apply.  

 

¶ See Manage Report Tailoring  to set up or edit product tailoring 

for a report.  

¶ MyEverythingDiSC Options :  Available for Everything DiSC products.  

¶ Supplemental Reports : Available for DiSC PPSS Products (credit 

charges apply).  

Note: For Extract Files Access Codes, you have the option to 

require that the Respondent enter an email address. In the 
Respondent Site Options  section, check the Require Email 

Address  box to enable this option.  

 

Choose a Folder and Subfolder in which to store the Access Codes.  
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Choose Yes  to allow the Respondent to view their report online once 

they complete their assessment.  

Enter the Report Quantity. The Total Credits to be  charged are 

automatically calculated.  

Press the Create Report  button and confirm the credit deduction.  

Download an Access Code Extract File  

Immediately following Access Code extract file creation, select the 

Download File  button and save the extract file to your computer.  

 

To download an extract file at any time, choose Manage Reports    
Download Access Code Extract File  and press the Download  link 

for any row.  

 

Use Existing Respondent's Data to Create a New Report  

While creating new reports/Access Codes, you can select a Respondent with 
an existing, completed report and use their information t o create a new 

report and send them a new online assessment. Go to the Create A New 
Report Issue Access Codes  help page and choose a product to see help 

specific to your needs.  

¶ Check out the Leap Forward Program : a cost -effective way to 

migrate your clients from DiSC Classic to Everything DiSC Workplace!  

¶ When you select a Respondent with an existing, completed 

DiSC Classic report using the  Use Existing Report  tab, you will not 

need to enter the Respondent's information into EPIC again, and the 

Respondent will be given a entirely new assessment.  
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Use an Existing Report to Create a New Report  

Start with the Create a New Report Issue Access Codes  function. During 

the step in this process where you select Respondents to add to this set 
of new Access Codes, select the Use Existing Report  tab to search for 

and select Respondents with comple ted reports.  

Use an existing, completed Everything DiSC 363 for Leaders report 
to create a NEW EverythingDiSC 363 for Leaders report, and you'll 

be able to assign all new Raters for a Leader, but the Leader responses 
will be carried forward to the new rep ort. the Leader will not be 

required to retake their online assessment.  

Start with the Create a New Report Issue Access Codes  function, and 
instead of entering the email address and name of the new  Leader, use 

the link just below the email address to search for and select an 

existing, completed ED 363 Leader profile.  

 

  

Use an existing Group, Team or Facilitator Report to create a new 

Group, Team or Facilitator Report  

To take an Everything DiSC or DiSC Classic Group, Team, or Facilitator 
Report and use its Respondents to create a new Group, Team or 

Facilitator Report containing the same group of Respondents, start with 
the Edit Existing Reports  function, choose the report you wish to edit, 

then use the Advanced Options  section to select the report and press 

the Use existing data for new report button . On the final page 
displayed after you have created the new report, you can press the 

Edit this report again  button to add or remove report Participants . Go 

to  the help for this function.  
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Edit Existing Reports  

Choose a product below for instructions on editing the family of related 

reports using EPIC's Edit Existing Reports  function.  

Note that these instructions are for editing repo rts one at a time, 

but that you can use Batch Edit Report Options  to select a group of reports 

and apply similar changes to the whole group at one time.  

Everything DiSC Reports  

ED Workplace, Sales, Management and Work of Leaders Reports  

ED 363 for Leaders Reports  

ED Group,  Team and Facilitator Reports  

ED Comparison Reports  

Five Behaviors Reports  

Five Behaviors of a Cohesive Team  

Five Behaviors Progress Reports  

Five Behaviors Comparison Reports  

Five Behaviors Powered by All Types  

DiSC Classic Reports  

DiSC Classic 1.0, 2.0, and 2 Plus  

DISC PPSS General Characteristics  

DiSC Classic Group, Team and Facilitator Reports  

Edit Five Behaviors Reports  

Edit Existing Five Behaviors Team and Progress Reports  

Ad d Team Members  

Include or Exclude Team Members  

Change an Individual's Name or Email Address  

Permanently Remove Team Members from EPIC  
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Edit the Annotated Team Report  

For each Five Behaviors product you create, EPIC automatically creates a 
parent record, the Annotated Team Report (ATR), which both acts as the 

program facilitator' s overview of the team's collective data, and ties all of 
the team member records together in EPIC. You can search for and select 

the Annotated Team Report to make changes to the parent record, and also 
use this parent record as a quick and easy link to th e individual team 

member reports.  

To make changes to the entire team, edit this parent record using the 

following process.  

Locate the Annotated Team Report You Wish to Edit  

From menu Manage Reports  Edit Existing Reports , locate the 

Annotated Team Report A ccess Code, identified by the Report 
summary  link in the Participants field as shown below. Press the Edit  

link to edit the team report.  

 

Change Folder or Team Name  

Choose or create a folder or subfolder and/or enter a new name for the 

existing Five Behav iors Team. Press the Next  button to save your 

changes.  

Add Team Members  

Add Team Members using one of the three methods:  

Enter Individual Respondents  

Enter an email address and a name for a Respondent, then press the 

Add ...  button.  
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Quantity:  When quantit y is available, you can enter a number to 

send more than one Access Code to the email address entered.  

Import Respondents  

Select the Import from Excel  tab and upload an Excel spreadsheet of 

Respondents.  

See Download Import Templates  for complete instructions.  

 

Use Existing Report  

When available, select the Use Existing Report  tab, then use 

the Search  button to search for and select Respondents with completed 

profiles.  

 

¶ When using one complete d Everything DiSC Respondent to create 

a new Everything DiSC or Five Behaviors report, Respondents will 
not be required to take the DiSC portion of the assessment again. 

Their previous DiSC style scores will be used in the new report, 

and only the report - specific questions will be asked.  

¶ When using a completed DiSC Classic report to create an 

Everything DiSC report, the Respondent name and email address 
are carried forward, and the Respondent will be able to take the 

complete Everything DiSC assessment.  
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EPIC displays a message when one or more of your Respondents 
qualifies for the Leap Forward credit discount, and the credit deduction 

is automatically applied:  

This image is an example only -  credit charges vary by product.  

 

  

Respondent List  

As you add Res pondents using each of the possible ways, EPIC builds a 

Respondent List.  

This image is an example only -  credit charges vary by product.  

 

Press the " X" at the beginning of a row to delete the Respondent from 

the list. Press the Edit  link for a row to ed it the email address, then 

press Save  to save your changes.  

EPIC displays the Total Quantity  of access codes about to be created, 

and the Total Credits  that will be charged during this transaction in 

EPIC.  

Once you have populated the Respondent List with a ll of the team members 

you wish to add, press the Next  button. You will be given the option to 
include a custom email message or subject line, and will then be taken to 

the confirmation page summarizing your credit transaction. The confirmation 
page will g ive you a status of the emails sent to the Respondents (team 

members) you added.  
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Edit Individual Team Member Reports  

You can search for and select individual team members in one of two (2) 
ways. Either search for and select the Annotated Team Report using the 

steps at the top of this page and then edit one of the individual team 
members listed, or use the Edit Existing Reports  function to locate just the 

report belonging to the individual team membe r.  

Locate and Edit a Team Member from the Annotated Team Report  

With the Annotated Team Report displayed, the Add Team Members  
section lists the Respondents and includes the status of their report, 

whether their report can be viewed online and whether they  are 

included when generating reports.  

Click on the Edit  link for a Respondent, then press the OK button to be 

taken to the page for editing individual Respondent Access Code 

information and report options.  

 

With the individual team member's information displayed, you can 

make changes to their name, email address, and gender. You can also 
choose to include or exclude this member from the generated reports, 

and change whether the Respondent is able to view their report online.  

You can also use the Change R eport Options/Content  button to 
change which sections of the report the team member is able to see 

online.  

Once you are finished editing the individual team member, you can use 
the Edit Five Behaviors  button to return to editing the Annotated 

Team Report.  

 

Locate and Edit a Team Member from their Individual Report  

Use the Edit Existing Reports  function to search for and select the 
individual's Five Behaviors report. Press the Edit  link, make the 

necessary changes to their report, then press Save Changes .  
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Exclude a Team Member's Data from All Generated Reports  

Using either of the methods above to locate and edit an individual team 
member's report, change the Include this Team Member in the report?  

fi eld.  

¶ With the individual team member's information displayed, change 
Include  to No . Excluded individuals with pending Access Codes will 

still be able to complete their assessments, but their data will not be 

used in the team's reports unless Include is cha nged back to Yes .   

¶ When Include  is set to No , EPIC will not use the individual's 

assessment data to create any reports, so the View Online  options 
should be set to No at the same time. EPIC displays a message to 

ensure these two settings match up.  

Remove Team Members from the Annotated Team Report  

¶ Pending Access Codes : To permanently remove an individual from a 

Five Behaviors team before the individual has completed their 
assessment, use the Unassi gn Access Codes/Reclaim Credits  function 

to locate the individual's Five Behaviors report and unassign the 

Access Code.  

¶ Completed Access Codes : To permanently remove an individual 

from a Five Behaviors team after their assessment has been 
completed, use t he Delete Reports  function to locate the individual's 

Five Behaviors report and delete their record from EPIC.  

 

 

Edit Comparison Reports  

Use the steps below to edit both  Five Behaviors and  Everything 

DiSC Comparison Reports.  

1.  Choose Manage Reports  Edit Existing Reports  

2.  Search  for the record you wish to edit.  

3.  Select the Edit  link for that record.  

4.  Make changes to eithe r the folder and sub folder or to the report 

Participants:  

Choose a folder  and/or sub folder in which to create new Access 

Codes or select the New Folder  link to create a new folder.  
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Folders are the recommended way to search  for reports. 
Create your new reports in folders/subfolders to quickly locate 

them later.  

See Also : Folder Maintenance  

To begin editing Participants for the Comparis on Report, you must first 

delete one of the Participants by pressing the "X" for that row.  

 

With one of the Participants deleted from the original report, the Add  
button is now available. Press the Add  button to locate and select a 

second Participant for this report.  

 

You cannot remove both Participants from the report at the same time. 

To replace both of the Participants, remove one at a time and add their 

replacement using the steps above.  

5.  Once you have made your changes, press the Next  button.  

Your cha nges have been saved. Press the plus sign  to the left of the 
Show/Hide Report Participants  link to view the list of Participants 

included in the report.  
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Press the View/Print/Email  Report  button to generate a PDF version of 
the report, or press the Edit  this report again  button to make changes to 

this report.  

 

 

Edit Everything DiSC Reports  

Edit Everything DiSC Workplace, Sales, Management, Work of 
Leaders Reports and Productive Conflict  

See the information below on e diting Pending  and Completed  reports, or use 

the following steps to begin editing an Everything DiSC report.  

1.  Choose Manage Reports  Edit  Existing Reports  

2.  Search  for the record you wish to edit.  

3.  Select the Edit  link for that record.  

4.  To edit the Respondent Information section, change as many 
fields as you wish and then press the Sav e Changes  button. 

(Note that different changes are allowed for Pending vs. 

Completed Access Codes.)  

OR 

4.  To edit Advanced Options, press the Change Report Options  

button, choose OK  to continue to the Advanced Options page, 

make your desired changes, then pre ss the Save  button.  

Note that when you make changes which do not automatically 

generate an email to Respondents, and you wish to notify 
Respondents of updated report options, use the Resend Login 

In formation  function to send an updated email to Respondents. 
The new link will allow Respondents to view any additional changes 

you have made to the report options.  



93  

5.  Use a button at the bottom of the page to edit the same report again, 

return to your search  results, or return to the search criteria page.  

 

Edit this Report Again  

Press the Edit this Report Again  button to make additional edits 

to the same report.  

For completed reports, changes made to the email address or any 

of the name fields will affect th e Edits remaining for this report  

field. To make the maximum use of your remaining edits, you can 
change both the email address and any number of name fields 

before you press the Save Changes  button, which will count as 

one (1) edit only.  

 

Return to Searc h Results  

Press the Return to Search Results  button to be taken back to 

the search results from which you chose the previous report you 

edited.  

Return to Search Criteria  

Use the Return to Search Criteria  to be taken to your initial 
search  page, where you can now make changes to the search 

fields to run another search.  

Edit Pending Reports  

Select a field below to see notes specific to editing the field for pending  

reports.  

¶ Email Address   
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There is no  limit to the number of changes to email address for 

pending Access Codes.  

Changing the email address will result in sending a new email to 
Respondent containing a new access code. The original access code 

will no longer be valid.  

¶ Gender   

For pending   ED 363 Access Codes, the gender entered determines 
how the assessment reads to the Raters ("He/She" etc.).  Any edit 

made to the gender field for the Leader will be seen immediately by 

Respondents taking the assessment.  

¶ View Online   

Set View Online  to Yes  to  allow Respondents to view their profile 

online once it is considered to be complete.  

¶ Name entered by Administrator   

There is no limit to the number of changes to the name entered by 

you, the Administrator, for pending Access Codes.  

ED 363 Access Codes do  not allow changes to Leader name for 

pending or completed Access Codes.  

Edit Completed Reports  

Select a field below to see notes specific to editing the field for completed  

reports.  

¶ Email Address   

The Respondent's email address can only be changed a total  of 2 times 

(combined) for completed Access Codes.  

An Edits remaining for this report  field is displayed for these 

records.  
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¶ Name entered by Administrator   

The Name entered by Administrator  field can only be changed a 

total of 2 times (combined) for compl eted Access Codes.  

An Edits remaining for this report  field is displayed for these 

records.  

 

¶ Alternate [First/Last] Name entered by Respondent   

Alternate First/Last Name can only be changed a total of 2 times 

(combined) for completed Access Codes.  

An Edit s remaining for this report  field is displayed for these 

records.  
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The alternate name field is the name entered by the Respondent when 
they complete the online profile, and is the name that is displayed on 

the front cover of the report.  

¶ Allow Respondents to view Report Online?   

Changing View Onlin e to Yes  will result in an email to the 

Respondent including a link to view the report online for completed 

Access Codes.  

When Include  is set to No , EPIC will not use the individual's 

assessment data to create an y reports, so View Online  should be set 

to No.  

Edit an Everything DiSC 363 for Leaders Report  

The ability to edit report properties depends on whether the report is 

considered to be completed or pending, and on how much time has passed 

since the Access Code was issued.  

ED 363 for Leaders reports are considered to be completed wh en the 

Leader and one Rater have completed the online assessment. Completed ED 
363 for Leaders reports can be edited for 150 days after they achieve a 

status of completed. During the 150 day limit, the Leader email address and 
gender can be changed, and Ra ters can be added or removed from the 

report.  

Use the following steps to begin editing an Everything DiSC 363 for Leaders 

report.  

1.  Choose Manage Reports  Edit Existing Reports  

2.  Search  for the record  you wish to edit.  

3.  Select the Edit  link for that record.  

4.  Make changes to your report in one of the following areas:  

Folder & Sub Folder  

Choose a folder  and/or sub folder in which to create new Access 

Codes or select the New Folder  link to create a new fold er.  

 

Folders are the recommended way to search  for reports. 
Create your new reports in folders/subfolders to quickly locate 
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them later.  

See Also : Folder Maintenance  

Leader  

Press the Edit link for the Leader to be taken to a page where you can edit 
the Leader's information. See the help section below regarding Pending  and 

Completed  records, as some information cannot be edited for completed 

records.  

Raters  

Press the Edit link for any rater to be taken to a page where you can edit the 
Rater information. See the help sectio n below regarding Pending  and 

Completed  records, as some information cannot be edited for completed 

records.  

Add Raters  

Use either of th e two available methods to add Raters to this ED 363 for 

Leaders report.  

Enter Individual Raters  

Enter a name, email address and Rater type for each of the people who 

should receive an emailed link to the online assessment questions 

regarding the Leader.  

 

  

What are the Rules for Adding Raters?  

The Everything DiSC 363 for Leaders profile divides raters into 4 
categories: Manager , Peer/Coworker , Direct Report , and Other . If 

you use one of these categories when assigning access codes, a 
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minimum number of Rat ers in the category need to respond before the 
report can be generated. You do not need to have the minimum 

number in each category to assign the access codes since Raters can be 
added at a later date using the Edit function. The current minimums 

are:  

¶ Mana ger: 1  
¶ Peer: 2  

¶ Direct Report: 2  
¶ Other: 2  

(Note: You do not need to use all of the rater categories)  

When you retrieve a report for printing (View/Print/Email), EPIC checks 
the minimum rater requirements. If the minimum number of Raters 

have not completed r esponding, the Report Status icon will be 
displayed. Click on the Report Status link to determine why the report 

cannot be generated.  

 

In cases where you want to generate the report and the minimum has 

not been reached (or may never be reached) you can us e the Edit 
function to change the rater category for a rater or use the Include 

function to temporarily remove the raterôs response from the report. 

Import Raters  

Press the Import from Excel  tab and upload an Excel spreadsheet of 

Respondents.  

See Download Import Templates  for complete instructions.  

 

Rater List  

As you add Raters using each of the possible ways, EPIC builds a Rater 

List.  
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Press the "X" at the beginning of a row to delete the Rat er from the list. 

Press the Edit  link for a row to edit the email address, then press Save  

to save your changes.  

EPIC displays the Total Rater Quantity  at the bottom of the list.  

5.  Press the Next  button to save any changes you made in the areas 

above. If you  added Raters, you will have the option of sending a 
custom email message, and will end up on the confirmation page 
which indicates the status of emails sent to any added Raters.  

Advanced Options  

Make your desired changes to the Report Content or Productio n Tailoring.  

Press the Save  button to save your changes. Press the Return to Edit 

Report  button to return to the main edit page for this report. You can also 

return to your search criteria or search results pages.  

 

Edit this Report Again  

Press the Edit t his Report Again  button to make additional edits to 

the same report.  

For completed reports, changes made to the email address or any of 
the name fields will affect the Days remaining to edit this report  

field.  
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Edit Pending Reports  

Select a field below t o see notes specific to editing the field for pending  

Everything DiSC reports.  

¶ Email Address   

There is no limit to the number of changes to email address for 

pending Access Codes.  

Changing the email address will result in sending a new email to 

Respondent containing a new access code. The original access code 

will no longer be valid.  

¶ Leader Name   

ED 363 Leader names cannot be edited once Access Codes have 
been created. Unassign pending Access Codes and re -create the 

report to correct the leader name. (This  will be the leader name as 

seen by the raters, but will not be the name on the completed report.)  

Note that the name entered by the Leader while taking the assessment 

will appear on the completed report cover, and not the name entered 

by the EPIC adminis trator during Access Code creation.  

¶ Rater Info   

ED 363 Rater ype, name, email address and their inclusion in the 

report can be changed at any time for pending Access Codes.  

¶ Gender   






































































































































































































































