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Customization Tips: Getting Started @

ADMIN WEBSITE: https://www.FinxS.com/admin

Enter your information:

. Username: Enter your username and password below
» Password:
* Click “Submit” Usemame | &

Password wal

Forgot password? Submit ’\

*If this is your first time to your user account you will need to accept the
“Conditions for Use”

Additional customization tips can be found in the How to Add a Logo to
your report and How to Create a Job Template tutorials on our VIP

Client Resource Site.

www.E DISC.
FinxS One system - unlimited possibilities 1 ;St:nZdQeBdGO?g n



http://www.extendeddisc.org
https://www.finxs.com/admin

=
&

Image Manager

Adding images to a report
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Image Manager: Adding images to reports @

» Upload an image into the system to insert into report. To do this, from main \
menu tabs click on Templates and choose Image Manager

Templates Reports ¥ Projects ¥ Database ¥ P, Sign out Language v Prospect Demo

Behavioral Competences
Tip Groups

Job Templates

Image Manager

Report Templates

@ Projects - Direct link to managing your projects

@ Databases - Direct link to your database

Note: Contact us if you need access
to Image Manager

.ExtendedDISC.org
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Image Manager: Adding images to reports @

+ To upload a new image, click on the o sign in the bottom left corner

* Fill in the Name (required) of the image and Description (optional)

* Click on Choose File and select the image to upload

* Press Save to add to your Image Manager Library. Use the Report Designer to insert image into
report or Template to insert onto a report cover

IMAGE MIANAGER

Bigstockpportrait-of-dentist-and-dent | confirm that | have th right for this image, and | am not going to include the image in anything that would be illegal, unethical or violate someone's
Extended-disc-horizontal copyright, and that the image does not contain anything unethical or illegal. | will be responsible for any concesequencies from using this image or
allowing other users to use it.

Owner Prospect Demo

Name

Description

Image file | Choose File | no file selected
Primary language | All languages s

Cancel E
L

Note: Image must be 900Kb or
smaller and in .png or .jpeg format

yw.ExtendedDISC.org
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Report Designer

Editing a Report
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Report Designer — to Edit a report

» The Report Designer is the place to customize your report; it places a specific field in the

&

Report (e.g., text, image, space) by drag-and-dropping it to appropriate place.

® © ® /[J] someof the mostandleast p- X ) F FinxS x

Christina

< C {3 | @ Secure | https://www.finxs.com/admin

F FinxS K7 ZOHO @) GTM

Tel & B

i3 Apps (© ADMIN INSTRUCTL...

FinxS

@ Extended DISC 5 HUBSPOT (@ PUBLIC WORDPRE.. @ VIPNEW (D QB [ Outlook Web App [} EDOS @ YOUTUBE CLIPS -...

Database ~

&

Sign out Language v Prospect Demo +

&@QAw aDoO :
@ FinxS VIRTUALPP  »

From top menu tabs

Projects - Direct link to managing your projects

Databases - Direct link to your database

FinxS8®

My Reports -

» Core You Reports (5)
» Extended DISC Reports (20)

» Select and highlight the
report from “My
Reports” (left-hand
column) to edit

t_Analytical Prob.
 ABC Inc ndividual Assessment
“ ACME Individual Assessment (.
“ Clone of Health Care Professio..

ESG interview (extended)

Reports

Users v Templates ~

Summary

Report Designer | Preview

Rept

system name
Name in default language
Report type

Report Pronoun

Rep:

Show page numbers

Cloneable

Report Template the report is based on

Ass

click on Reports and
choose Reports from
pull down menu

Reports ¥ Projects ¥ Database ¥ Points ¥ Sign out -] Language @

Prospect Demo | Change

Cloned Report- Individual Assessment
Cloned Report- Individual Assessment
Single person report

He

Behavioral Analysis Report

‘Standard individual report for self-development. This is the best place to start. Use for: any self-development situation or wh

Uncategorized
English (US)

English (US) (Change in Report Designer)
06.07.2023 20:13:53 / 06.07.2023 20:14:35
Tuser | Eat

Green Tip Tahoma Font Template

The Report is currently associated with the following resources:
» Behavioral Analysis projects (0)

&~ Tip: Clone the original report you want to make edits to; many of the
changes/edit you make in Report Designer CANNOT be undone.

%
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Report Designer — to Edit a report /-e

Flnxse Users ¥ Templates ¥  Reports ¥ Projects ¥  Database ¥ Points ¥ Sign out ) Language @ :
Report Designer Preview

e i * Once the
Owner Prospect Demo | Change

» CORE Individual (6)

.
» CORE Individual/Additional (16) Report system name Cloned Report- Individual Assessment re po l | I S

» Core Reinforcement Reports (14)
Name in default language Cloned Report- Individual Assessment

» Core Short DISC Reports (3) =
e selected, clic

» Core You Reports (5) Report Pronoun He M
. Report
» Hiring Reports (3) Report tool Behavioral Analysis Report

» Industry Specific (4) Open 360 questionnaire " 1)
Designer

Description Standard individual report for self-development. This is the best place to start. Use for: any self-development situation or whe

» Management Reports (53)

» Relationship Roles (2) Sholpagelnfirbers Yes
» Sales 18 - Individual (11) Cloneable Yes
Sales 18 - Te 5
bovaes eam () Automatically available for new users No
» Sales Manager 18 (3)
» Self-Study Workbooks (3) Available via API No
» Students (4) Report Group Uncategorized
» Team Culture Reports (16)
Languages available English (US)
» Team/Pair - Insperity (1)
~ Uncategorized (12) Default Language English (US) (Change in Report Designer)
b 022423f Individual Assessment Created / Updated 06.07.2023 20:13:53 / 06.07.2023 20:14;
4 032423 Mgmnt_Analytical Prob...
4 ABC Inc ndividual Assessment Usage rights 1user | Edit

“# ACME Individual Assessment (...
< Clone of Health Care Professio...

<+ Cloned Report- Individual As... PeaeeE e

Coaching Report
ENTERPRISESG -Career Develop... Print type
ENTERPRISESG+Individual

Report Template the report is based on Green Tip T Font Template

port is currently associated with the following resources:
» Behavioral Analysis projects (0)

Cover Page & Content Pages

ESG interview (extended)

Report Designer Preview
¢ My Individual Assessment - ED...

“+ My Sample Individual Assessm...

o Copyright 1995 - 2023 Finxs Oy Ltd ~ Agreements  Privacy statement  @finxsbackstage
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Report Designer — Sections /-

The reports are divided into different sections. It can be one or multiple pages in length. In \

multi person reports you may not know the exact length of a section because it depends on
the number of people in the Report. A section is always followed by page break.
Click on the Section you want to edit from right column (e.g., INTRO, PROFILES, etc.)

Create Library Section Preview this section Copy this section Delete this section

-+
Language: English (US) ~

Add section
from library

Mowve Delete

1 -~ 3
INTRO
d color: [
2 -~
PROFILES
ext 3 -~
Comfort
Areas
Mowve Delete
a P
— You at a
d color: Glance
s -~ 3
termined in a very large part by how well you interact with other people. Your ability to -
zial skill in succeeding in your profession and creating successful, long-term relationships Motivators
s and family members. - -
ple. You almost instantly and effortlessly understand the other person. The
ing of what is being said. It is as if the person sees you and the rest of the world in very Demotivata
ast time it happened. Wasn't it effortless and uncomplicated?
not flow as easily. You cannot quite understand where the other person is coming from, ” s
‘e an uncomfortable feeling the other person is experiencing the same. You know the e aTH
r to feel disappointed, frustrated and even tired. It takes energ effort and concentration

Grayed out Sections are section templates and cannot be
directly edited. You will need to make edits in your Section
Library or contact us to request no sections report.

- . . . gy —g“M “M NM' =
FinxS One system - unlimited possibilities 1E;8t$n2d;8d(?()|$§ 3
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Report Designer: Moving and deleting a Section @

+ To move a section click and drag the “+” on the Section up or down. \
» To edit the Section title, click on the pencil icon on the Section.
» To delete an entire section click on “Delete this section”. It CAN

Create Library Section Preview this section Copy this secsi

Language: English (US) ~

INTRO
d color: [
2
PROFILES
Text 3 S+
Comfort
Areas
Move Delete
a4 &+
— You ata
d color: Glance
5 & 4+
termined in a very large part by how well you interact with other people. Your ability to v
cial skill in succeeding in your profession and creating successful, long-term relationships Motivators
s and family members. =
ple. You almost instantly and effortlessly understand the other person. The
ing of what is being said. It is as if the person sees you and the rest of the world in very Demotivata
ast time it happened. Wasn't it effortless and uncomplicated?
not flow as easily. You cannot quite understand where the other person is coming from, BNt
‘e an uncomfortable feeling the other person is experiencing the same. You know the STRENGTH

TIP: Use Preview or Preview this section after any edits to
clearly see final report appearance. ‘

- . . . ageg élu “N “M' =
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Report Designer — to Edit Text @

+ To edit text, click on Text Box and edit text box field will appear. Make edits and click “Save” \

(FontFamily ~ FontSizes ~ B /7 UE E=E A == 1S P X% X* First name Last name Full name

The DISC Behavioral Styles - The Key points:
In the following pages you will learn about the four DISC-styles. As you get comfortable with their own unique traits and tendencies, please keep the following important
points in mind:

None of the styles are better or worse.
All styles have strengths and development areas. They just happen to be different.
Your style does not l|m|t what you can accompllsh or how succesful we can be It sumply predlcts how you tend to do thlngs

 Use the tool bar to edit font, font size, color, alignment etc.
* You can insert name field into text; system will automatically insert individual’s name

| Tahoma > 12pt = = iI= i= & @ x, X* Firstname Lastname Full name

Very Brief Background of the Extended DISC® Mode

FinxS One system - unlimited possibilities ’.IE;Bt"ImZ%%ngI?g.or
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Report Designer — Categories @

* Report Designer categories -1
can be chosen from the pull F'“XS

down menu in the upper left
corner. They are used to - General Fielde

add additional content and Border
data to a report. Empty space

General Fields -

Image Intro

. . P break
» Categories include: ——

» General Fields (e.g.,
spacing, image, text, etc.)

» Behavioral Descriptors

 Graphics (e.g., profile and
Diamonds)

» Behavioral Competences

* DISC (non-graphical)

Text
Workbook
Competence legend

Two column field

www.ExtendedDISC.org
1.281.298.6073
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Report Designer: Changing Title of Report @

* In Report Designer, click on “Template section” from Sections (right column)

Click on Cover section header title to edit title of cover page

Click on over Cover section header text to edit text of the cover page below the title.
| Click on Content page header title to edit title of content pages.

* Press Save and Preview

FinxS r

Preview  Name: TW Testing Standard individual-no sectiogfg #

o o

les ¥ Reports ¥ Projects ¥ Database ¥ Sign out Language v

Languages v

Template
section

Preview cover page
+
Language: English (US) v Language: English
(Also defadlit language for printing)
Add section
from library
Cover sectidn header title: 1 s
.. INTRO
Individual Assesspnent —
PROFILES
Cover section header text: 3 2%
Comfort

as
This assessment is based on the regponses given in the Extended DISC®&#dividual Assessment Questionnaire. This assessment should not be the sole criterion for making decisions about oneself.
The purpose of this assessment is/fo provide supporting information for the respondent in self-development “ %

Your

5 44
Content page header titl Demotivato

Individual Assessment

6 2%

TIP: Use Preview after saving any edits to see final report
appearance

] 8 L. www.ExtendedDISC.org
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Report Designer: Adding DISC Colors to Profiles

1

» Click on Profiles section from right column
Check Profiles with Colors to add color or uncheck to remove colors

Template
section
Include percentages || Profiles With Colors

Use the slider to adjust image height in the report

NO COLOR [

@

348

™N

Include percentages [ Profiles With Colors

Use the slider to adjust image height in the report:

( )
348

Profile | - Perceived Need to Adjust #

2 #£%

Profile Il - Natural Style #

PROFILES

Profile | - Perceived Need to Adjust #
D | S c

Profile Il - Natural Style #
D | S [

3 L%

Comfort
Areas

@ #d

FinxS One system - unlimited possibilities
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Adding DISC Colors Report Profiles @

 Click on Comfort Areas or Section with Diamond \
Check or uncheck Use Background Color

Align image | left "] Use background color

@ the slider to adjust image height in the report:

setion NO COLOR

Diamond with arrow

Alignimage | left ¢ Use background color

Use the slider to adjust image height in the (epo&

(

Diamond with arrow

X ffg"c}?

<1/
Vs
| <
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Extended DISC VIP Client Resource Site @

www.ExtendedDISC.org
+1.281.298.6073

For questions and additional tips:

Extended DISC VIP Client Resource Site

Sign up or login in for articles, admin instructions,
recorded webinars, sample reports, training
resources and updates.

www.ExtendedDISC.org
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