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Quick Reference Guide to Using the psychprofiler 
 
If your entry point to psychprofiler is as a web user to complete an individual assessment then 
follow these 7 easy steps: 
 

1. Use your internet browser and navigate to:  http://www.psychprofiler.com/ 
Click on the menu “Complete the psychprofiler now” or the “click here” to be redirected to the 
psychprofiler assessment platform. 

2. Click on Start New Assessment 
3. Complete details on the person being assessed and the assessment type 
4. Make payment 
5. Complete the assessment by responding to the questions 
6. Provide any other comments that may be relevant to the assessment (e.g. They were involved in 

a serious car crash three years ago.) 
7. Receive the assessment report 

 
If your entry point to psychprofiler is as a Multi-Use Licence owner then follow these 3 easy 
steps to provide an Assessment Token to the person who is to complete the assessment: 
 

1. Obtain the psychprofiler Multi-Use Licence 
2. Enter your Multi-Use Licence in the Assessment Platform home page and click ‘Go’ 
3. Select the required Assessment (i.e. Child and Adolescent, or Adult), the Assessment Type (i.e. 

Self, Parent, Teacher, Observer) and other details. 
Automatically deliver the single-use Assessment Token and hyperlink of the form to the person 
that is to complete the assessment (e.g. parent, teacher) by including their email address in the 
designated field. 
Alternatively, put your email address in the field and supply the Token separately to them. 
The Assessment report at the completion of the Assessment Details will be returned to you via 
email through the email address you enter. 

 
If your entry point to psychprofiler is after receiving an Assessment Token then follow these 6 
easy steps to complete the assessment: 
 

1. Obtain the single-use Assessment Token from the Multi-Use Licence owner 
2. Use your internet browser and navigate to:  http://psychprofiler.com/assessment/public/ 

Enter your single-use Assessment Token and click Go 
3. Complete details on the person being assessed 
4. Complete the assessment by responding to the questions 
5. Provide any other comments that may be relevant to the assessment (e.g. They were involved in 

a serious car crash three years ago.) 
6. Completion of the assessment, which includes automatically emailing the resultant assessment 

back to the owner of the Multi-Use Licence. 
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Detailed Guide for Using the psychprofiler to complete an Individual Assessment 
 
Step 1:  Use your internet browser and navigate to:  http://www.psychprofiler.com/ 
 

 
 
Click on “Complete the psychprofiler now”, or click on “click here” to be redirected to the psychprofiler assessment 
platform. 
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Step 2:  Click on Start New Assessment 
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Step 3:  Complete details on the person being assessed and the assessment type 
 

 
 
When you have completed the details, click Next. 
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Step 4:  Make payment 
 

 
 
Click Pay.  You will then be directed to PayPal for payment. 
 

 
 
You may now securely log in to PayPal and make a secure payment. 
 
After payment is made you will receive a confirmation message that will include your Token number.  
Do not lose this token number as it will allow you to return to the assessment in the future. 
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If you provided an email address on the details page then you will also be provided with an email 
confirmation containing your Token number and a hyperlink to the assessment. 
 

From: PsychProfiler Admin  
Sent: Sunday, August 17, 2014 7:12 AM 
To: jmartin1401@gmail.com  
Subject: PsychProfiler Token 
 
Dear Respondent regarding Helen Martin 
 
You have successfully created a token for the Child and Adolescent PsychProfiler v5 (oriented 
to DSM-5) Parent Assessment. 
The Token and Response data will be stored for one year only. 
 
Your Token Number is: abo6wmq3018a 
 
You may click on the following link or paste in into your web browser. 
 
Link: 
http://psychprofiler.com/assessment/public/index/checktokendetails/tid/aWkzaTZihzc2ZW
I= 
 
Regards  
PsychProfiler Team. 
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Step 5:  Complete the assessment by responding to the questions 
 

 
 
You may enter your response to each question by: 

• Using a mouse to click on the radio button 
• Entering a value of 0, 1, 2, 3, 4, 5 or 9 
• Using the left or right arrows and the enter key. 

 
After answering each question the screen will gently scroll to the next question. 
 
There is no distinction between leaving a question blank and a value of 9 No Response. 
 
None of the questions are mandatory, but obviously the more information you can provide the better the 
screening outcome. 
 
Progress can be monitored in the area at the bottom of the screen. 
 
When you have completed all responses, click Next. 
 
Should you run out of time you may “Close and Return Later”.  This will save your data entry.  You may 
return by entering your Token number at Step 2, or by clicking on the hyperlink in the email. 
 
An alternate method of data entry is provided for quick entry when copying responses from a paper copy of 
the questions into psychprofiler. 
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There is no distinction between entering the data using the Question/Response method or the Quick 
Entry method.  In fact, you can inter-change between the two methods as you enter the data. 
 
 
Step 6:  Provide any other comments that may be relevant to the assessment 
 

 
 
When you have completed the comments, click Next. 
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Step 7:  Receive the assessment report 
 

 
 
Your assessment will remain available on line using the token number for one year. 
 
After clicking Close, the report is displayed. 
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If on the details screen at Step 3 you entered an email address for the final report, an automated email 
will have been sent to that address containing the Assessment Report as a PDF. 
 
You may use the scrollbar on the right to view the full report.  You also have an option to “Print this 
report to PDF”, or “Email this report” to another person (e.g. your medical practitioner, your child’s 
school health professional). 
 



© 2014 Langsford, Houghton, Douglas and Strategy West Consulting  psychprofiler Software Guide 13

 

Detailed Guide for Using the psychprofiler Multi-Use Licence 
 
Step 1:  Obtain the psychprofiler Multi-Use Licence 
 
To obtain the Multi-Use Licence contact psychprofiler from the web site:  www.psychprofiler.com or email 
contact@psychprofiler.com  
 
The web site page “psychprofiler Costs” has a built in page to send a request. 
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psychprofiler will then process your request, and after payment a Multi-Use Licence code will be provided to 

you.  This is usually completed by psychprofiler via email but could be provided over the phone, via skype or 
any other suitable communication method. 
 
 
Step 2:  Enter your Multi-Use Licence 
 
Use your internet browser and navigate to:  http://psychprofiler.com/assessment/public/ or you can navigate 
to that page from www.psychprofiler.com home page. 
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Enter your Multi-use Licence Code and click Go. 
 
You will then be provided with a confirmation screen that provides details on the Multi-use Licence. 
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Click Next to continue to conduct an assessment. 
 
Note that you may enter a previous Token Number from this Multi-use Licence to access the Assessment 
Results.  This will not impact your number of uses of the Multi-use Licence Code since you are only 
obtaining data from a previous use. 
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Step 3:  Select your Assessment Type and other details for the assessment - including the email 
address to receive the single use Assessment Token 
 

 
 
You need to “Select Assessment” then “Select Assessment Type”. 
 
It is not mandatory but you should also enter the email address (and the confirm email address which must 
be the same) to send the Token when it is generated.  Typically this will be the email address of the person 
who will complete the assessment details, though an alternate approach is to email the Token to yourself, 
then forward the email to the person. 
 
Also not mandatory, but recommended, is the email address to send the final report.  Typically this will be 
you as the owner of the Multi-Use Licence Code. 
 
There is also a Check box that will prevent display of the Assessment Report at the completion of the 
assessment.  This is so that the Assessment Report is delivered to the medical practitioner and they can 
then review and discuss the report with the patient, rather than having the patient viewing the report prior to 
the medical practitioner and without proper medical guidance on interpretation. 
 
The remaining details (name, address, phone, etc.) can be completed by the person that will receive and use 
the single-use Assessment Token. 
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After clicking Next the single-use Assessment Token is generated.  The Token Number is shown on screen, 
and is emailed to the email address entered in the screen shown above.  This is also the step where one of 
your Multi-use Licence Codes is consumed. 

 
 
You should record the Token number for your records. 
 
An email containing the Token number will have been sent to the email address specified.  It will look similar 
to the following example. 
 

From: PsychProfiler Admin  
Sent: Saturday, June 28, 2014 9:27 PM 
To: awilson1404@gmail.com  
Subject: PsychProfiler Token 
 
Dear Respondent regarding  
 
You have successfully created a token for the Adult PsychProfiler v5 (oriented to DSM-5) Observer 
Assessment. 
The Token and Response data will be stored for one year only. 
 
Your Token Number is: mqztq32i333m 
 
You may click on the following link or paste in into your web browser. 
 
Link: http://psychprofiler.com/assessment/public/index/quiz/tid/aDB5bXQzGWE3djk= 
 
Regards  
PsychProfiler Team. 
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Detailed Guide for Using the psychprofiler Single-Use Assessment Token 
 
Step 1:  Obtain the single-use Assessment Token from the Multi-Use Licence owner 
 
You will be provided with the single-use Assessment Token for completing the assessment.  The usual 
method to receive the single-use Assessment Token will be as an automatically generated email similar to 
the email below.  However, you can be advised of the Token Number by email from your medical 
practitioner, phone, via skype or any other suitable communication method. 
 

From: drjackson@mypsychiatry.com 
Sent: Saturday, June 28, 2014 9:45 PM 
To: awilson1404@gmail.com 
Subject: Fw: PsychProfiler Token 
Dear Ms Wilson 
 
Your single use Assessment Token is contained in the forwarded email below.  Please go online and 
complete the assessment. 
 
Thank you 
 
Dr Jackson 
My Psychiatry 
drjackson@mypsychiatry.com  
 
 

From: PsychProfiler Admin  
Sent: Saturday, June 28, 2014 9:27 PM 
To: drjackson@mypsychiatry.com  
Subject: PsychProfiler Token 
 
Dear Respondent regarding  
 
You have successfully created a token for the Adult PsychProfiler v5 (oriented to DSM-5) 
Observer Assessment. 
The Token and Response data will be stored for one year only. 
 
Your Token Number is: h0ymt36qt37v9 
 
You may click on the following link or paste in into your web browser. 
 
Link: http://psychprofiler.com/assessment/public/index/quiz/tid/aDB5bXQzGWNnE3djk= 
 
Regards  
PsychProfiler Team. 
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Step 2:  Enter your single-use Assessment Token Number and click Go 
 
Use your internet browser and navigate to:  http://psychprofiler.com/assessment/public/ or you can navigate 
to that page from www.psychprofiler.com home page. 
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Enter your single use Token number and click Go. 
 
Alternatively you may click the hyperlink in the email that contains the Token number. 
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Step 3:  Complete details on the person being assessed 
 

 
 
The other details on the screen were previously completed by the person that provide you with the single-
use Assessment Token Number. 
 
You cannot change the “Assessment”, “Assessment Type”, the email fields or the Checkbox for the Final 
Report at Completion. 
 
When you have completed the details click Next. 
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Step 4:  Complete the assessment by responding to the questions 
 

 
 
You may enter your response to each question by: 

• Using a mouse to click on the radio button; 
• Entering a value of 0, 1, 2, 3, 4, 5 or 9 
• Using the left or right arrows and the enter key. 

 
After answering each question the screen will gently scroll to the next question. 
 
There is no distinction between leaving a question blank and a value of 9 No Response. 
 
None of the questions are mandatory, but obviously the more information you can provide the better the 
screening outcome. 
 
Progress can be monitored in the area at the bottom of the screen. 
 
When you have completed all responses, click Next. 
 
Should you run out of time you may “Close and Return Later”.  This will save your data entry.  You may 
return by entering your Token number at Step 2, or by clicking on the hyperlink in the email. 
 



© 2014 Langsford, Houghton, Douglas and Strategy West Consulting  psychprofiler Software Guide 25

An alternate method of data entry is provided for quick entry when copying responses from a paper copy of 
the questions into psychprofiler. 
 

 
 
There is no distinction between entering the data using the Question/Response method or the Quick 
Entry method.  In fact, you can inter-change between the two methods as you enter the data. 
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Step 5:  Provide any other comments that may be relevant to the assessment 
 

 
 
Enter the comments then click Next. 
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Step 6:  Completion of the assessment, including Emailing the resultant assessment back to the 
owner of the Multi-Use Licence. 
 
If the Owner of the Multi-Use Licence Code that provided you with the Token number elected to withhold the 
Assessment Report, you will receive a message similar to the following. 
 

 
 
 
If the report was not to be withheld, then you will be shown the report, similar to the following. 
 

 
 
Your assessment will remain available on line using the token number for one year. 
 
After clicking Close, the report is displayed. 
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You may use the scrollbar on the right to view the full report.  You also have an option to “Print this 
report to PDF”, or “Email this report” to another person (e.g. your medical practitioner). 
 
 
End of psychprofiler Software Guide 
 


