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Daily Report from Carrier 
We will receive a daily email from Carrier with the previous day’s Communication is key purchases. 

Open up our tracking spreadsheet  

Z:\Online Training\ MLC and Contractor Academy Communication is Key Assessments 

Copy any new purchases from Carrier’s spreadsheet to our spreadsheet 

Add it to the bottom of the spreadsheet, save 

 

 

Email Request Received from a Customer 
Find the customer on the tracking spreadsheet 

Z:\Online Training\ MLC and Contractor Academy Communication is Key Assessments 

If they are not on there, check to see if they are a customer of Contractor Academy 

Go to Users on the backside and enter their name in the search field.   

Look for a Level 1, 2, or 3 membership 

If found, then enter their name onto our tracking spreadsheet 

 

 

 

 

 



Composing Email to the Customer 
Reply to the email with the following verbiage, but WAIT to send.  You will be putting in the password 
in the yellow highlight area. 

 

Hello 

Thanks for purchasing the Communication is Key lesson!  Here are the directions for completing the 
complimentary assessment.  Please note, this assessment and link is specific to you and can only be used 
1x. 

Go to  https://www.ttisurvey.com/396150KMA- Enter the password _____________ and follow the 
directions. 

This assessment should take no more than 20 minutes to complete. Complete it when you will not be 
disturbed and don’t ask for input from anyone else. There is no right or wrong answers to this. Go with your 
initial gut reaction and don’t over analyze your responses. When you are done, the resulting report will be 
sent to you via the email you entered at the start of the assessment.   

Thanks and have fun! 

 

 

Getting the Password from TTI 
https://www.ttiadmin.com/admin/login 

 Login – ps4336 

 Password – quicken1 

 

Click on the Link tab 

 

 

Find and click on the Contractor Academy link 

 

 

 

https://www.ttisurvey.com/396150KMA
https://www.ttiadmin.com/admin/login


Click on Edit 

 

 

You will see a list of passwords.  Hand them out in descending order.  (12 down to 1) 

HOWEVER, compare the last password against the tracking spreadsheet.  It is possible that a password 
was handed out but has not been used yet.  

 



In this case, password #12 was already handed out, but not yet used.  So you should hand out the next 
password in descending order which is #11.  It should also tell you this in the highlighted area at the 
bottom of the spreadsheet. 

 

 

For the tracking spreadsheet: 

• Copy the #11 password from TTI and past it into the tracking spreadsheet next to their name. 
• Indicate #11 by it as well.   
• Highlight their name in blue that a password has been handed out 
• At the bottom, change the number of the “hand out password” to whatever that next password 

would be.  In this case, it is #10 

In the email to the customer, paste their password into the highlighted yellow area and send. 

 

Hello 

Thanks for purchasing the Communication is Key lesson!  Here are the directions for completing the 
complimentary assessment.  Please note, this assessment and link is specific to you and can only be used 
1x. 

Go to  https://www.ttisurvey.com/396150KMA- Enter the password _____________ and follow the 
directions. 

This assessment should take no more than 20 minutes to complete. Complete it when you will not be 
disturbed and don’t ask for input from anyone else. There is no right or wrong answers to this. Go with your 
initial gut reaction and don’t over analyze your responses. When you are done, the resulting report will be 
sent to you via the email you entered at the start of the assessment.   

Thanks and have fun! 

 

Save the tracking spreadsheet and you are finished! 

https://www.ttisurvey.com/396150KMA

