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Introduction

Overview

The TalentClick Portal is a user access dashboard that is accessible via your browser and contains your
TalentClick reports for all users at your site.

* Features
+ Easytouse
+ Search by date, group code, name
+ Click to view reports
+ Send participant assessment links
+ Create, suspend, clone new user accounts
+  Download reports
+ Download groups of reports to zip file
* Count of reports
+ Generate “usage” and “Team” Reports

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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Login

How to access the TalentClick portal

Go to https://reports.talentclick.com/
Username is your email address
Password - Set by user via email link

Homepage - This is the first page you see when you log in. By default, it shows your most
recent results by date

hWN-~

FA cliertcarei@talentclick,com

TalentClick
Login Announcements
Username Mew Resources Availabla:
Hovwy to Awoid Linconscious B
Password

8 2ermember Uzername o B R
3-minute demo video

LOER demonstration hera

Farrpsd pAs et

Forgot Password?

1. Go to http://reports.talentclick.com/
2. Click the “Forgot Password?” Link

Login
Username
’ |Password |
[J Remember Username

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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3. Enter your email address and click “Send Request”

Create New Password

| ‘Email Address I

SEND REQUEST

4. Check your email inbox for email validation.

Note: The validation email contains a link you'll need to assign a “Password” to your TalentClick portal

account. The link in the email is active for 24 hours. You will need to repeat the process if the link
expires.

5. Click the link in the email validation message to reset your “Password” (Please note the special
characters and on screen requirements for your new password)

6. Once your password has been “Successfully” changed, log into TalentClick portal with your new
password.

Changing your password in the TalentClick Portal

Login to your Talentclick portal

Click on Settings > Password tab

Click on “Send” . This will activate the “Send email with reset URL link to user”

Check your email inbox for the Email reset link request

Note: (If you don't see the email in your inbox in a couple minutes check your “SPAM and Junk folder”

=

Note: The validation email contains a link you'll need to assign a “Password” to your TalentClick portal
account. The link in the email is active for 24 hours. You will need to repeat the process if the link
expires

5. Click the link in the email validation message to reset your “Password” (Please note the special
characters and on screen requirements for your new password)

6. Once your password has been “Successfully” changed, log into TalentClick portal with your
new password.

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778




TalentClick PORTAL USER GUIDE

Workforce Technologies

Searching for Results

General Search
(by name, date, report type)
1. Login
2. General Search includes Name, Date Range and Report type
* Name - will bring up the name and variations of the name you enter
* Date Range - allows you to choose a day or date range to find completed reports
* Report Type - allows you to choose Participant or Employer versions of the report
* Clear Search - you must click ‘Clear Search’ to erase old search parameters and begin a
new search
* Count of results - shows the total sum of the reports that your search generated

Name Product Report From To
*ALL* v *ALL* ¥ | | 2012-01-01 2020-07-09
== Benchmark Group Code

All items checked w

3. a. Product - allows you to search for different product report types (ex. WPP, SQ or CIA)

Name Product Report From To
*ALL* v ALt ¥ 2012-01-01 2020-07-09
< Benchmark Group Code

All items checked m

b. Group Code - allows you to search all assessments completed by a specific recruiter using a
specific group code

Name Product Report From To

*ALL* ALY TR ¥ | 2012-01-01 2020-07-09

<= Benchmark roup Code
Allitems checked SEARCH

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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Fit Score Search

A Fit Score provides quick, at-a-glance, insight into a participant’s fit for a specific role. You can
instantly see how well a participant’s assessment results align with the ideal score ranges for a
specific role.

‘Search by Fit Score’ saves time by prioritizing the people most likely to be a good fit. It gives a
TalentClick user (Administrator or Standard) the power to:
+ Generate Fit Scores for a group of participants based on fit to a selected Benchmark
+ Assign a “Minimum fit score” to filter results of individuals who have a higher fit score
above that threshold
+ Sort the list by Fit Score results by highest to lowest fit

Searching by Fit Score
To search by “Fit Score” for a specific Benchmark, navigate to the “Assessments” page of the portal.

1. Click on “Add Benchmark” icon

TalentClick
Predict Strengths AND Risks
Name Product Report From To
**ALL** v **ALL** ¥ | 2012-01-01 2020-06-16
== Benchmark Group Code
| Group Code Last Name

Mo records to display.

2. Select the Benchmark you want to use in your search.

Note: Custom and Standard Benchmarks you currently have in your Benchmark Library will appear in the
Benchmark selector. If you have a new custom Benchmark you want to search by, you can add it to the
Benchmark library (Analytics tab>Benchmark) before performing this step.

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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3. Use the slider to select the ‘Minimum Fit Score’ (0-99)

Select Benchmark for Fit Scores X

Benchmark Filter Companies
A - Test -
©mE
Accounting: AP/AR Clerk TC |E| m
Accounting-Auditor TC |E| m
Administration TC |E| m
Assembler TC E:i E : m
115 row(s)

Minimum Fit Score: 0

4. Click ‘Done’
5. On the Assessments page enter any additional search criteria (e.g., Group Code
or Report Type)

6. Click “Search”

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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T R e e R N L I Alkzms chackod m Seard wwnarned 32 repe s
2 - < Fr Zcore " = RRpoeT
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(]} TEST2E Talerelick AVF IO Loczthon i Zulnz Lz BE Zammzry Employor 7 Jul 2020 - P
L

Results are returned for the participants who meet the criteria and their “Fit Scores” are listed in
the Fit Score column.

You can click on the Fit Score column header to sort by Fit Score.

Note: If you get too many or too few results then consider increasing or decreasing the “Min Fit
Score” in step 3.

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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Sort Results
1. Each column of search results can be sorted by alpha order or numerical order by clicking the
arrows beside the column name

Report

View Results
1. Click the PDF icon on the right-hand side of the screen
2. The selected report will open in a new browser window

(] Group Code Last Name ~ First Name Fit Score Product Report Date PDF gﬁi“’;’;
[m] TEST37 - TalentClick - AVP sample Otis Summary Employer 19-May-2020 @

[m] TEST37 - TalentClick - AVP sample Nancy Summarn y Employer 19-May-2020 & 5
O TEST37-TalentClick - AVP sample Kevin Summary Employer 19-May-2020 TS

[m] TEST37 - TalentClick - AVP sample Eric Summarn y Employer 19-May-2020 & 5

Download Results
1. Click the check box under ‘Select’ of the report (s) you wish to download
2. Click ‘Download’ from the menu bar
3. Reports are downloaded to a zip file. Zip files will automatically show up in your ‘Downloads’
folder.

Hame Praguct Heport trom Io

AL - AL ¥ lpmporn | @ om0
-+ Benchmore Group Code
Hin D enime #llizzms enaceed Scarth rewmea 57 reports
[} Graup Code Lacr Name Frer Name Fit Seare Praduer Report nare POF ;\"'F”;:',

TEST37 - TslenChick - AVP 19-May-2020

O TEST37-TzkentClick - VP Sample Nancy Summary Employer 13-Vay2020 =

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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TalentClick Portal Report Builder

The report builder is a feature that enables a TalentClick user (Administrator or Standard) the power to:
* Create individual AVP Reports
* Overlay benchmarks from the library (max 4 benchmarks on single report)
+ Select Sections to include on a report
+ Arrange/rearrange order of each dimension section (All Products)
* Generate interview questions based on the participant's scores relative to the benchmark
+ Assign length of interview report by selecting the number of dimensions included on report
+ Locally Save and Print new Benchmark Report

Note: More Report Types and functionality are on the way in future updates. Stay tuned!
Creating Individual AVP Reports

To open the TalentClick Report Builder click on the “Report Builder” icon on the “Assessments” page on
the TalentClick portal.

Settings:
1. Select Report types from “Reports” pull down
2. From ‘Language’ select the available languages for the report. (more languages to come)
3. Detailed Areas per Benchmark: Select the number of extreme dimensions results you want
included on the report.

TalentClick

Report Builder

o Sample
Group: TEST3T

2020-03-23 EMPLOYER
REPORT

Reporms | AWE Emploper

[r— o ———m e [ -
T m m H E I
v S

# Benchmaris

Show Interview questions - This option will display sample employer questions that can be used during
an interview session with a candidate.

Show Performance Management Tips - Performance Management Tips in the report are helpful
suggestions for what to expect from the candidate in terms of their strengths or what comes naturally to
them, and tips on how to best coach, manage and develop them. Useful for both candidates and existing

employees.

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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5. Products: Click Products to select the available products to include on the report and drag to

“Selected"” side

Select/Reorder Product

Not Selected

Selected

Esa
mwpp
mw

Note: To remove the Benchmark from the Report you can click the ‘X’ on selected “Benchmark” list.

Reparzs | AYP Inkeremes "

Languags | Englih =

Oimension: Per Banchmark |4

[ Show Fit Secran

+ Earc-ma-ka
COOURTIN R A Cle ]
Al Crner Manages =
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6. Benchmarks: Add up to 4 benchmarks to include on the report. Use “Benchmark” filter to
search the library.

Select Benchmark x

Benchmark Filter Companies

A- Test -

Field Investigator
Health Care-Personal Attendant

Taxi Driver - LOW Performer

BEB
HHH

Accounting and Finance TC W m
Accounting-Auditor Tc |: _E w
Administration Tc w:i m
CEO TC m m .
92 row(s)

7. Download and Print Report: Click on the Report, then click on the “Download” icon

TCT990_Sample Kelly_TCAVPEmployer_20200717-.. 1 /1

WORKSTYLE Ouigoing Regimented Reactive
LEFT SIDE MID-LEFT MID RANGE MID-RIGHT RIGHT SIDE
Non-Dominant Dominant
Contented Achievement-Focused

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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Sending Assessment Links

The Invite menu allows you send an email to candidates and employees, supplying them with an
assessment URL and instructions to access the survey.

&85 English (US) ~

TalentCIiCk Assessments Partneresources Analytics Settings Help Profile ~

There are two ways to send invites:
1. Invitation
2. Campaigns

oo AR

Send An Assessment Invitation-

1. Fill out the fields below to create an email to send an assessment invitation to a participant.
2. Click Send Email to send immediately or Copy/Paste the email template into your persenal email to send to the participant.
3. You will receive an email notification when the participant has completed the assessment.

Invitation:
By selecting the ‘Invitation’ option, you can share a universal assessment URL with one or several email

recipients through an email message. This method is optimal for most situations when a participant needs to
complete the assessment without constraints, such as URL expiration dates or limitations on the number of
send attempts.

Campaigns:
A ‘Campaign’ allows you to send participant invitations individually or in bulk via CSV file import, as well as

establish assessment URL expiration dates, monitor participant progress, send reminder emails to those
who haven't completed the assessment, and more. Each unique campaign link is generated for a specific
participant and can only be used once.

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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Invite / Assessment Link
The “Invititation” tab enables you to send an email containing the generic assessment link for the survey to the

participant (non-unique participant link).

1. Click on the “Invite” tab from the TalentClick home screen menu

2. Click on “Invitation” tab

3. Input the participant's name and email address in the designated fields

4. Click on the “Select Assessment” pull down to choose the group code associated with the link you want to

send

Send An Assessment Invitation-

1. Fill out the fields below to create an email to send an assessment invitation to a participant.
2. Click Send Email to send immediately or Copy/Paste the email template into your personal email to send to the participant.
3. You will receive an email notification when the participant has completed the assessment.

Participant Name:

(required)
Select Assessment; -
. TCT166 - Greg Ford - WPP WVA only link b
(required)
Assessment Url: httpsz//ca.talentclick.comu

Participant Email:
(required)

CC List:
(Semicolon separated list)

BCC List:
(Semicolon separated list)

Email Subject:
(required)

Advanced Edit Email Template

Email Template

Assessment Invitation

Hello {{User.Name}},

Welcome and thank you in advance for completing this personality and behavioral assessment!

5. Edit the Email Template if needed (Optional)
6. Click “Send Email”

Note: A different approach is to copy the “Step 3” link and paste it into a customized email directed at the participant.
This allows for email formatting and inclusion of your company’s branding. Distributing the assessment link via your offi-
cial company email minimizes the likelihood of it being flagged as spam.

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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Invite / Campaign Manager
The “Campaign” tab allows you to distribute a survey assessment link via email to participants. You can create
participant groups manually or import them through a CSV file, set expiration dates for the assessment URL, track
progress, send reminder emails to incomplete participants, and more. The unique, single-use links generated help
to prevent duplicate entries.

1. Click on the “Invite” tab from the TalentClick home screen menu

2. Click on “Campaign” tab

Creating a New Campaign

1. Click on “New Campaign”

Invitation ~ Campaigns

New Campaign Search | Clear  ~

!

NAME TYPE PARTICIPANTS GROUP STATUS CLOSED ACTION

No Campaigns have been created

2. Enter Campaign details (Name, Description, Group Code, Delivery Method, Closing Date, and Time Zone)

# Campaigns > & New Campaign
E—: Details

Name

Description

Group Code

Delivery Method

ABS001 - Absolute Software - AVP Combo v

(Select Delivery Mecl ~

Closing Date yyyy-mm-dd ]
Time Zone (Select your time zone) v
Save Cancel Delete
3. Click “save”

4. Click “Next”

Adding Participants
5. On the “Participants” tab select “New” to manually add the participant details OR select “Import” to upload

a CSV file of email addresses.

== Details | &g Participants (1) | B§ Message Templates & Send i Statistics %0 History

New Import Clear All Search Participants Search

PHONE STATUS

Pending Df IE]-

Next >

FIRST NAME LAST NAME EMAIL ACTION

test tester test@test.com

< Back

Note: CSV Import files require: first name, last name, and email addresses to import successfully. Ensure you
don't have duplicate email addresses in your import. If duplicate email addresses exist on the same campaign,
the duplicate will be ignored. CSV column labels or headers are not needed.

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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6. Click “Next” when you are finished importing your CSV file or manually entering your participant
information.

Editing Participants in a Campaign (Action buttons)
On the participants tab you can use the “Action” buttons to perform various actions.
+  Usethe Df Action button to edit the participant name and email address and view the unique URL
assigned to the participant. Click “Save” to update the changes
+  Usethe '|L-||' Action button to delete the participant entry.

+ For large participant lists you can use the Search bar to locate a specific participant on your campaign
list.
. Clear Al “Clear All” will remove all the participants and data from your campaign.

7. Message Templates: Create new email templates or use the existing templates

5> Details &% Participants (1) [ O Message Templates  |[BSend  jif] Statistics D History

New

Active Templates

NAME DESCRIPTION SUBJECT INVITES | ACTION

=
Initial Invitation First contact TalentClick - Assessment Invite 0 8 0]
Reminder Send out after two weeks TalentClick Assessment : Reminder 0 lﬂj

< Back Next >

Note: Action Buttons are used to edit, copy, or delete message templates.

Creating or Editing a Message Template (Action buttons)
Click “New” to create a message template from scratch, OR:
+  Usethe |:/j Action button to edit the existing Message Template

*  Usethe i Action button to copy the existing Message Template

+  Usethe '|L-||' Action button to delete the existing Message Template

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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Creating or Editing Message Templates

E Details &% Participants (1) EE Message Templates [ Send ,_ﬂﬂ Statistics ~ ¥X) History

MNew

Active Templates

NAME DESCRIPTION SUBJECT INVITES ~ ACTION
Initial Invitation First contact TalentClick - Assessment Invite 0 g w
Name Initial Invitation
Description First contact
__Subject TalentClick - Assessment Invite
EOd}l‘ B 75 U agu i=i= == Times L

Use the following placeholders Hi {firstname} {lastname},

to create the template:
{firstname}
{lastname}
{uniquelink}

Welcome and thank you in advance for completing this personality and
behavioral assessment.

Click on the link below to begin the assessment and be sure to read the
instructions carefully:

{uniquelink}

Save Preview Cancel

« Input or update the “Name” and “Description” for your own tracking purposes

« Input or update the “Subject” line for the email participants

« Compose or edit the primary message in the “Body” section of the template. Employ placeholder tags to
merge elements like “{Firstname}” and “{Lastname}.” The placeholder tags can be copied by clicking button
and pasted into the body
Note: Make sure to employ the placeholder tag for “{Unique Link}" or the Assessment URL will not be
included in the email

« Utilize the formatting bar for basic message styling. Use the “Preview” button to ensure proper appearance

*  Press “Save”

Repeat as needed for remaining templates. Click Next to advance to the “Send” tab.

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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Sending the Email
8. Onthe“Send" tab, click “Schedule Message" to compile the items to email to candidates or employees. This

step combines the link details, participants and message templates.

== Details %R Participants (1) 5§ Message Templates | B=Send | Jif] Statistics %9 History

Schedule Message

EMAIL TEMPLATE STATUS SEMD DATE RECIFIENTS ACTION

Initial Invitation Scheduled 2023-05-04 1 (9+ @ (]
¢ Back Next >

9. Select the type of Invitation you want to use. For the first email select “Initial Invitation.”
Note: Message Templates you created or edited in the previous step will be available in the “Select

Template” pulldown menu.
EDetaiIs &8 Participants (1) EEMessageTemplates B4 send ‘_ﬂﬂStatistics D) History

Schedule Message

Select Template | Initial Invitation | v

Schedule Set Schedule v
Send Date/Time 2023-05-04, 12:00 PMI
Recipients | Mot Started or Partially Complete. w

Save Cancel

Set a Schedule or “Send Now”
Select the Recipient group
10. Click “Save.” If the schedule date and time is in the future then the email will be held and scheduled for that

date and time.

Scheduling and sending a “Reminder” email
11. Click “Schedule Message”

= petails & Participants (1) BF Message Templates| B=Send | Statistics ~ ¥T) History

Schedule Message

Select Template v
Schedule Set Schedule v

Send Date/Time | 2023-05-04, 12:00 PME) |

Recipients | Not Started or Partially Complete: V|

Save Cancel

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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* Select Template: “Reminder” (or a reminder template you created on the Message Template tab)

* Set a Schedule: With a future date before the expiry of your assessment url link.

* Recipients: select “Not Started or Not Completed”. Ideally you would only want to send participant reminders

to those who have not yet completed the assessment.

* You can send as many reminders you feel is appropriate during the campaign. It's recommended that you
have at least one reminder email a couple days before the end date of your campaign. This will increase your

campaign response rates.

12. Click “Send": Your email will be scheduled according to your preference. The Send status of each email will

be displayed on the “Send” tab.

# Campaigns € TC Sample Test

== Details  #% Participants (12) B Message Templates  [Send  ¥D)Statistics
Schedule Message

EMAI P STATU SEND DATE

Initial Email {(Copy) 2023-04-26 12
Reminder Scheduled 2023-06-01 12

Adding/removing participants to your existing campaign

=N > N0
EPE

€ Back

1. Navigate to the list of campaigns and click the “Edit” Action button for the campaign you want to add

participants to.

2. Click on the Participants tab

Use “New"” to manually add participants or “Import” to use CSV import.

4. Move to the “Send” Tab. You will see the invitations sent or scheduled

:"'-:lib'.-i ls B Participants (12) EEP-"-".h':dp:' Templates B Sand {';:I‘E'.al.l-.l.ll.'-
Schedule Message
Irimial Emadl (Copy) Sert 2330436 12
Reaminder Scheduled 2023-06-00 12

5. Click on “Add participants” action button ( &, )

S@C
BT

¢ Back

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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6. Click “Yes" to confirm you want to send the Invitation to participants who have not been invited. This will

send an invitation to the newly added participants and the recipient count will change on the “Send” tab.

@ Add Participants to Invitation

|
Participants that have not yet been invited will be sent invitations.

Are you sure you want to send?

Statistics - Reviewing mail delivery statistics

Mail delivery statistics offer a campaign overview that provides relevant insights on recipients and their evaluation
status. This summary enables organizations to better gauge the effectiveness of their outreach and improve future
campaigns accordingly.

Assessment Summary

* No.Participants: Total participants included in the campaign

e Started: Participants who have clicked the assessment URL but not completed the assessment

* Completed: Participants who have finished the assessment and submitted their results upon survey
completion.

Message Summary
* Delivered: Number of participants whose email host has accepted the email message

* Bounced: Number of participants whose email host has not identified the intended email address or the email
host does not exist.

Note: Please note that email services used outside the TalentClick infrastructure may affect the accuracy of
reported values for these services.

History - Viewing the email log

The “History” tab displays the email history of the campaign, including every participant email's status and
message. It even allows convenient filtering by “email status,” and provides options for exporting the entire log or
just the filtered results by status.

Eﬁctails &% Participants (12) EHMcsmgcTcmplaLcs B4 send nILSICI[ISEICS @Hns:o'y

Message Template (Al Templates) Status (Al Messages) Export Messages
N M P N
TCk@tc.com Iniclal Contact #2 - Full 4/27/2023 11:16:01 AM Bounced
TCj@tc.com Initial Contact #2 - Full 4/27/2023 11:16:00 AM Bounced
TCl@tc.com Initial Contact #2 - Full 4/27/2023 11:16:00 AM Bounced
TCh@tc.com Initial Contact #2 - Full 4/27/2023 11:16:00 AM Bounced
TCg@tc.com Initial Contact #2 - Full 4/27/2023 11:16:00 AM Bounced
TCf@tc.com Initial Contact #2 - Full 4/27/2023 11:16:00 AM Bounced

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778
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To Filter by “Status”: Click on the Status pulldown menu and select the item to filter.

== Details

Message Template

# Participants (12)

(Al Templates)

% Message Templates

B4 send

n.t[ Statistics

Status » (Al Messages)

TEMPLATE MAMEL

Bounced
Sent

ST

%) History

Export Messages

TCk@tc.com Imitial Contact #2 - Full 4272023 11:16:01 AM Bounced
TCj@te.com Initial Contact #2 - Full 42772023 11:16:00 AM Bounced
TCl@tc.com Initial Contact #2 - Full 4f27/2023 11:16:00 AM Bounced
TCh@te.com Imitial Contact #2 - Full 42702023 11:16:00 AM Bounced
TCg@tc.com Initial Contact #2 - Full 472742023 11:16:00 AM Bounced
TCf@te.com Initial Contact #2 - Full 42712023 11:16:00 AM Bounced

To Export Message: Click the “Export Message” button to generate a CSV file automatically.

3= Details % Participants (12) ES Message Templates [ Send  gjf Statistics ~ ¥X) History
Message Template (Al Templates) Status  (All Messages) Export Messages
TTO TEMPLATE MAM AT
TCk@tc.com Initial Contact #2 - Full 42712023 11:16:01 AM Bounced
TCj@tc.com Initial Contact #2 - Full 42712023 11:16:00 AM Bounced
TCl@te.com Initial Contact #2 - Full 42712023 11:16:00 AM Bounced

To view the email message content for participants: scroll to the bottom of the History page list.

TChEte.com Initial Contact #2 - Full 4272023 11:16:00 AM Bounced
TCedc.com Initial Contact #2 - Full 472772023 11:15:59 AM Bounced
TCd@tc.com Initial Contact #2 - Full 4272023 11:15:59 AM Bounced

n
- ¥ Fagr ot et roctiof 12
Hi TeFirstname TcLastname, b

Welcome and thank you in advance for completing this personality and behavioral assessment. The assessment
consists of approximately 75 multiple choice questions that should take about 20 minutes to complete,

Your responses will prnuide insight into hiovw you would Iil:ely behave in certain situations, which can help infarm our
hiring decision. Please answer as honestly as possible—there are no wrong answers.

Click on the link below to begin the assessment and be sure to read the instructions carefully;

Assessment Link

Thanks
The TalentClick Team

£ Back
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How to Delete a Campaign
1. Navigate to the Campaigns tab
2. Click the E’j Action button to edit the campaign

Invitation =~ Campaigns @
New Campaign Search | Clear -

MAME TYPE PARTICIPANTS GROUP STATUS CLOSED. ACTION

DB Test Email 1 TESTLP Queued 2023-05-04 |

3. Click “Delete”

Z—:Details ﬁParticipants(‘l] EEMessageTemplates bg send d]ﬂStatistics @History

Name DB Test

Description dannie testing for user guide

Group Code TESTLP - TalentClick Internal >
Delivery Method Email 4

Closing Date 2023-05-04 a

Time Zone {UTC-05:00) Eastern Time (US & Canada) v

Save Cancel

How to Copy a Campaign
1. Navigate to the Campaigns tab
2. Click the |j| Action button to edit the campaign

Invitation = Campaigns @

MNew Campaign Search | Clear b
NAME TYPE PARTICIPANTS GROUP STATUS CLOSED ACTION
DB Test Email 1 TESTLP Queued 2023-05-04

3. Configure the newly copied campaign details:

Name: Provide a new name for the campaign

Description: New description of the campaign (Optional)
Tty Group Code: Select the group code for the new campaign or
T use the one copied

—=
=5 Details

Name

Description

Group Code ABS001 - Absolute Software - AVP Combo hd

oy e~ Delivery Method: Email or SMS

Cosing Date 20230509 © Closing Date: Select a closing date for the new campaign
Time Zone (UTC-05:00) Eastern Time (US & Canada) v

Time Zone: Choose your time zone used for scheduling email
swe | comel | ook sendouts and closing

*Copy Options: Option to select “Copy the Participants” or

“Copy Message templates” from the original campaign

Copy Options [ Copy Participants [ Copy Message Templates

4. Click “save”

Note: If you did not select to copy participants or Message Templates you can proceed to adding
participants, editing Message Templates, then Sending the Invitation.
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Settings - Administrators

Overview

The Settings tab is a central hub in the TalentClick Portal. It allows you to view all of the users in your
organization who have access to your assessment reports.

There are 2 types of Talentclick Portal users:

* Administrator User - Users who have permissions to view, create and edit other users in your
organization’s portal. They also have the ability to add and remove group codes, modify profile
notifications and general permission settings.

* Standard User - User who are able to view completed reports and invite candidates to take the
assessment. They are able to modify their own notification settings and profile details but not
others.

We recommend each company should have at least one user configured as the Administrator. This
ensures that quick tasks like suspending a user, adding new users, changing notification settings and
other user management tasks can be managed within your organization.

Settings - Companies

This section holds information related to your Company TalentClick portal configuration.
Profile: Administrator can edit the Company name and view Group codes available to users in the
TalentClick Portal.

Taleqt;liqk Back My fAccount  Lsers Companies Group Codes Reports Profile -

tanrch nbrs Copanes Al oommnivs W Enabizd Lses Buzponded Leers t\ oot

! T B Test Company for Dema

l- ‘, redibe R‘ Fazwod a Prrrizders ﬁ s el ks B st @Siz::o';
Primary Liser Id: 1672
First Marme: Dlerntas Last Marns: Tas
Comparny: R - Driwisicons:
LE"'EI: Edraskaler . I]I'IPE: Cisdranme -
Email: demoZitgmell com
| . T
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Permissions: View the selected Report Types and Product Types available in the TalentClick Portal.

TalentClick Back  Myaccount  Users  Companies  GroupCodes  Reports Frafile -
pradizt Sreagehs AN dika
Skt L Pempames: | All companics W ErabedUsoe suscenzed Usore ,&'\ Finz

T [ Tost Company for Deme & roone B e ﬁ T GPs-o_;s.;L;n:; BB zancrions @ -

EMAELE | FRIVILEGE | DESCRIPTICH |
Susnended Sispended fom sesiem usse
] Arahiizs Emabla uza of Anahtics

Sedings Erable use of Seflings funclions

Report Types Product Types

EFrmp yer AWF Combn

EFarticipant ZAYF Irieries
[+ [EETH]
ELeadlerzhip Profile

| K1Y

ESum mary

Groups: Lists the group codes available to your company to view in TalentClick Portal.

Talentgliﬁk Back  NyaAccount Usars  Companies  Group Codes Reports Profila =

Zratch Users: Comzsanies: | Al campomies m Eoehel Uesme ETCEC =T IR PR &‘L Finz

. E Tast Company For Dains
& & ronc LN i s Povping  EEMNnaons £ srmsiznn
GFOUpS
M’I:’h‘{ GROLP | DESCRIFTHON | PRODUCT |
TERTIT TERTIY Tl R P Crrvs N b, 150 S, Sy
V22 135 - a0 e
TERTI Srmey
sl zr i

Links

SURNEY LIRL DESCRIPTIEN

T e 3T Le
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Bulk Purchase: If your company uses “Bulk Purchase”, then the available and used amounts will appear
on this tab.

.
Ta|entC|ICk Back My Account  Users | Companies | Group Codes  Reports  Maintenance Profile -
Predict Strengrhs AND Risks.
search Companies: E: Firmd
Coampariies luned: 578
) E m Brofile ﬁ Parmissicns ﬁ Croups E Buk Purchass m i isicn

Bulk Purchases:

-

Irarchazed: Lzed: Ezlance:

0 0 0

Divisions: Lists any Divisions that have been created. Administrator can create Divisions and assign them

to Users.
Tal.en. :,II.Ck Back  Myaccount Jsers Compenies GrouoCedes  Bepors Mairtznence Frofls -
serrd Somsaclie: E: i
Cone o T 825
- B e e LT O, T T oo | A i
+
R EI0H | |
rFa TTama-l w
& T
F T
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Creating Company Divisions (Administrator)

“Divisions” are a subgroup within a Company record. Its an effective way to create internal company

groups that you can assign to users. Divisions can be used for company locations, departments, or by job
role - etc.

1. In TalentClick portal navigate to the Settings menu > Companies > Division tab
2. Click on the + symbol to add a new “Division name”
3. Enter the Division name. (Division names can be alpha-numeric)
4. Click “X" to save. - repeat this for the number of Divisions needed.
Tal.e"!:(:"".':k Back My Account Jsers Compaonies Group Codes Repors Mairtononoo Froflz -
serrd Tomzaclze E: il
Lo oz foacd, B2z
% E Frovile E Ponmbsiacs E i E Sl iva ghaa. -m Lirgiaa
+
O A | |
ra Taman 1 ES
A e w
ra el w

Assign Users to Divisions (Administrator)

Navigate to Settings > Users menu

Either click to edit an existing user on the navigation tree or click “new user” icon to create a brand
new user.

3. Enter necessary information for the user profile then click on the “Divisions” picklist. The Divisions
picklist is populated by the Divisions created previously on the Company record.

Select the Divisions to be assigned to the user. (Note: Multiple Divisions can be assigned to a user)
5. Click Save

N —

B

T@Ilentﬂ!ic!( Back Wy ACCounT

Jzers Dompanles  Grous Codes  Repors Malrtenznce Frodlz -
..... ey n=panes Al coomnivs W Encbzdl Spomdid Loy I‘ o
———e b B P &
?-E A - Taat
r'ﬂ Divinian 1 ; Tz “\ P ﬁ Pamibeloes oo-;--uu.a PINTP - RUR BRI
& Btandanduner, Standard (adane ard e com)y
T4l oivieian 22 @ —
r A idrninkas] Cepy, Adein A0 Bk Rinwalida '
= e o | o Primary User 1d: 163¢
; Taut, Toet
; Tem, Test .
I owe Firsl Marme:  &dmin Last Mame:  Agminles:
v
& Cornparny: P . Driwisians:
Lewel: E— . Type fr— .
Emiil: adini e
[ P F”
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Settings - Users

1. Login to TalentClick portal
2. Click on Settings tab

TalentCth Assessments  Invite  Resources  Analytics | Settings | Help Profile -
Predict Strengths AND Risks

3. Administrator User Settings

* Users - View a list of users

* Companies - Company name details and divisions

* Group codes - List of group codes assigned to the company
* Reports - Bulk purchases reports (if applicable)

TalentClick Back Wy Accoun:|  Users  |Companies  Group Codes  Repons Prefile -
Fraies Sirargine AMD Rines

..... . Commnal 1 cocoanies U Enieniees  sspersiees  Jo v

[T - S

- E Tast Campany for Dama

* & EET n\a. [ o] a Parrieanea. 09 Sreupe & Links BB notticadors @-_“..-\

L Test Dematwo (demeZigmalil.com)

& Tost, Jo gomuasic.com) Primary User el 148

L User, Dama (damaglgmailz com)

& sosic, bab jhab@nasic.cam) First Name:  Demo Last Marme: Tesl
Company: el G pary e Dere Divisions:
Level: rarinsiair h T}IFE: SLetomme
Email:

dems@amaill.com

lzl B 230.11:1

Administrators can:
* Group codes - Click on the editing icon to edit Group code names and descriptions
(Recommend: Keep the names styles consistent)
+ Companies - View only the ‘Company name” and create divisions. (See “Creating Company
Divisions”)
+ Users - View/edit/suspend users in the portal and assign Divisions
* My Account - See all the account settings and permissions for the Administrator account
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Standard user settings:

Tal_entClI&Ck Back  MyAccount  Jsers  Dompanles  Grougs Codes  Papoms Malrtenznce Frodle -
Srazier Strargthe Al Rinee

rarede debs Limpanes Al cemmanivs W EnchizdLbes Siepordzd Laes I ar

e & B M &
*Hg A-Te

T'“ Orviglan 11 ‘ Pl R Znmm o ﬁ Parmbl-er oo-;-uu.o £ _whi B o fctin
& Stancarediae, Standand (atandardde. con)
'r.& Divigian 22 @ o
I Js AdminisiCapy, AdrminCopy [10184Einwalida .
= s hal o Primary User Id: 1632
‘ Taut. Tast
& Tom, Test .
B bive Firsl Marme:  sdmin Lasl Mame:  Adminles:
v
Fy Carmiparny: o - Divisicans:
Level: R— - Type Pr— -
Email: aliminE s comm

Standard users can:
+ Company - See Company name
+ My Account - See all account settings and permissions for the Standard user

4. Universal User Account Settings
Both user types (Administrator and Standard user) have user configuration tabs.

e Profile tab - Edit user details > click “Save” (Standard and Administrator user)

Talentcllﬁck Back Wy ACCOUNT Jsers Campanles Groua Codes Repsarms Malrtenance Fradle -
Brazict Sirangihe AUD Rivcs,

----- h dicae Lampanes | Al commanivs & Enchizdlbes fwprrddlies g 1w

e o B B E
~HE A-Taa
AP oivisian 11 & in: B e iy P o crcus £ ks i ficatiana

[ELETE BT P b

| &
AR oivisien 22 @ e

Fle AdeainbICepy, AdinCopy (OISR nalis

Tyt Id: 163
& Tout Test
& Tom Test .
BB oowe Firsl Marme:  sdmn Lasl Name:  asminles
v
& Coarmpany: fe - Diivisians:

Lozl - Ty

wrn i

Email: iU . e

El Saum S@ b=t 1)
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* Password tab - Reset/change password > Enter new “Password” then click “Save” (Standard
and Administrator user)

Seard Jsers COTRaAis Al cravmanies = Frabled Las Hummrihd L t"{ Frd

Usersfound: 3 & a -m‘ &

- m Test Compariy for Dema

-L ‘ fredile ﬂk( Fazwod Prrmhsiors y HIETTS AT I ﬂ nalrirshe. @Sﬁh‘u'i
A Test Demotwe {demsdiigmaill comp

‘ Test, Jo {oiibasic.com)

* User. Oema (demoiggmail2 com|

& basic, bob (bobaibasic.com) New Password:

Confirm Password:

g T

* Permissions - Edit Permissions to define view for completed assessment reports types in
the TalentClick portal (view only for “Standard” user. Read/write for Administrator)
sanrd Joers Companks £l |.'I'-"._"\."|Ii‘:t u Fnatdas Laas Husgrnhs L :_\ Frad
Users fund 3 & ‘t ‘m &
- E‘:f“' Campary far Dema & e L Ng—— a Priianes 9‘9 Groups  Links B - onricadars @'r“u'\
L Test Demotwo (demoiamaill.com}
$ o e | | |
; basic, bob |bobfibasic.com) ] Suspended Suspanded from system ase
= Bnglytics Engble use ot Analylics
a Saltings Enaitle use af Setengs unciores
Repaort Types Product Types
= mployer | WP Comba
@Faticgant NP Innervisw

[ BEES]
Blzadership Profile

-]

Note: Administrators who enable “Suspended” for the user will make the user profile inactive. The user will no longer

be able to login to the portal or receive email notification of completed reports they have subscribed for under the
“Notifications” tab.

Groups and Links - Groups - Select the groups for user to view assessment reports in
Talentclick portal (view only for Standard users) ;

Links - contains the assessment links to be sent to candidates. Administrators can add
URLs and edit descriptions of Assessment links
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Cnmyrenmy All cocpanivs & Enabkzd Lgers Sucperdad Lsens t‘ bl
et o B B &
* B Test campany for Dama
* Tast, Dama |damafgiialid.cam) F B, cacmrd a [rTe—— d" Zraups & Lks B - onrezdoes @-.a“..-\
* Test, Damotwe {(dernoebiligmalll.com)
‘ Tast, Jo {jed@basic.cam) GrOLAE
* un:w.| GROUS | BESERIPTION | PREOLCT
& besic, bab (bab@nasic.cam)
AT e R #25% Sambe W4T e e TR 0 5 rra,
5138 e KA el R
Rl Someran
Lataban s
Links
+
SURVEY URL DESCRIPTICH
TN MCAYRRAT TN A R ST Tt T O P U AN T T Tk
T4 A TS LA 18 LT TR A ]
E HEF L {50 VER WR ek
pearsi

Note: URL listed under the “ Links” section appear under the “Invite” tab and are used to share assessment links with
Participants by email

* Notifications - Click “Email” for each report you want to receive an email notification for
(Standard and Administrator users). If you have multiple group codes in your profile, use
the “Group codes” pull down menu to select other group codes.

Compenes Al cocmnivs 4 Enaled Leers Sisperdeilees 5 b

s & B B &

* B TestCampany for Dama

4 Test Dama (dimagmallt.com) & e L p— Giromies | Poouztine | Esens S
A Test Damatws (demo2@gmall comn)

& st do (omnasiceam)

Group Coges

Products
TESTEYATESTAT Takerndick A4F) A
& bosie,bab (bab@hasic.cam)
Emall Graup Coda Produc Rapan
- TEETIT(TESTAY  Toomis kk - AVF) SF Sombe Ervpioyer
FEIIT IS E1 o o kb m R st b oy
- TESTITTESTIT  ToemD kk - A6F) Sorrrrary Ervpizer
. . . .
* Sessions - View login history for the user.
Zravch Uz Comsanies: | Al campomies = o] Llasn Farasencrd Llssrs a“_ Fnz
dsersrourd: 5 " a o &
L E Test Company for Deme
& Test, Demo (demeoiigmai1.com| ‘ Pmifie ﬂ’\\ [LT— ﬁ SeThsskng o@:.-::.pmlum |-« [ {':’:1 zezskns
; Tess, Demotaa jdemo2sEgmailicom)
& Test, Jo [joEbaric.com|
; basic, bob (bobgibasic.com) LOGGED 1M | LOGEED OUT | DURATION | IF ADDRESS |
Thn IF-La-F0E 21T 7 ke DLET EOH
Tl AT 20 2900 Tl AT i 20En 217 conm AT EI
Tiw AT EE 200 Tue DT 2020 24 01 [t Bia] PEET FOFR
Frivd-loksoe 3100 Ear Nd-lu-p0en A s CEITI DLET EOH
Fric2-lukxet 21:30 s kol AT EI
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Viewing Divisons and Users (Administrator)

All TalentClick users for your company will appear on the left panel of your settings screen when the
Users tab is selected.

Divisions appear under the Company, then users appear under the Division name in the panel.
+ Ifauseris not linked to a “Division” then user name will appear at the end of the user list.
* If no Divisions are created then all users will appear in alphabetical order under the
company name.
+ If a user name is assigned to more than 1 Division, they will appear multiple times. One for
each of the divisions they are assigned to.

TalerltCh‘Ck Back  MyAccount  Jsers  Dompanles GrousCodes  Repaors Malrtenance Frafle -
Srazict Sarangihe 44D ivce

''''' g Lampanes | Allccemnivs N Enbd s swprddless g 1w

; Pl 8\ E— ﬁ Parmbm-re oo-;-uu.q & .nka | - RES S
“ &= Standarelae, Etaradard (afandarddde. conm)
T £y et
SadrninkasiCe py, Ademing 1Ol EEL TR nasalid .
v kel e Primary User 1d: 1632
‘ Taut, Test
Tem, Test N
Firsl Marme:  admn Last Mame:  Adminlss:
I
& Cormpary: e - Dhinisicars:
Level: R— Type [r— -
Email: adiminE s, cem
= R S
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How to create a new user: (Administrator)

1. Login to TalentClick portal and navigate to “Settings” Tab
2. Click on Users (left side menu)
3. Profile: Use the appropriate option to create a new user. 2 options include:

* Create New user - Click this to create a new user and manually configure their profile
* Copy Existing user settings to a new user - Click this to copy an existing user’s settings
and configuration. You will have the option to edit First and Last name and email address
before saving the new profile.
4. Enter First, Last name and Email address.
If using “Divisions”, Select the appropriate Division name(s) you want to assign to the user.
Note: If you need to create new Company “Divisions” see section “How to create Divisions”
(Administrator) in this guide.
6. Then click “Save”
Note: You will be prompted to “Send user link” to set their “Password”- Click ok to send or
‘Cancel’ to send later.

U

TalentClle Back My Account  Jsers Companies  Grous Codes  Reparms Malrtenance Froflz -
Fragict STramgthe AND Ripze
''''' A ks Lampanes Al cemmnis B Enchizd Lkes EupIrdzd Loy I\ [XT]
P S 140 ‘: a & "
=[5 a-Tom
P4 ovisien 11 & n: [ e— Girermeres Pomunt b B Rt
& Stancareine, Standand (atanenrd e cong
AR owisen 22 @:w:-n—
e AdeinksiCeapy, &dring e Tinalila .
& = Rl o Primary User Id: 163e
a Taut. Tast
L Tom, Test X
B e Firsl Marme:  admi Lasl Name:  agmlnles
Iy
& Carmiparty: P Divizians:
Lewel: R— Type: fo— -
Ermail: adiminE L. zer

7. Passwords: Click on the “Password” tab if you want to change the default password. Click

“Save” to update the password.

If you did not click ‘OK’ to send the user a password reset link in the previous step, you can

click on the “Password"” tab for the user to set a password.
Note: The user can click “Set a Password” or Reset a password at the login page anytime (See
section: “How to Access the TalentClick Portal” of this guide for more details)

& e &, i reiies

Emnail link ta user to create new password,

E's-nu

{2 sessians
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8. Select “Permissions” tab - Choose the areas of the TalentClick portal the user can access:
Analytics - Usage and Team reports;
Settings - allows users to access their user account to view their settings (Recommended)
Suspended - Note: Selecting the Privilege of “ Suspended” will disable the user account. The user

will no longer be permitted to login to Talentclick portal or receive email notifications subscribed
to under the “Notifications tab”

9. Select “Report types” to be available to view for this user

10. Click “Save”

& o L NE— L & cmuenire BN oz £ e
ENAHLE | PRMILEGE | DEECRIPTHIN
(] Saspoended Zaspended from system ase
= Snslytics Ensbile use ot Analylice
a Saltings Enaiale use af Setengs functiores
Report Types Product Types
EaFrmip e EANP Combin
EFaricipant BEVP Incersiew
ES0)
Bi_zadership Prodile
B
EELmmany
il L]
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11. Navigate to “Groups and Links" tab - Select the Groups the user needs access to under the
“Groups” selection area

12. Links section click the green plus sign (+)
13. Enter the url and brief description of the assessment used to invite participants to start the

survey.
Note: If you are unsure of the Assessment URL contact: clientcare@talentclick.com with the Group code

and we’ll get that information to you.

———
(] = THe
‘, froflie n’ﬂ: Pl v | PR roa e f ZrIups B Lirks m hotFiczdons @'lﬂ-\.\.ll'\.
Grouns
WIEW [Hoill] | DESCRIPTION | PROOLECT
TR TTETAT - Tolnd Tk - Mo Fp Srwrban S0P Iewrd e RSS S0 Simararg
ES128 - a1k - A L=
TEETH SLrTons
-Izd RS
Links
+*
ELIRUEY LIRL OESCRIPTION
i hime-owrre e T D1PRkd o oA e Uare ST TR AP 0 R VFEFR VR OO - | avation B, T
Higasraaatrralannld o catea X lama ll wihder e 15457
“ir AP Lk [0 EEE SR Tl
pelzaiy

14. (Optional) Click on “Notifications” tab to subscribe to email notifications when the participants
have completed that assessment and it is available for review in the portal. (notification emails
also contain an attached copy of the assessment report)

N " o
‘ Profile @Q% Password a Permissions f Groups & Links m Notifications @ Sessions
Group Codes Products
TEST37 (TEST37 - TalentClick - AVP) " ALL A
Email Group Code Product Report
O TEST37 (TESTAT - TalentClick - AVP) AVP Combo Employer
O TEST37 (TEST3T - TalentClick - AVP) AVP Interview Employer
O TEST37 (TESTAT - TalentClick - AVP) Summary Employer
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Copying settings from Existing user to another user (Administrator)

This feature allows the Administrator to copy an existing user’s settings and append (or overwrite) to
another user if they have similar permissions. This will save time from having to manually edit each user

configuration changes.
Note: “Copy Settings of Selected User” will append “Permissions”, “Group and Lists” and “Notifications”

information.

1. Login as Administrator and navigate to “Settings” tab.
2. Goto Users
Note: Ensure the ‘User’ you want to copy from has all the settings you need to assign to another user

account

3. Highlight the user you would like to Copy settings from
4. Selecticon to “Copy settings of selected user”

Tale“tcl'lck Back Mydcoount  Usars  Companies Group Codes Reports Frofile =
Saard dscors Compankes: Al creiqanies B Fnatie L HuqEniks Las L'{ Fird
Lisers fzunct 3 &' i &
- E Test Company for Dema
‘, Test, Demo [demoggmaili.com) 1 ol K — s y —— T [ T @ﬁ;;o-:_

L Test, Demotwo (demodiiamaill com}

Teut, o {jefibasic.com) Primary Uiser -
Ca |
Last Narme:

X bosic, bab babiibasic.com) HrstMame. | Damo

Company: - Divisions:

Level: Type: F— -

Email; A6 ogigEilz can

Q s g@ [E]

www.talentclick.com | info@talentclick.com | 1 (877) 723-3778




TalentClick PORTAL USER GUIDE

Workforce Technologies

5. Search or Select the user name you want to assign the settings to.

Important: Settings from highlighted user will be appended to the user selected in this
screen. This means it will not remove any settings only add to user permission what isn’t
already assigned.

If you want to also remove settings and make an exact clone of the highlighted user you
can check the “Overwrite all original settings” flag to clone settings from the highlighted
user to selected user in this screen. This will remove all settings and apply settings from the
selected user

6. Confirmation dialog box will appear confirming the changes you are about to make.
7. Select “Yes”

E Copy Settings to Existing User x

Select a user from Test Company for Demo to assign settings from Demo User and then
click the Copy button.

Find
@]

O Owerwrite all original settings

o ‘ Test, Demotwe (demo2@gmaill.com)
""" ‘ Test, Jo (jo@basic.com)

------ ‘ basic, bob (bob@basic.com)
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Analytics

Overview

Analytics tab is the reporting section of TalentClick portal. Team reports, Benchmark library and Usage
reports can be found here.

1. Login

2. Click on the Analytics tab

TalentCth Assessments  Invite  Resources | Analytics | Settings  Help Profile -
Predict Strengths AND Risks

Team Reports

1. Click on “Team Reports”
2. To create a new team report click the “New Report” button

T@Ientgligk Back Team Reports ~ Benchmark  Usage Profile -

Team
Analytics

@: New Report

3. Enter the name of the new report and product type and click ‘OK’

' [™] Create New Report

Name: ‘Test Report ‘

Product:

! OK ] [ Cancel
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4. Create and Add Team - click on ‘Add Team’

Format: | Jaa D
Team .
Analytics

R Company: | 1caC - o
: Ha Benchmark

Py Reports

TalentClick
Test Report (DS0) -
- D5Q Team Report
e ® 3018 Dac- 18 175

TEE

Repart Test Report

Teams:

LT B D RANGE RIGHT SE

Reststant

5. Add Team name

D Create New Team x

Enter new team name. Must be 1 o 35 alphanumeric characters

with spaces and "-" permitted.

Test Team TC

OK | | Cancel

6. Add members to the “Team”. This can be individual names or select “Group code”
My Reports

Test Report (DSQ) v

E®

Teams

A+ AddTeam 92
&

& Add Membe -

[ NAM  DATE GROUP

No records to display

7. Enter Name to search or use “Groups” or date range picker. Then Click “Add”

[ search Assessments for Test Report (DSQ) x
Enter first and/or last names separated by semicolon

test &‘ Find

From z00812- @ To zmsi2- @  Groups

NAME DATE GROUP D
[l Test5575, Test5575 2018-12-07 1CS001 127
Test5575, Test5575 2018.12.12  1CS003 144
O Test5575_2, Test5575_2 2018-12-10 ICS001 134

Found 3 assessments

Select assessments, search again or close
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8. Close the “Find” box when all name you want on the report has been added.
9. You can now view the content of the report. You can change the features that appear on the
report such as the “member Scores”, “Team Names”, “Benchmark” and “Company Name”
Note: Using “Benchmark” will add a “target score range” highlight to the report plotted with the members
you've added to the report. It's a quick way to create a one-off benchmark report for 1 or many
participants.

Memkber MNames Format: | John D v
] Team Mames Display: | All teams
Benchmark: | No Benchmark v

View our “How to use” video if you need more information on Team Analytics
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Usage

1. Click on the usage menu - usage reports give you usage data for the “Group codes” linked to
your Assessment reports

TC Analytics Home Team Reporis Benchmark Usage Sign out
‘ TalentClick ‘ Usage Report
U”'q”e FERIISES Select Companies and press "Generate Report” button

/ Number of Parficipants
epol Products:
All Products -
Faymen Period
EERSEIIER

This Month -
—————————————————

Search Companies E

2. Click on the usage menu - usage reports give you usage data for the “Group codes” linked to
your Assessment reports
* Report (Summary or Detailed)

*  Products:
+  Payment:
*  Period:

+ Date Range:
+ Companies:
3. Then click “Generate report”
4. Once the report is generated on screen it can be saved as CSV
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Benchmarks

Overview

Benchmarks are “target score ranges” of dimension scores overlaid on the Team and Assessment reports
that provide insight on how individual assessment scores compare to an “ideal profile”.

This feature allows you to create custom “Benchmark” ranges, save them, and overlay them on your
“Team reports” in the TalentClick portal.

Click on Analytics tab > Benchmark

Generate a Benchmark > From Library

Select a Benchmark from the list (or use the Filter field to search)

Click “Use Library”

Benchmark ranges are displayed. The available dimensions to rearrange will be displayed
ranges and save as a new Benchmark code

uhwN =

Library
Companies TalentClick N

I Filter |
— BenCImarks LISt (CICK 10 Select, SCroll qown Tor more)

ceo wep Lwva ) |
. Customer Service Rep - --

Design Consultant [wee Twva

Driver - Long Haul @ @@

Driver - Short Haul @ @@

Electrician @ @@

Number of benchmarks: 75 -
| & Use library |

Note: If you'd like to have specific Benchmark ranges to appear on all your Assessment Reports please contact us
to discuss details. We can customize Benchmark ranges to be based on data specific to your team or organization.
(support@talentclick.com)
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Support Request

If you have questions, feedback or unique problems:

* Log a support ticket by clicking ‘Help’ in the top right corner of your home screen

M dlientcare@talentclick.com

Talel‘ltCth Assessments  Invite  Resources  Analytics  Settings  Help Profile ~

* Fill out the form, explaining your comment or issue
+ TalentClick Customer Support will follow up with you within 1 business day
+ Alternatively, you can send an email to: support@talentclick.com

Create a Case

Emal
chovcStalantclickcom
Frez Hame
Fubagct
Lozt Maroe:

How Can We Help You?
Temgaty Name
e will get back toyou as quickly as we can (within 1 business cay] @ answer any queston Tast
you might have.
Taze Tyme
Do -,.-c!l. nP.:-.c: Irnrmediate technical suppors? Wt our Resources page in the portal to accass FeeiLre Request ”
our video library that cen help you:
» Create Mew Lsers ST
« Setup a Team Analytics Report, Can | please have tha nawe or fanatl
= Browse our Benchmark Librany
« |l=z2 our Custorn Report Builder kssue Descriglian
= Interret Results M piease! fahaka
« A&nd more!

Contact Us

support@talentclick.com
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