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TalentClick Portal 
User Guide

Prepared by: TalentClick Workforce Solutions Inc.

The purpose of this resource is to assist in the use of TalentClick’s Cloud-based portal.  
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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
• Easy to use
• 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
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Login

How to access the TalentClick portal

1. Go to https://reports.talentclick.com/ 
2. Username is your email address
3. Password – Set by user via email link
4. Homepage – This is the first page you see when you log in. By default, it shows your most 

recent results by date

Forgot Password?

1. Go to http://reports.talentclick.com/
2. Click the “Forgot Password?” Link
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3. Enter your email address and click “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

1. Login to your Talentclick portal 
2. Click on Settings > Password tab
3. Click on “Send” .  This will activate the “Send email with reset URL link to user”
4. 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. 
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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

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

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

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. 

Fit Score Search
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3.   Use the slider to select the ‘Minimum Fit Score‘ (0-99)

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

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

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.



www.talentclick.com | info@talentclick.com | 1 (877) 723-3778 11

P O R T A L  U S E R  G U I D E

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. 

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.
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5.    Products: Click Products to select the available products to include on the report and drag to 
        “Selected” side

Note: To remove the Benchmark from the Report you can click the ‘X’ on selected “Benchmark” list.
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6.    Benchmarks: Add up to 4 benchmarks to include on the report.  Use “Benchmark” filter to 
search the library.

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

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

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.
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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

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.
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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” 

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

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.

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.
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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.

• Use the  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

• Use the   Action button to delete the participant entry.

• For large participant lists you can use the    bar to locate a specific participant on your campaign 

list.

•         “Clear All” will remove all the participants and data  from your campaign.

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

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:

• Use the  Action button to edit the existing Message Template

• Use the   Action button to copy the existing Message Template

• Use the  Action button to delete the existing Message Template
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Creating or Editing Message Templates

• 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. 
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Sending the Email
8. On the “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.

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. 

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”
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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.

Adding/removing participants to your existing campaign
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

3. 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

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

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

• 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.
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To Filter by “Status”: Click on the Status pulldown menu and select the item to filter.

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

To view the email message content for participants: scroll to the bottom of the History page list.
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How to Delete a Campaign
1. Navigate to the Campaigns tab

2. Click the  Action button to edit the campaign

3. Click “Delete”

How to Copy a Campaign
1. Navigate to the Campaigns tab

2. Click the  Action button to edit the campaign

3. Configure the newly copied campaign details:

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.

Name:  Provide a new name for the campaign
Description: New description of the campaign (Optional)
Group Code: Select the group code for the new campaign or 
use the one copied
Delivery Method: Email or SMS
Closing Date: Select a closing date for the new campaign
Time Zone: Choose your time zone used for scheduling email 
sendouts and closing
*Copy Options: Option to select “Copy the Participants” or 
“Copy Message templates” from the original campaign
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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.



www.talentclick.com | info@talentclick.com | 1 (877) 723-3778 25

P O R T A L  U S E R  G U I D E

Permissions: View the selected Report Types and Product Types available in the TalentClick Portal.

Groups: Lists the group codes available to your company to view in TalentClick Portal.
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Bulk Purchase: If your company uses “Bulk Purchase”, then the available and used amounts will appear 
on this tab.

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

Assign Users to Divisions (Administrator)

1. Navigate to Settings > Users menu
2. 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.
4. Select the Divisions to be assigned to the user.  (Note: Multiple Divisions can be assigned to a user)
5. Click Save

Test
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Settings - Users

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

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)

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:

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.

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

Test

Test
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• Password tab - Reset/change password > Enter new “Password” then click “Save” (Standard 
and Administrator user)

• Permissions - Edit Permissions to define view for completed assessment reports types in 
the TalentClick portal (view only for “Standard” user.  Read/write for Administrator)

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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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.

• Sessions - View login history for the user.
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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.
• If a user is 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. 

Test
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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.
5. 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.

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)

Test
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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”
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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.

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)
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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. Go to 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. Select icon to “Copy settings of selected user” 
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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” 
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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 

Team Reports
 

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

3. Enter the name of the new report and product type and click ‘OK’
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4. Create and Add Team – click on ‘Add Team’

5. Add Team name

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

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

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

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. 

1. Click on Analytics tab > Benchmark
2. Generate a Benchmark > From Library
3. Select a Benchmark from the list (or use the Filter field to search)
4. Click “Use Library”
5. Benchmark ranges are displayed.  The available dimensions to rearrange will be displayed 

ranges and save as a new Benchmark code

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

• 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

Contact Us
support@talentclick.com


