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Login to the Hogan Assessment Systems administraigbsite via the following link:

https://www.assessmentlink.com/halo/ManageCliemih@spx

1. Enter your User ID and Password and clicigin
2. Select &Secret Questioand enter &ecret Answer
3. Click Save and Continue

Entering the secret question and secret answeong éime event and will not be required each tyme login.
If you forget your password, clidkorgot your passwordthe System will ask the Secret Question and Secret
Answer, and if they match what is held in the systgour password will be sent to your email address

Please notethe system allows for only a short period of indtyi If you are inactive for a long time, you will
automatically be logged out and prompted to logjaia. Any information not saved will be lost.



2. Main Menu
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The Main Menu contains 3 categories:

1. Manage Participant
2. Manage Group
3. Manage My Profile (Only available on the Navigatienu — left hand menu)

To visit one of the 3 categories, click the linktiie main window or use the navigation menu ordftehand
side. The navigation menu allows you to quicklyigate to subsections of the categories with onlg click.

) Home will return you to the Main Menu at any ém

= - Print Page will open a print friendly layouttbe current page
Q@ . Search Participant takes you to the ParticiSaairch at any time

9. Logoff logs you out of the portal at any time.



3. CREATING GROUPS
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A candidate is always affiliated to a group. Theuyp is predefined with test assessments and epefore
candidates are created. A group can consist otandidate or many. The purpose of the group coeld
recruitment selection, leadership development ohdike. There are five steps required to creajeoap:

Step 1 -Add Group

Click Manage Groupin the Main Menu
Click Add New
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3. Enter a group name
4. Click Save and Continue

Step 2 -Setup Assessments

1.
2. Click Save and Continue

Step 3 -Set Assessment Reports
1. For each assessment listed, exp@hdw report@and choose the report(s), norms and report language
required for this group. Note: if you have seleateate than one assessment for this group, ensaire th

you specify reports for each assessment.

NB! If you require international norms and/or pog language other than US Norms and English
report language, ensure that you select a repareriallowed by (ML-Global) or (ML-GenSpec).

2. Click Save and Continue

Step 4 -Set Report Delivery Options

1. Enter the email address(s) the reports should ttet@e Reports can be delivered to up to four €émai
addresses.
2. Click Save and Continue

Step 5 -Set Report Send Optians
1. Select when the system should generate the reqmuiitsent to you or another member of your

organisation.
2. Click Save and Continue



4. CREATE A PARTICIPANT ID
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Group List

X < Group Information
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O S 2
Add Participants Suitability Selection Summary

Group Profile ' Report Summary

“ Report Delivery Summary
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Manage My Profile

Contact Information

Add Participants Search Participants
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Edit Group Profile

Edit Group Profile.
Upload Participant Response File

Upload fil= vith participant responses.

Edit Group Name

Edit Group Name.
Enter Participant Responses
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1. Click Add Participantson the Group Details page or clidkld Partipanton the left Navigation Menu
2. Enter the number of candidates you wish to create
3. InthePassword for iddield, enter the password you wish to assign ¢oRhrticipant IDs
This password, together with the Participant I[2, e user credentials for the participant whew the
logon to complete the assessment.
4. Click Save and Continue.

:Hiwww . assessmentlink.com/HALO/ManageClient/AddParticipantsConfirmation.aspx - Windows Internet Explorer
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_ Review Assessments and
i) Reports available for new
participants

List Participants

Group List

Enter Participant Responses

Upload Participant Response File Number of New Participants: 3
Password: asterisk

Add Participants

Group Profile

z Assessment Name Assessment ID Form
Manage My Profile Hogan Development Survey HDS 1
R P i HPT 3

e R— Hogan Persenzlity [nventory
Motives, Values, Preferences Inventory MYPI 1
Report Norm Language Suitability
Interprative Report - HDS (ML) Ganeral Englizh (American]
Interprative vith Occupstional Report - HEL Ganeral Englizh (2merican)
Interpretive Report - MVPL General English (American]

[ Save and Continue ][ Cancel ]
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The system will then prompt you to confirm the Assaents and Reports you have specified for thigpgro
Review the summary and cli@dave and Continut® confirm or clickCancelto cancel the creation of the
Participant IDs.
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An unique ID has now been created for each padittip The example above, displays three ids anpkotise

.
passwords, plus the group name assigned to theTius.list can be printed by clicking the Prinbiic -

The system also provides functionality to sendRhgticipant ID list to your email or to another g@n within
your organisation. Please note: The system doedistribute Test Invitations and login informatito
Participants.

Participant logon site www.gotohogan.com/cust/Swedishwww.gotohogan.com/mlparticipant

Participant login credentials are always availablde system and can be accessed via:

1. Click Manage Participantn the Main Menu

2. ChooseParticipiant id/Last name/ First name etmter name and clicko or select the respective
Group nameand clickGo

3. Double click the Participant ID in the list to entee Participant Details. The password is listader
the Participant Personal Informationheading.
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5. CHANGE GROUP INFORMATION
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The group settings for each group are stored ifGttoaip's respectivéroup Details Here you can change the
group’s settings, add candidates or reports.

Click Manage Groupn the Main Menu
Search all groups or enter the group name & ¢liok
Click the group you wish to view or edit

H wbhpE

Click * to expand each heading and view summarized infi@maertaining to the group. You can
view which assessments and reports you have seélecthe number of participants etc. If you wish to
edit these details i.e. change reports, normseordhort language, clidkdit Group Profile. If you

wish to add more participants to the group, chald Participants. Click Edit GroupName, if you

wish to change the group name. Clkarch Partipicantef you wish to view a list of the group's
participants. If the assessment has been compbetedpaper version of the test, you can manually
enter the Participant’s responses by clickimjer Participant Responses.

6. ADD PARTICIPANT(S)
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Click Manage Groupn the Main Menu
Click the group you wish to add a participant

Click Add Participants

Enter the number of ids you wish to add in thember of ID’s in grougield
Enter the password for the new idRassword for ID’s

Click Save and Continue

Click Save and Continu® confirm the assessments and reports for thegedse If the reports are
incorrect or require changing, cli€kanceland either Edit the Group Profile to make requickdnges
or create a new group. Please note if you cattezids will be cancelled and therefore not created

Nogh~whE



7. MODIFY OR EDIT A GROUP'S REPORTS
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Add Participants
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Contact Information Languages

Report Name

Assessment Report Applicable
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Languages

Set Report
W, Delivery Options

Set Report Send

& Options Report Name For Assessment Only - No Reports

Assessment Report Applicable El
Norms
Languages

Heogan Personality Inventory Reports & showReports
Motives, Values, Preferences Inventory Reports & chow Reports

Apply these changes ta all unused user [D's

[ Save and Continue I [ Cancel

Click Manage Groupn the Main Menu
Click the group you wish to change

Click Edit Group Profile
Click 3 Set Assessment Repasl expand&how Reports
Make the report updates

SelectApply these changes to all unused user ID{gu wish these changes to apply to all IDs goin
forward. Please note if a Candidate has loggetthén the ID is considered as used and any changes
made to the group’s reports will not be reflect@dherefore it is necessary to search for eachqisatit
and make the required report changes to each ipartits profile. See instructions below.

Click Save and Continue.

If you do not wish to make further changes to theup profile, clickCancelto continue and return to
the Group Details.
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9. 8. MODIFY INDIVIDUAL PARTICIPANT REPORTS

e https:Iiwww. assessme ntlink.com/HALO/ManageClie nt/ParticipantDetails.aspx - Windows Internet Explorer
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Delete this Participant.

Set Participant Assessments.
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It is possible to order new reports based on assa#sdata already available.

Example: Lotta Eriksson has previously respondgdRband HDS. For these two questionnaires theesyst
generated the Leadership Potential Report (HPI)aabdta Report (HDS). We would now, six monthsrldike
to order a report for Leadership Development (HB&ed on Lotta’s original answers.

Click Manage Participantn the Main Menu

ChooseParticipant id/Last name/ First nametc. and enter the Participant's name or Partitifia,
click Go OR choose th&roup namend clickGo, OR clickList participantson the left menu.
Click on the respective Participant id to enterRaeticipant Details

Click Set Reports

ExpandShow Reportby clicking onShow Reportand make the desired changes
Click Save and Continue

O~ W N -
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9. ALPHABETICAL LIST OF PARTICIPANTS

& https:ffwww.assessmentlink.com/HALO/ManageClient/ManageParticipant.aspx - Windows Internet Explorer
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1. Click Manage Participantén the Main Menu or clicka icon or clickList Participantson the
left Navigation menu

2. Choose how you wish to sort the Participant ligst/anchoose the Group Name. It is possible to
choose All Groups or a specific group.

3. Click Go

Note: in the example above, no name has been littkétk respective Participant ID. A participanirgais only
displayed after the participant has logged oredilbut their background information, and resportdetie
questionnaire. Until this occurs the participamames will appear in the list marked with an astke(t).
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10. ACCESS PARTICIPANT REPORTS

K 5 | ] htipsiffwan ssessmentink, comfhaleiManage Clink{PartidpantDetals. s % & | %] %] |cooa:

Arkiv  Redigera  Misa  Favorter  Verktyg  Hislp
Lénkar g | Starksida - Assessio projektrum () Login Episerver {','5 Assessio Webtest - Assessio @ | Microsoft Outlook Web Access ﬂ} Login fér kestperson - Assessio @& | HAS Spraklankar £ KnowIT 4B g | Hogan Admin g Assessi

w & !@https:waw.assessmentlink.comfhaIuIManageCIientr‘.. | ‘ i R | o v |y Sida v 0

el e | @ % al

Manage Participant
7 E Participant Details
List Participants
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List Participant Status

Delete Participants 4 participant Personal Information

Restore Participants 9 Assessment Summary

Manage Group @ participant Summary Report

Group List

Manage My Profile Career Builder - HPT (ML) wWiew Report Restore Report

Contact Information Sigtls vatid
Report Crasted YES - 6/11/2005 3:18:00 PM
Report Deliverad YES - §/11/2 18:00 PM
Report Viewad 7/2/2009 9:35:56 AM
Horm General
Report Languzge en

For Azsessment Only - No Reports Rescore Report
Status
Report Craated
Report Deliverad
Report Viewed
Horm Ganers
Report Languzge en
For Assessment Only - No Reports Rescore Report

1. Click Manage Participantin the Main Menu, C|iC|a icon or clickList Participantson the left
Navigation menu

2. Choose how you would like to sort the participaarig/or choose a group. It is possible to list all
groups or choose a specific group.

3. Click Go

4. Click the candidate’s Participant ID in the firelemn to access the Participant Details. Expand
Participant Summary Repaaind clickView Reporto access the PDF. By clicking on Rescore the
report is re-generated (based on the same setafalad is resent to the email address you
provided in the group’s Report Delivery Options.
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11. DELETE PARTICIPANT INFORMATION

& https:/hsww.assessme .com/halo/ManageClient/ManageParticipant.aspx - Windows Internet Explorer

18

arkiv  Redigera Wisa  Favoriter  Werktyg  Higlp
Larkar (1) Login Episerver () Assassin Webtest - Assessio & | Microsoft Qutlook Weh Access (1) Login for testperson - Assessio @ | HAS Spriklankar @ Know IT A8 @ Hogan Admin & | Assessios intranat

& https: e mentlink, comjh it {ManageParticipant aspc 8[| [s

Jr e |@https:waw.assessmenthnk.EnmfhalufManagEChEntf‘.‘ | | BB - & - [eda-f

ﬂi SELECT. DEVELOP."LEAD.

CLICK HERE TO SEE THE NEW FACE OF HOGAN

HOGAN

" e |Gl e [ al

3 Search Results i} click Participant ID For Details,
List Participants
Search Parficipants You may use an asterisk (*) "vild card” character at beginning and end of the search fisld, othervise the search vill be by exact match.
List Participant Status ! Participant ID V! Example: BB111ti1 I}H Groups
Delete Participants
Hesinre Pariciants # A BEEPEFGHIIE LYNOP GBS TH WXV
Participant ID Name(Last, First) Employee ID Group Delete
— HAQ23157 g ®
Group List HAD2315 ®
HAD23159 ®
Manage Wy Riofile HAD23151 %
Contact Information BAt S x
HAD23183 ®
Ha023184 ®
HAQ23185 ®
HAQ23166 ®
DD455856 ®
DF472977 x
DF472578 %
HAD38470 ®
HAO3E471 ®
x
®
HA038514 ®
HAQZ23084 ®
BD487754 x

1. Click Manage Participant
2. Find the participant you wish to delete in the &istl click

Please note that Hogan Assessments retains infiom@at all candidates tested. The deleted pastittipnd
respective information is moved to an archive aad @lways be retrieved to production by followihg t
instructions below.
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12. RESTORE A DELETED PARTICIPANT

(= https:Ihwww.assessmentlink.com/halo/ManageClient/RestoreParticipants.aspx - Windows Internet Explorer

(€]

arkiv  Redigera Visa  Favorter  Verktyn  Hjslp

- ‘E hittps:f v, assessmentlink, comfhalafManageClient /RestoreParticipants. asps bl %J‘f XK 1

Lérkar A7) Login Episerver () Assessio Webtest - Assessio & | Microsaft Outlook Web Access () Login Fér testperson - fissessio @8 | HAS Spriklankar @& | Know ITAB & | Hogan Admin & | Assessios intranat

W é} |@https:waw.assessmenthnk‘comfha\ofManageChentf..‘| |

‘i SELECT. DEVELOP. " LEAD.

CLICK HERE TO SEE THE NEW FACE OF HOGAN

fit- B - @G5

HOGAN

Search Results i) Click Participant ID For Details.
List Participants 3 v

Search Parficipants You may use an asterisk (*) 2= a "vild card” character at beginning and end of the search fisld, othervise the search vill be by axact match,

List Participant Status | ParticipantiD ¥ | | |All Groups 4

Delete Participants

# ABCHEFGHIIKLMNN OGP IRSTUN WX YIZ
Resfore Participants
Participant 1D Last Name First Name Employee ID Restore
Ianage Group.
Group List
Manage My Profile

Cantact Infarmation

88888888

1. Click Manage Participant
ChooseRestore Participantin the left Navigation menu, find the deleted jmdpant you wish to restore
and click ¥

13. MANUAL UPLOAD PARTICIPANT RESPONSES

/= https:/hwww.assessmentlink.com/halo/ManageClient/ManualUploadParticipant.aspx - Windows Internet Explorer

p—
@ g |§‘ https: v, assessmentlink, com/halo/ManageClient/ManualUplo adParticipant, asps: V‘ & | 5K

Arkiv Redigera  Wisa  Favoriter  Verktyg  Hidlp

Larker () Login EpiServer () Assessio Webtest - Assessio @ Microsoft Outlock Wweb Access () Login Far testperson - Assessio @ HAS Sprdkankar @] Know ITAB 8| Hogan Admin & | Assessios intranst
w e

& - e g

G e e [ | f-8

”ﬂ SELECT. DEVELOP."LEAD.

CLICK HERE TO SEE THE NEW FACE OF HOGAN

HOGAN
%l Group Name:Assessio urval 090630 (ID:DZ53697) (e I I - T = |
Manage Participant
EP‘EEW_HB;‘ I 3 Manual Upload Responses i)  Enterthe Participant Details.
Group List First Name =
Enter Parficipant Responses Middle Initial
Last Name =

Upload Participant Responss Fiie

Employee ID
Add Participants

Age
Group Profik T
o Sl Gender Female (v |
Manage My Probic. Ethnicity Choose Ona v
TN —
Contact Information Project Code L |

Language ‘Swed\sh »

Fields marked with =n asterisk ™ zre required.

[ Save and Continue ] [ Cancel ]

If the paper-and-pencil version of the questioraaas been administered, the participant’s resgarase be
entered into the system manually. This is donbéGroup Details via the menilenter Participant Responses
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Click Manage Groupn the Main Menu
Find the Group the participant is affiliated to aidk the Group ID to enter the Group Details
Click Enter Participant Responses

PNOUAWNE

Complete the participant’s details

Click Save and Continue

Select the questionnaire(s) the participant hagpeted

Click Save and Continue

SelectAccuracyif you would like the system to check the accuratgata entry. By checking this box,
are required to enter each data set twice.

= hitps:/fwww.assessmentlink.com/HALO/ManageClient/ManuallUploadSelectAssessments.aspx - Windows Internet Explorer

@ - |g, https: | fwww, assessmentlink, comfHALOManageClient/ManualUploadSelectAssessments, aspx

"‘QJ"? 54

Arkiv Redigera  Visa  Favoriter  Werkiyg  Hislp
Lankar \?‘y Login EpiServer ﬂ; Assessio Webtest - Assessio @ | Microsoft Outlook Web Access f‘\“r Login Far kestperson - Assessio @& | HAS Spréklankar @] KnowIT 4B g | HoganAdmin g Assessios inbrandt

= - B

‘{ SELECT. DEVELOP. LEAD.

TE | hitpsom. assessmentin, comHALOManage lent... | = |ohsida + &

CLICK HERE TO SEE THE NEW FACE OF HOGAN

HOGAN
L] Group Name:Assessio urval 090630 (ID:DZ53697) | @ | = | L] ‘ :‘r ‘ é |

i) Click on Enter Participant
“ Responses.

B = Manual Upload Responses
List Participants

Manage Group Participant Name: Sara Test
=, Employee ID: -
Group List
User ID: HAO40825
Enter Particpant Responses
Upload Participant Response File Assessment Name Form Accuracy Select
Add Participants Hogzn Barsanality Trventary Form 3 o Enter Participant Reponses
Group Profie Hogan Developmant Survey Form 1 Oe Enter Barticipant Reponses

Manage My Profile Return to group home |

Contact Information

Click Enter Participant Reponses

/= hitps:/Awww.assessmentlink.com/HALO/ManageClient/ManualUploadResponse.aspx - Windows Internet Explorer

r—
@. =54 |@, htkps: ffww assessmentlink. com/HALO [ManageClient/ManualploadRespanse. aspx

v &[4l x \

Arlkdv  Redigera Visa  Favoriter  Verktvg  Hislp
Lankar (’D Login EpiServer () Assessio Webtest - Assessio £ | Microsoft Outlook Web Access Q’[q Login Fér testperson - Assessio @ | HAS Spr3klankar @ | Know IT AB @ | Hogan Admin @ | Assessios intranat

e ﬁhttps:waw.assessmentlink‘com.iHALO,iManageC\ient.." ‘ - Bl s v [heida -
\"SELECT. DEVELOP: LEAD"
CLICK HERE TO SEE THE NEW FACE OF HOGAN
HOGAN
Yl Group Name:Assessio urval 090630 (ID:DZ53697) el & @ @ al
Manage Participant
S ————— i) Enter the responses for the
Manual Upload Responses i
List Parficipants % i P ¥ assessment.
Search Pariicipants Participant Mame: Sara Test
List Participant Status Employee ID: -
User ID: HAD40825
Delete Particpants
Restore Participants Hogan Personality Inventory Form 3 Clear Responzes
Please enter the participant responses. If the error symbol * occurs next to a response, it indicates that this response
Manage Group is not entered correctly. Before submitting the page, please make sure that there are no errors.
i T True = 1, False = 0, No Response = Blank
Group List
Manage My Profile. 1 2 [ 3. 4 s [ 2 il
Contact Information 8 s. [ 10 11. 13 [ 12, [
15. 18 [ 17 18 z0. [] 25 []
22, 23 [] 24 25 [] 27. [ 28 []
9. s0. [] 31 s2. [ sa. [] . [
6. s7. [] 38 EER s [ a2 []
43, s, [] 45 a6 [ 4z [ ] 49, []
50, 5. [] 52 53, O se. [
57 se. [ 5. 50 sz [ ez [ |
54 55 [ | £ 7. EES 7o [ ]
71. 72. [ ] 73. 74, 78, 77. E|
78. 79. || 30 21 83, 24, E|
5. 8. D z8. | | s0. 91, E|
s2. [ ] sz [ ] sa. [ ss. [ s || 57 se ||
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10. Enter the Participant’s responses. If you seletttecaccuracy control, re-enter the responses as

prompted by the system. If the Accuracy checkatstdiscrepancies the affected question will be
displayed in red
11. Click Save and Continue

12. When the Manual upload is completed, the systelindigiplay the entered responses. The Participant

is assigned a Participant ID, added to the groubtla@ reports are generated. Note: the Partitizan
is equivalent to the User ID.

14. SEARCH

%
% &0 R
+

= https:/hwww.assessmentlink.com/halo/ManageClient/ManageParticipant.aspx - Windows Internet Explorer

@\_—— i \g https: v, assessmentlink.com halofManageClient/ManageParticipant . aspx v‘ gj 45|l XK

Akiv Redigers  Visa Favorter  Verktyg  Hijlp

Larker () Login EpiServer (1]} Assessio Webtest - Assessio @ Micrasoft Outlook Web Access () Login Far testperson - Assessin @ HAS Sprdklankar @] Know ITAB @ Hogan Admin 2 | Assessios intranst

w o

[ https: v, assessmentlink. comjhalofManageClient/..

| BB & ose-@

‘{ SELECT. DEVELOP. LEAD.

CLICK HERE TO SEE THE NEW FACE OF HOGAN

HOGAN

- - -

= Pak “
List Participants B Participant List

Search Participants

3} Select Search Parameters and Click Go.

You may use an ssterisk (*) as 3 "vild card” o

Participant ID

haracter at beginning and =nd of the s=arch field, otharvise the search vill be by exact match.

List Pariicipant Status |

Exam|

geir1i11 | All Groups v} Go
Delete Participants Emp\o\’ree 1o
Last Name
First Name
Last or First Name
Last and First Name

Restore Participants

Mabege Srbun

Group List

Wanage Ry Profile

Contact information

- %
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15. Search Participant Status

Click Manage Participant

Click List Participant Statu# the Left Navigation Menu
-~ Select the group the participant is affiliated to
/I Click the drop-down in the Participant Status fialttl choose the status type
0 Click Go
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16. PARTICIPANT SITE

The Participant login site can be reached viadfiewing links:

www.gotohogan.com/mliparticipa(®ll languages)
www.gotohogan.com/cust/swedi@finnish, Norwegian, Swedish and US English)

When the participant has activated the link anckeld their respective language flag, they are redubp enter
a:

1. User ID
2. Password

These user credentials are generated in the wédnsysee page 5 of this manual) and sent by theiridimator
to the participant via email together with the f#pant login link. The email should also contdigtailed
information such as instructions and the purposbetesting.

After the participant has entered their user cradksy they should clickog on.

18
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This information will be linked with the ParticipesID in the web system’s database. Participants
must also enter a personal password. This passwplaces the password provided by the Test Admitist
and allows the participant to stop the administraind resume at a later date.

19



After completing the Personal Information, the gipaint clicksSubmitand is taken to the page when they can
start the assessment for each test they are redgoi@mplete.
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The participant then completes the test by markifigue or False statement.
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