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1. LOGIN  
 

 
 
 
Login to the Hogan Assessment Systems administrative website via the following link: 
 
https://www.assessmentlink.com/halo/ManageClient/Login.aspx 
 

1. Enter your User ID and Password and click Login 
2. Select a Secret Question and enter a Secret Answer 
3. Click Save and Continue 

 
Entering the secret question and secret answer is a one time event and will not be required each time you login.  
If you forget your password, click Forgot your password? the System will ask the Secret Question and Secret 
Answer, and if they match what is held in the system, your password will be sent to your email address. 
 
Please note,  the system allows for only a short period of inactivity. If you are inactive for a long time, you will 
automatically be logged out and prompted to login again.  Any information not saved will be lost.�
�
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2. Main Menu 
 

 
 
The Main Menu contains 3 categories: 
 

1. Manage Participant 
2. Manage Group 
3. Manage My Profile (Only available on the Navigation Menu – left hand menu) 

 
To visit one of the 3 categories, click the link in the main window or use the navigation menu on the left hand 
side.  The navigation menu allows you to quickly navigate to subsections of the categories with only one click.   
 

 - Home will return you to the Main Menu at any time. 

 - Print Page will open a print friendly layout of the current page 

  - Search Participant takes you to the Participant Search at any time 

 - Logoff logs you out of the portal at any time. 
�
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3. CREATING GROUPS 
 

 
 
A candidate is always affiliated to a group.  The group is predefined with test assessments and reports before 
candidates are created.  A group can consist of one candidate or many.  The purpose of the group could be  
recruitment selection, leadership development or such like.  There are five steps required to create a group: 
 
Step 1 – Add Group: 
 

��  Click Manage Group  in 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, expand Show reports and choose the report(s), norms and report language  
required for this group. Note: if you have selected more than one assessment for this group, ensure that 
you specify reports for each assessment. 
 
NB!  If you require international norms and/or a report language other than US Norms and English 
report language, ensure that you select a report name followed 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 be sent to.  Reports can be delivered to up to four email 
addresses.   

2. Click Save and Continue 
 
Step 5 – Set Report Send Options: 
 

1. Select when the system should generate the reports and sent to you or another member of your 
organisation.   

2. Click Save and Continue 
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4. CREATE A PARTICIPANT ID 
�

�
�

1. Click Add Participants on the Group Details page or click Add Partipants on the left Navigation Menu 
2. Enter the number of candidates you wish to create  
3. In the Password for ids field, enter the password you wish to assign to the Participant IDs 

This password, together with the Participant ID, are the user credentials for the participant when they 
logon to complete the assessment.  

4. Click Save and Continue. 
�

�



6 

The system will then prompt you to confirm the Assessments and Reports you have specified for this group.  
Review the summary and click Save and Continue to confirm or click Cancel to cancel the creation of the 
Participant IDs. 

�
 

 
 
An unique ID has now been created for each participant.  The example above, displays three ids and respective 

passwords, plus the group name assigned to the ids.  This list can be printed by clicking the Print icon .  �
�
The system also provides functionality to send the Participant ID list to your email or to another person within 
your organisation.  Please note:  The system does not distribute Test Invitations and login information to 
Participants.   
 
Participant logon site :  www.gotohogan.com/cust/Swedish or www.gotohogan.com/mlparticipant . 
�
Participant login credentials are always available in the system and can be accessed via: 
  

1. Click Manage Participant in the Main Menu 
2. Choose Participiant id/Last name/ First name etc. enter name and click Go or select the respective  

Group name and click Go 
3. Double click the Participant ID in the list to enter the Participant Details.  The password is listed under 

the Participant Personal Information heading. 
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5. CHANGE GROUP INFORMATION 
�

�
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The group settings for each group are stored in the Group's respective Group Details.  Here you can change the 
group’s settings,  add candidates or reports. 
 
 

1. Click  Manage Group in the Main Menu 
2. Search all groups or enter the group name & click Go 
3. Click the group you wish to view or edit  

4. Click  to expand each heading and view summarized information pertaining to the group. You can 
view which assessments and reports you have selected or the number of participants etc. If you wish to 
edit these details i.e. change reports, norms or the report language, click Edit Group Profile.  If you 
wish to add more participants to the group, click Add Participants.   Click Edit Group Name, if you 
wish to change the group name. Click Search Partipicants if you wish to view a list of the group's 
participants.  If the assessment has been completed on a paper version of the test, you can manually 
enter the Participant’s responses by clicking Enter Participant Responses. 

 

6. ADD PARTICIPANT(S) 
�

�
 

1. Click Manage Group in the Main Menu 
2. Click the group you wish to add a participant 
3. Click Add Participants 
4. Enter the number of ids you wish to add in the  Number of ID’s in group field 
5. Enter the password for the new id in Password for ID’s 
6. Click Save and Continue 
7. Click Save and Continue to confirm the assessments and reports for these new ids.  If the reports are 

incorrect or require changing, click Cancel and either Edit the Group Profile to make required changes 
or create a new group.  Please note if you cancel, the ids will be cancelled and therefore not created. 
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7. MODIFY OR EDIT A GROUP’S REPORTS  
 

 
 
 

1. Click  Manage Group in the Main Menu 
2. Click the group you wish to change  
3. Click Edit Group Profile  
4. Click  3 Set Assessment Reports and expand Show Reports  
5. Make the report updates 
6. Select Apply these changes to all unused user ID's, if you wish these changes to apply to all IDs going 

forward.  Please note if a Candidate has logged in, then the ID is considered as used and any changes 
made to the group’s reports will not be reflected.  Therefore it is necessary to search for each participant 
and make the required report changes to each participant’s profile.  See instructions below. 

7. Click Save and Continue. 
8. If you do not wish to make further changes to the Group profile, click Cancel to continue and return to 

the Group Details.   
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9. �8. MODIFY INDIVIDUAL PARTICIPANT REPORTS 
 

 
 
It is possible to order new reports based on assessment data already available.  
 
Example: Lotta Eriksson has previously responded to HPI and HDS. For these two questionnaires the system 
generated the Leadership Potential Report (HPI) and a Data Report (HDS). We would now, six months later, like 
to order a report for Leadership Development (HDS) based on Lotta’s original answers. 
 

1. Click Manage Participant in the Main Menu 
2. Choose Participant id/Last name/ First name etc. and enter the Participant’s name or  Participant ID, 

click Go OR choose the Group name and click Go, OR click List participants on the left menu.   
3. Click on the respective Participant id to enter the Participant Details   
4. Click Set Reports 
5. Expand Show Reports by clicking on Show Report  and make the desired changes 
6. Click Save and Continue 
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9. ALPHABETICAL LIST OF PARTICIPANTS  
 
�

�
�

1. Click Manage Participants in the Main Menu or click   icon or click List Participants on the 
left Navigation menu 

2. Choose how you wish to sort the Participant list and/or choose 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 linked to the respective Participant ID. A participant name is only 
displayed after the participant has logged on, filled out their background information, and responded to the 
questionnaire. Until this occurs the participants’ names will appear in the list marked with an asterisk (*).  
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10. ACCESS PARTICIPANT REPORTS 
 

 
1. Click Manage Participants in the Main Menu, click  icon or click List Participants on the left 

Navigation menu 
2. Choose how you would like to sort the participants and/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 first column to access the Participant Details. Expand 

Participant Summary Report and click View Report to access the PDF.  By clicking on Rescore the 
report is re-generated (based on the same set of data) and is resent to the email address you 
provided in the group’s Report Delivery Options. 

 
 
 
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
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11. DELETE PARTICIPANT INFORMATION 
�

�
�

1. Click Manage Participant 
2. Find the participant you wish to delete in the list and click  

 
 
Please note that Hogan Assessments retains information on all candidates tested.  The deleted participant and 
respective information is moved to an archive and can always be retrieved to production by following the 
instructions below.    
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12. RESTORE A DELETED PARTICIPANT 
 

 
 

1. Click Manage Participant 
��  Choose Restore Participant  in the left Navigation menu, find the deleted participant you wish to restore 

and click �

13. MANUAL UPLOAD PARTICIPANT RESPONSES 
 

�
�
If the paper-and-pencil version of the questionnaire has been administered, the participant’s responses can be 
entered into the system manually. This is done in the Group Details, via the menu Enter Participant Responses. 
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�
1. Click Manage Group in the Main Menu 
2. Find the Group the participant is affiliated to and click the Group ID to enter the Group Details 
3. Click Enter Participant Responses 
4. Complete the participant’s details 
5. Click Save and Continue 
6. Select the questionnaire(s) the participant has completed 
7. Click Save and Continue 
8. Select Accuracy if you would like the system to check the accuracy of data entry.  By checking this box, 

are required to enter each data set twice. 
 

 

9.  Click  
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10. Enter the Participant’s responses.  If you selected the accuracy control, re-enter the responses as 
prompted by the system.  If the Accuracy check detects discrepancies the affected question will be 
displayed in red 

11. Click Save and Continue. 
 

 
12. When the Manual upload is completed, the system will display the entered responses.  The Participant 

is assigned a Participant ID, added to the group and the reports are generated.  Note:  the Participant ID 
is equivalent to the User ID. 
�

14. SEARCH 
�
��	����	������

�������������
�	
����	��������������������� ��	���� ��	�����	
�� �����
� ��	������	� �����!�  -����
�
���"
����"�	
���	
�����	�
���#
��������������	����� �	
����$
	!	��!
������������
�

��  %�����	
�� �����
� ��	������	� �����
��  %
����� ��	������	�&'(�)��	���
�(�*���	���
���	���� ��
�	
������!��"��
����������	���	
��

������	��������
�	������+����
�����	
��$�������
��� ��
�	
��,�����)��	���
�

�
-�  %����� ,� �



17 

�
��	����	������
�

��  %����� .���$�� ��	������	 �
��  %����� )��	� ��	������	�� ��� �����
� ��	������	� ����	
��)��	�
��� ��
-�  %��	�����������	
��������������	���	������

�
15. Search Participant Status 
 

 
��������  Click Manage Participant����
��������  Click List Participant Status in the Left Navigation Menu����
-�-�-�-�  Select the group the participant is affiliated to����
/�/�/�/�  Click the drop-down in the Participant Status field and choose the status type����
0�0�0�0� Click Go ����

�
�



18 

16. PARTICIPANT SITE 
�

�
 
The Participant login site can be reached via the following links: 
 
www.gotohogan.com/mlparticipant (All languages) 
www.gotohogan.com/cust/swedish (Finnish, Norwegian, Swedish and US English) 
 
When the participant has activated the link and clicked their respective language flag, they are required to enter 
a: 
 
1. User ID 
2. Password 
 
These user credentials are generated in the web system (see page 5 of this manual) and sent by the Administrator 
to the participant via email together with the participant login link.  The email should also contain detailed 
information such as instructions and the purpose of the testing.  
 
After the participant has entered their user credentials, they should click Log on. 
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��	��	��� This information will be linked with the Participant's ID in the web system’s database. Participants 
must also enter a personal password. This password replaces the password provided by the Test Administrator 
and allows the participant to stop the administration and resume at a later date. 
 
�
����
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�
After completing the Personal Information, the participant clicks Submit and is taken to the page when they can 
start the assessment for each test they are required to complete. 
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�
The participant then completes the test by marking a True or False statement. 
�
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