
©2017 Talexes LLC - www.jobfitassessments.com

User’s Guide 

 Assessment Centre

(April,2017)



©2017 Talexes LLC - www.jobfitassessments.com 

Table of Contents 

Glossary.............................................................................................................................................................................. 1 

Dashboard .......................................................................................................................................................................... 2 

Schedule Assessment ......................................................................................................................................................... 3 

Method of Scheduling.................................................................................................................................................... 3 

Creating New Candidates .............................................................................................................................................. 3 

Import Candidates ......................................................................................................................................................... 4 

Selecting Existing Candidates ........................................................................................................................................ 5 

Selected Candidate(s) for Scheduling ............................................................................................................................ 5 

Actions to be Completed After Assessment Completion .............................................................................................. 6 

Search Candidates ............................................................................................................................................................. 8 

Candidate focused Search ............................................................................................................................................. 9 

Advanced Search............................................................................................................................................................ 9 

View Candidate Information ............................................................................................................................................ 10 

Candidate Reporting ........................................................................................................................................................ 11 

Success Patterns .............................................................................................................................................................. 12 

Creating Success Patterns ............................................................................................................................................ 12 

Concurrent Method ................................................................................................................................................. 12 

Combination Method............................................................................................................................................... 13 

Job Pattern Method ................................................................................................................................................. 15 

View Success Pattern Details ....................................................................................................................................... 16 

Editing Success Patterns .............................................................................................................................................. 17 

Job Patterns ..................................................................................................................................................................... 18 

Printing a Job Pattern Description ............................................................................................................................... 18 

Custom Job Pattern Name for Reports ........................................................................................................................ 19 

Scheduling Workflows ..................................................................................................................................................... 20 

Creating New ............................................................................................................................................................... 20 

Selecting JobFit report ................................................................................................................................................ 21 

Self-Registrations ............................................................................................................................................................. 22 

Optional Codes ................................................................................................................................................................ 23 

My Account ...................................................................................................................................................................... 24 

Edit My Account ........................................................................................................................................................... 24 



©2017 Talexes LLC - www.jobfitassessments.com

Users ................................................................................................................................................................................ 25 

Adding New Users ........................................................................................................................................................ 25 

Viewing and Editing User Information ......................................................................................................................... 26 

Resending Invitation to New User ........................................................................................................................... 26 

System Reporting ............................................................................................................................................................. 27 



Page 1 

©2017 Talexes LLC - www.jobfitassessments.com 

Glossary 

Booklet Entry – the process of keying in the answers for an assessment that was completed 

via paper/pencil. 

Candidate – the individual taking the assessment. Each Candidate must have a unique email 

address within the Account. 

Completion Status – the values are Pending (assessment was scheduled but has not been 

started by the candidate), In Progress (candidate has started taking the assessment but has 

not clicked the Finish & Save button), Date (the actual date the assessment was completed by 

the candidate), Disabled (no longer active). 

Credit – a token used to score one assessment.  Each product has its own credit type. 

Invitation From -  the friendly name that will appear rather than their email address in the 

From field of a candidate’s Inbox (e.g. Trina Woods vs. twoods@abc.com) 

Job Pattern – a defined set of characteristics that typically equal success for certain job 

types.  There are 116 Job Patterns that are grouped into 12 Job Categories.  Job Patterns 

cannot be edited. (see page 18) 

Optional Code – feature that enables the ability to group information for candidates, 

patterns, Scheduling Workflows, or Accounts. (see page 23) 

Scheduling Workflow – a predefined set of actions for scheduling an assessment and 

actions to be taken once the assessment is completed.  Scheduling Workflows are product 

specific. (see page 20) 

Self-Registration – the process of inviting candidates to take an assessment in which they 

enter their own information.  This eliminates the need to schedule each candidate individually. 

All Self Registrations are product specific and are created using a Scheduling Workflow. (see 

page 22) 

Success Pattern – custom patterns used only in the JobFit Executive. There are 3 ways to 
create a Success Pattern and they can be edited once created. (see page 12) 

Texting Mobile – mobile phone number that is capable of receiving text messages.

User – individual with the ability to perform actions within an account.  Each User must have 

a unique user email address within Assessment Centre.

mailto:twoods@abc.com
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Dashboard 
The Dashboard provides a quick overview of the available credits and the most recently 

completed assessments. 

1. Your company logo

2. User’s name

3. Logout button

4. Left Navigation Menu

5. Assessment Credit Balance displays the current balance of credits for each available

product.

6. Request more credits button sends an email to your account representative to

contact you concerning additional credits.

7. Recently Completed Assessments lists the 5 most recently completed assessments.

Selecting any candidate name will take you to the Search Candidates page with that

candidate selected.

8. View All Assessments button takes you to the default Search Candidate screen.

9. Your representative’s logo.
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Schedule Assessment 
This screen has several sections so we’ll look at each section independently. 

Method of Scheduling 

Select whether you will schedule candidates by assessment or by using a Scheduling 

Workflow. 

 The Scheduling Workflow must already be created.

 You can make this selection before or after you’ve created new candidates or selected

existing candidates.

 When you are using a Scheduling Workflow any Optional Codes that you selected while

creating new candidates will be overwritten with Optional Code values that were

selected while creating the Scheduling Workflow.

Creating New Candidates 

1. Create New Candidate is checked by default

2. Import Candidates will be covered in the next section.

3. Check this if you need to use Booklet Entry for this Candidate

a. When using Booklet Entry you can only create one candidate before you are

redirected to the booklet entry pages.

b. You will still make the selections needed in the Actions section below or use a

Scheduling Workflow.
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4. You are required to enter an email address OR texting phone for the candidate.

a. This is where the invitation will be sent.

b. If you complete both fields the candidate will receive an email and text with the

invitation.

5. Optional Codes that are Candidate Selectable will appear like this.  When the box is

checked, the Optional Code will appear when the candidate is required to select

Salutation.

6. Required Optional Codes will have the red * next to them.  Selections must be made

before creating the candidate.

Import Candidates 

Selecting Import Candidates changes the New Candidates window.  

1. Select the Choose File button and locate and open the prepared file*.

2. Select the Import Candidates button.

3. The imported candidates will appear in the Selected Candidate(s) window.

* Creating a file with candidates:

In order to import candidates, you are required to create and upload a
CSV file with candidates' details.

1. Create a spreadsheet with candidates' First Name, Last Name and
Email Address. Please note that you can add up to 50 candidates. The
first row is a header and should NOT be candidate information. (Please
find and download the Import Candidate Template in JobFit Resource
Centre http://www.jobfitassessments.com/resources.php

2. Save the file as  .csv (comma delimited)

http://www.jobfitassessments.com/resources.php


Page 5 

©2017 Talexes LLC - www.jobfitassessments.com

Selecting Existing Candidates 

1. Column headers – when clicked – sort the column on that value.

2. Scroll bar allows you to scroll through this list of candidates.

3. Navigate through the different pages of available candidates.

4. Click to add candidate to Selected Candidates area.

Selected Candidate(s) for Scheduling 

1. Selected Candidate(s) is the list of all the candidates created and selected.

2. Clicking the X in the Action column deletes them from the list.

Special Notes: 

New Candidates deleted from the Selected Candidate(s) area will not be created in the 

system. 

1

2 
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Actions to be Completed After Assessment Completion 

1. Select the product and language.  Language will default to the user’s selected

language. This is the language in which the invitation will be sent.

2. This information will be seen in the candidate’s Inbox as the From field.  This field is

auto filled with the user’s company name.

3. Set reminder, when checked, will email a reminder to the candidate if the assessment

has not been completed in the designated number of days.

4. Includes Professional Traits option will display when scheduling a JobFit Executive
assessment. Please note that this option defaults to be on,if you unclick this button you
will not be able to generate reports that include Professional Traits. If this button is not
clicked, you CANNOT get this Professional Traits information for the candidate. We
strongly advise that you collect the Professional Traits information because this will
provide additional insight into an individual's approach to the workplace.
(For more details about Professional Traits, please review Appendix A - page 29).
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9. Minimum Percentage is the percentage of Job Match that the candidate must

achieve before an email will be sent upon completion.

10. Sales and Leadership options will display when available. Please note that the
Leadership button defaults to on, if you unclick this button then after the candidate
completes their assessment you CANNOT get this Leadership information. We strongly
advise that you collect the Leadership information and if you do not want to display in
the final report then unselect it when you generate the report.
11. The top of the screen will provide a success/failure

notification. 

On Assessment Completion Send – these selections are optional. 

5. Text – a brief text will be sent to this number letting the receiver know the

candidate name and assessment that has been completed.

6. Email – this field is auto filled with the user’s email address.  This can be edited.

Multiple email addresses can be used per report generation when separated by a semi-

colon (;).

7. Selecting Attach Report will display the list of available reports for this product for

one candidate.

Only one report can be selected. (for multiple reports, create a Scheduling Workflow)

8. A pattern will need to be selected when required for a report to be generated.

Success Pattern selection will be required when the selected report requires one. 
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Search Candidates 

1. Select product

2. Search button

3. Columns are sorted by clicking column header

4. Action icons allow you to view a Summary report  after scoring or view candidate 

information .

5. Selected candidates will be highlighted in the grid and moved to the top of the page.

6. Selected candidates will appear here. To remove them from the selection, simply click

the X.

7. Select Schedule to schedule the selected candidates for a different assessment.  Select

Reporting to generate reports on the selected candidates.
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Candidate focused Search 

1. Select the appropriate product

2. Begin typing any part of the candidate’s name in the next field.  A list of all the

candidates containing the typed letters will drop down.

3. Click on any one of these and click the Search button.

Advanced Search 

1. Product name that candidates are assigned to.

2. List of active Success Patterns.

3. Completion Status

a. Pending – candidate has been scheduled and has not started the assessment.

b. In Progress – candidate has started taking the assessment, but has not

completed.

c. Date – candidate finished the assessment on this date.

d. Disabled – assessment is no longer active

4. Email address allows you to enter a partial email (i.e. @gmail.com).

5. Active or Inactive – status of the candidate

6. Optional Codes that are available for the candidate. The three that are shown here are

examples only.
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View Candidate Information 

1. General candidate information

2. Entry Key is the key that will let the candidate enter their assessment site when they

go to Assessment Centre.

3. Entry URL is the direct link to the candidate’s site to complete their assessment.

4. Edit button allows you to edit the candidate information.

5. Inactivate removes the candidate from your general view.  Once Inactivated, they can

be Activated from this same page.

6. View Assessment allows you to view the specific answers to a completed assessment.

7. History displays the dates of assessments scheduled and completed.
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Candidate Reporting 

1. Search for and select the candidates for reporting.

2. Click the Reporting button.  This will transfer the selected candidates to the Candidate

Reporting screen.

3. Select one or more reports to generate for the candidate(s).

4. Select a Success Pattern to be used for all the candidate(s) and report(s).

5. Make the remaining selections as desired.

Special Notes: 

o No more than 25 candidates can be selected at one time.

o You can deselect any candidate by unchecking the box next to their name.

o Emailing reports

o Having more than one candidate or report selected will require the reports to be

emailed.

o Multiple email addresses can be used per report generation when separated by a

semi-colon (;).

o The default email address can be changed.

o Report specifics

o Team Matrix report needs 3 – 25 candidates to generate this report.  You will

select the Team Leader and enter a Team Name.

o Candidate Matching report needs 3 – 25 candidates selected.  These will be

compared to one Success Pattern.

o Job Fit report can have only 1 candidate selected to generate the JobFit report.

You will need to select 2 – 20 Success Patterns to which the candidates will be

compared.

o Talent Comparison report needs 3 – 12 candidates selected.  These will be

compared to one Success Pattern.
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Success Patterns 
Success Patterns are custom patterns used only in the JobFit Executive. There are 3 ways to 
create a Success Pattern.  They can be edited once created.  To create a new Success 

Pattern, click the New button on the Success Pattern screen and select the method type – 

Concurrent, Combination, or Job Pattern. 

Creating Success Patterns 

Concurrent Method 

The concurrent method is the recommended process for creating Success Patterns.  This 

method compares and combines the scores of four or more of your current top performers – 

individuals who embody success in a given position. 

1. Success Pattern name.  This should be a unique descriptive name.

2. Industry Type is a required field and the information is used for research.

3. Job Level is a required field and the information is used for research.

4. Select a minimum of 4 top performers from the drop down list.  Once a candidate is

added to the list they can be removed by clicking the X next to their name.

5. Select bottom performers if desired.  These are not required to create a Success

Pattern.

6. Create generates and saves the Success Pattern.
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Combination Method 

This method is useful when you do not have 4 top performers.  You can select 1 or more top 

performers and combine that information with an already existing Success Pattern or a Job 

Pattern. 

1. Select Success Pattern or Job Pattern to combine with the top performer(s).

Selecting Success Patterns allows you to select from a drop down list of active

Success Patterns.  Select one or more top performers and click the Create button.

Job Pattern allows you to select one or more top performers and click the Create

button.  The next screen will contain a list of Job Patterns.
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Select the desired Job Pattern.  The system will then take you to the Job Pattern Details page. 

The Job Pattern Details page will give you information about the Job Pattern and will list the 

default behaviours that this job requires.  It is recommended that you Use default job 

pattern.   If you feel that the default behaviours are not reflective of the position for the 
Success Pattern you are creating, click Edit job pattern description to make changes. 

Make the desired changes and click the Save button. 
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Job Pattern Method 

If a position is new or there are not enough individuals to use the Concurrent method, starting 

with a predefined Job Pattern is an alternative method for creating a Success Pattern.  You 

can only create 25 Success Patterns using this method. 

1. Click the Begin button and complete the basic Success Pattern information.

2. Select a Job Pattern from the Job Pattern page.

3. The Job Pattern Details page will give you the information about the Job Pattern and

will list the default behaviours that this job requires.  It is recommended that you

Use default job pattern.

a. If you feel that the default behaviours are not reflective of the position for

which you are creating the Success Pattern, click Edit job pattern

description to make changes.

b. Make the desired changes and click the Save button.
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View Success Pattern Details 

Selecting the View icon from the Success Pattern search screen will allow you to look at the 

details of the Success Pattern. 

1. All the information about the Success Pattern is listed in this area.

2. The Success Pattern scales and their ranges or show here.

3. The Performers button allows you to see the candidates that were used to create the

Success Pattern (when available). It will appear like this:
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Editing Success Patterns 

1. Save & Cancel buttons.

2. The Description and Minimum Percent are the only pieces of information that can be

edited.

3. Select the desired scale numbers to change the Success Pattern range.

4. Reset returns the Success Pattern to the state before you started editing it.
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Job Patterns 
A Job Pattern is a defined set of characteristics that typically equal success for certain 

job types.  JobFit Select only uses Job Patterns.

Printing a Job Pattern Description 

All Job Patterns have a Job Pattern Description (JPD). This description lists the 21 behaviours
that define success for this job.  The JPD can be printed out for reference by selecting the 

desired Job Pattern and clicking on the Print JPD button at the top of the page. 
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Custom Job Pattern Name for Reports 

There may be times that your organisation uses a certain Job Pattern, but the actual

position is referred to by a different name.  You can assign a different Job Pattern name for 

report generation only.  The only place the custom Job Pattern name will appear will be in 

the JobFit Select Selection and Management reports.

To change the Job Pattern name for report generation: 

1. Select the desired Job Pattern.

2. Click the Edit button.

3. Enter the custom Job Pattern name in the field.

4. Click the Save button.
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Scheduling Workflows 
Scheduling Workflows are a predefined set of actions for scheduling an assessment and 

actions to be taken once the assessment is completed.  Scheduling Workflows are product 

specific. 

Creating New 

Click the New button on the Scheduling Workflow screen.  The new window has several 

components. 

This first section allows you to enter in the basic information.  The Name is the only required 

field. 

Product is the only required selection. 

1. Select the product.

2. Depending on the chosen product, select a Success Pattern or Job Pattern (this field will

not display for JobFit Screen.)

3. Send Reminders allows you to have an email reminder sent to the candidate in 1 - 30

days if the candidate has not started the assessment.  Send Reminders will not work

when the Scheduling Workflow is used in a Self-Registration.

4. Invitation From is the name that will appear in the From field of a candidate’s Inbox.

5. Optional Codes will appear in this area.
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On Assessment Completion Send: area allows you to enter mobile phone, email, and

report selection options.   

• Only one mobile phone number.

• Multiple email addresses can be used when separated by a semi-colon (;).

• Multiple reports can be selected by holding “Ctrl” while selecting them.

Selecting JobFit report 

As mentioned above, multiple reports can be selected to be emailed upon assessment 

completion. These reports will be based on the Success Pattern selected in the Actions 

section. 

When JobFit is selected as one of the reports an additional Success Pattern window will 

appear.  The Success Pattern that was selected for all the other reports will be highlighted by 

default. A total of 2 – 20 Success Patterns must be selected in this window. 
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Self-Registrations 
Self-Registrations allow you to invite candidates to take an assessment without the need to 

schedule each candidate individually.  Any person can follow the link, enter the required 

information, and complete the assessment.   

Self-Registrations are a convenient way to include assessments into the screening process.  

The instructions can be emailed to large groups of people, posted on a local kiosk, included in 

a job advertisement, listed on job boards, etc.   

All Self-Registrations are: 

 product specific

 created using a Scheduling Workflow

Creating a new Self-Registration: 

1. Name is required.

2. Scheduling Workflow is required.  This will need to be configured before you begin

creating the Self-Registration.

3. Description – added information to help identify the purpose of the Self-Registration.

4. Active Days – number of days a Self-Registration link will be active.  This will default

to Unlimited if no other number is entered.

5. Email Instructions To – is the address that the printed instructions will be emailed to.

This is typically the person handling the posting or emailing of the invitation to the

potential candidates.
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Optional Codes 
Optional Codes provide the ability to group information for Candidates, Patterns, Scheduling 

Workflows, or Accounts. Each entity has its own Optional Codes. 

Optional Codes are simple drop down lists that allow the user or candidate to select values. 

Candidate Optional Codes have two pre-filled answer options – US States and Canadian 

Provinces.  The Optional Codes can be called anything (i.e. Preferred Location), the answer 

options are pre-filled for convenience. 

Creating New Drop Down Optional Code 

1. From the Navigation Menu select Configure  Optional Codes.

2. Select New.

3. Enter in the Optional Code Name and select Drop Down from the bottom half of the

screen.

4. Enter in as many values as needed.

5. Click Save.

Special Notes: 

 Once answer options are saved for the drop down, they cannot be deleted or changed.

 There is no limit to the number of Optional Codes that can be created per entity.

 There is no limit to the number of answer options per drop down.

 All answer options will appear in the order they were entered.
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My Account 
Your account information will enable you to view and edit vital information concerning your 

account.  

1. The information that appears in this section will be printed in the bottom right hand

corner of all your report covers.

2. The Contact Information is typically the decision maker of the company.  This person

may or may not be the Admin User.

3. Admin User / User section displays all the active users for the account.  To make

changes to this area go to Configure  Users.

4. Enable Assessments displays the assessments that are available.

5. User Permissions consist of Manage User.

6. The Edit button is found in the lower right hand corner of the page.

Edit My Account 

All sections of the account page can be edited except Users.  The Save button will appear in 

the bottom right hand corner of the page. 



Page 25 

©2017 Talexes LLC - www.jobfitassessments.com 

Users 
To view, add, or edit users for your account select Configure  Users from the Navigation 

Menu. 

1. New button allows you to create a new user.

2. Action icons allow you to view  or edit  the user’s information. 

Adding New Users 

Your account can have as many users as needed. 

The User Permission of Manager User allows this particular user to add new users, inactivate 

existing users, and change the permissions of existing users. 
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Viewing and Editing User Information 

All the information for a user can be edited by selecting the Update button. 

Resending Invitation to New User 

If a user did not receive their invitation to register for any reason, selecting the Resend 

Invitation button will resend the original invitation email. 
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System Reporting 
The Assessment Centre provides reporting to allow you to track credit usage.

1. From the Navigation Menu select Resource  Reporting.

2. Select the desired report and the report details will appear at the bottom of the screen.

3. Select the desired product and date range and select the Generate button.
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