Basic Guide to McQuaig On-Line®

OVERVIEW

Welcome to McQuaig On-Line®, the web-based assessment system that allows you to do assessments on
line quickly and efficiently using The McQuaig System™.

McQuaig Word Surveys®, McQuaig Job Surveys® and McQuaig Self-Development Surveys® can be
completed on line by candidates, current employees or managers. All Surveys are processed on The
McQuaig Institute®’s high speed, secure server and you can choose to receive survey reports in
Word.doc or PDF format, either as an email attachment or a link to pick up the reports.

On the following pages, you'll find step-by-step instructions for some of the most frequently used
functions of McQuaig On-Line®.

How 10 ACCESS MCQUAIG ON-LINE®

After you have been registered to use McQuaig On-Line®, confirmation will be sent by email to you. The
confirmation will include a USER ID and PASSWORD. This information should be kept in a secure place to
maintain the confidentiality and the integrity of The McQuaig System™.

Access to McQuaig On-Line® is available by using the web link in your confirmation email or by going to
The Rogers Group's website: www.rogersgroup.com.au/Services/McQuaig/mcquaigonline.htm and
clicking on the McQuaig On-Line® link at the bottom of the page.

After entering your User ID and Password, you will arrive at the following screen:

= McQuaig On-Line® - Windows Internet Explorer

ﬂ https: fsurvey . mequaig. comfsecurefShell aspx
= Overview Q Explorer @Sur\reys
Jahin Smith 4472 Sample Company) |
Joh Surveys iy Self-Development Surveys
7 Guick Links
® Use this link to \/\ €2 Pick-Up  Mew Surveys | Existing Surveys
request uses ,O Find Surveys [ Assion Assion a candidate or an employes Eerun Rerun a report for an existing
q PR SIS to fill in & Word Survey an-line. Survey.
Hirder SUneys
[ ]
USGS‘ curren’rly Uses available: Score Enterthe A B,C.D responses from Composite  Corbine two or more Word Sureys
available A a0 a completed Word Survey. to create a composite profile.
Expiry:
® Your account —/J\ >2 Fpert: A [ Add Add aWord Sureey reportto an Comparison Compare twa ar more Ward Surveys
ex I do‘re % ’ Assigned Self-Development or use Graphs to create comparizon graphs {incl. a
piry i
scores from the database. camparison to a Job Survey).
[ Enter Enter the total scores for aWord
Scores Survey thatis notin the database.
Frivacy Policy  Ledal Policy  Copyright 'ﬁ' McQuaig On-Line®
Done | | | | | | | o Internet L E 00w v _|

Choose "Job Surveys” to benchmark a position; or choose “Word Surveys” to have a manager,
employee and/or applicant fill in a Survey on line to profile their individual behavioural/temperament
traits. Then select the link to "Assign™ a Survey if it is fo be completed on line; or select the “Score” link if
the survey has been completed on paper (see detailed instructions on the following pages).

HELP!
If you want to know more about how you can use McQuaig On-Line®, please contact your Rogers
Group consultant on 1300 ROGERS (764377), or if outside Australia +61 7 3245 8777.
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HOW TO ASSIGN A JOB SURVEY TO BE COMPLETED ON LINE

STEP 1

{= McQuaig On-Line® - Windows Internet Explorer,

& | https://survey mcquaig.comfsecureShell aspx?lid=

je Language { d () Logout

= Overview Q Explarer =] Surveys
| Jahin Smith 4472 Sample Company) |
Select the Job Surveys tab
”m Waord Surveys : Self-Development Surveys i
CIICk on The ASSIQn “nk  Mew Surveys o Existing Surveys i
- L [ Assign Assign Individuals who know the Rerun Rerun a report for an existing
B R johwell to fill in a Job Survey an- Survey.
Hirder SUneys )
line.
Uses available: Score  Enterthe AB,C.D responses fram Composite  Combine two or more Job Sureys
a0 a campleted Job Survey. to create a composite profile for the
joh.
Expiry:
g Enter  Enter the total scores fora Job Comparizon  Campare two or more Joh Surveys
2 Feh. 2009 ) . . )
Scores Surveythatis notin the database. Graphs to create a suite of comparison
graphs.
Frivacy Policy  Ledal Policy  Copyright 'ﬁ' McQuaig On-Line®
Done | | | | | | | o Internet L E 00w v _|

STEP 2

{= McQuaig On-Line® - Windows Internet Explorer,

& | https://survey mcquaig.comfsecureShell aspx?lid=

You will need to create your Job Title.
Click on Add, Modify to see the Job Titles screen.

Assign Job Survey Wizard
Choose Job Title

Choose the Joh Title for this Job Survey < % I
|

‘[ Add, Modify.. |

Job Titles | x -
Joh Titles: M
[RE=1 J

3 Delete \’P Click on New

Fill in the Job Title

Job Title: / Click on Add & OK,

Add
I then your Job Title

e ( cama ) F will appear in the list.

Dane @ nternet | W 100% v 2 Click Next.

AN
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STEP 3

{= McQuaig On-Line® - Windows Internet Explorer,

& | https://survey mcquaig.comfsecureShell aspx?lid=

Chanoe Lanouane Set ord (" Looout

Assign Job Survey Wizard - Sales Representative

Add Individual
Define the attributes for this Individual

First name: <: Once you have selected or created

Lastname: ] the Job Title, complete the following

S e ] information for the individual who you
. : —— would like to fill in the Job Survev.
Email language:

Englizh - Internationa | =

[C1Add another Individual?

T

You can limit the time allowed
for the individual to access
and complete the Job Survey

[ 4Back | met» | Finish Cancel

L L L A =2 = L o ZMLLT LY LA | <z =

ine®

Done °Internet 100w v _|

STEP 4

{= McQuaig On-Line® - Windows Internet Explorer

& | https://survey . mequaig,com/securefShell aspx
Choose interview questions to suit the job —

Assign Job Survey Wizard - Sales Representative a Sales or Management position, or General

Job Survey Report Properties ques’rions for any jOb at any level

Define the report cantent and format for the Job Survey

Reports:
Ma v|| Table o Contents [«] Questions: General If you have a completed

| [¥l|Graph Industry. Flease specify Word Survey that you

$ﬂ v Interpretation
Jolll || Leadership Profile Compare ta Yard Survey: Mane want to compore to the
of || gelling Style Report Format... results of this Job Survey,

| |.Job Fit {Interview Guids) 5l send reporto \ < click on the mggnifying
Uses| B soecs — —— glass to select it
45 R EEisE [vw]Administrator  Language) h - International |«

Expi . Deselect Al

IFe Al [individual Language: Englis

ational ™)

£|_|/> You can choose to receive
Select the reports - - your reports in Word.doc or
you need. If unsure, [ «Back J[_ nee» RN PDF format, either as an
select All* [ S ——— attachment or a link in an
. @ =y €mail to pick up the reports

*If you select All (reports) but do not wish to compare a Job Survey to this candidate, you must
untick Job Fit and Job Fit (Interview Guide) before continuing.

NOTE: If you send the Survey to yourself, you will need to log out, and then log in using the
link in the nofification email for the assigned Survey.

Job Surveys do not affect your number of “Uses Available”.

THE ROGERS GROUP
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If the Job Survey was completed on-line, you will receive the reports automatically. If it was
completed on paper, you can enter the responses directly into your company’s McQuaig On-Line®
account, using the following instructions.

HOW TO ENTER THE RESPONSES FROM A JOB SURVEY COMPLETED ON PAPER
STEP 1

{= McQuaig On-Line® - Windows Internet Explorer,

& | https://survey mcquaig.comfsecureShell aspx?lid=
—

Change Language Set P: O Logout

1= Overview Q Explorer @Sur\reys
| Jahin Smith 4472 Sample Company) |
e Select the Job Surveys tab
Word Surveys Self-Development Surveys
e Click on the Score link
 Mew Surveys o Existing Surveys i
S [E Assion Assign Individuals who know the Rerun Rerun a repart for an existing
Order SUS johwell to fill in a Job Survey an- Survey.
line.
Uses available: Scare  Enterthe AB,C.D responses from Composite  Cornbine two or more Job Surveys
a0 a campleted Job Survey. to create a composite profile for the
joh.
Expiry:
g Enter  Enter the total scores fora Job Comparizon  Campare two or more Joh Surveys
2 Feh. 2009 ) . . )
Scores Surveythatis notin the datahase. Graphs to create a suite of comparison
graphs.
Frivacy Policy  Ledal Policy  Copyright W' McQuaig On-Line®
Done o Internet 100w v _|

STEP 2

If you have already created your Job Title, select
it and click Next. If the Job Title you want is not
already in the list of existing Job Titles, click on
Add, Modify to see the Job Titles screen.

{= McQuaig On-Line® - Windows Internet Exploj

| htkps:/}survey. mequaig.comysecure)Shell. aspx

Score Job Survey Wizard

Choose Job Title
Chaoose the Job Title for this Job Survey
Vv

[ Add, Modify.. |

Job Titles [x]

Job Titles: /|

[RE=1

Click on New

([ xosee ) N | 1

LA Fillin the Job Title
1
Joh Title: Sales Representative | Change /l: %::;onurA?:bg}lgeK,
N will appear in the list.
—— I Clck Next.
Done o Internet L 100%
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STEP 3

{= McQuaig On-Line® - Windows Internet Explorer,

& | https://survey. meguaig.comysecurefShell aspx

noe Lanouace Set P word (M Looout

Score Job Survey Wizard - Sales Representative

Add Individual
Define the attributes for this Individual

Once you have selected or created

Firstame: | <: the Job Title, complete the following

LESE e, 1 information for the person who
Emallagdress™ [ | completed the Job Survey.

*Tosend a report to this Individual

Erail language: English - Internationa | ~

T

[ 4Back | met» | Finish Cancel

L L L A =2 = L o ZMLLT LY LA | <z =

ine®

Done | | | | | | o Inkernet | QIDD% o

STEP 4

{= McQuaig On-Line® - Windows Internet Explorer

& | https://survey . mequaig,com/securefShell aspx
Choose interview questions to suit the job —
Assign Job Survey Wizard - Sales Representative a Sales or Management position, or General
Job Survey Report Properties questions for any job at any level
Define the report cantent and format for the Job Survey |
Reports
Ao || Table of Contents [«| Questions: General If you have a completed
. vl | Graph Industry: Flease specify Word Survey that you
pil )
Sk i :_rgzrdp;rest:til;?r;roﬂle Compare toWard Survey: Mone want to compare to the
o vl |selling Style Report Format.. R "e.SU”S of this Job Syryey,
| |.Job Fit {Interview Guids) click on the magnifying
) [. ~ Send reportto .
Uses| | 1] nern “ _ e glass to select it
45 e TR [v]Administrator  Language’ - Intermational |+

Expi . Deselect All »
IFe Coal [Cindividual Language: Englis tional | v |

‘|_|/> You can choose fo receive
Select the reports your reports in Word.doc or
you need. If unsure, (_«Back J(__mewd ][ Fimish PDF format, either as an
select All* e attachment or a link in an
. | @mem email to pick up the reports

*If you select All (reports) but do not wish to compare a candidate to this job, you must untick Job
Fit and Job Fit (Interview Guide) before continuing.
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STEP 5

= Score Job Survey Wizard - Sales Representative - Windows Internet Explorer

ﬂ https:ffsurvey. moquaig, com/securefScore, aspxrscoreid=545060

Score Job Survey Wizard - Sales Representative

Language: | English - International

Enter Responses
Enter the responses chosen by the Individual

Copy the A, B,C,D
responses from the
paper form.

Mote: There must be only one A, ane B, one <, and one O in each group.

1 z : When you reach
is competitive [ Jl| isaperfectionistattimes [ ]| | helps cthers (] the end, click OK.
maintains a positive makes decisions easil is composed
outook ] v [ P L]

has an out-going warks within company
ets an even pace l:l personality l:l policies l:l
respects autharity l:l tdois not mind repetitive l:l welcomes responsihility l:l
asks

4 5 3
does not pressure others l:l seizes opportunities l:l needs to achieve l:l
StiCKSE}U established l:l trusts athers |:| is a good comrmunicator |:|
procedures

avoids sefting unnecessary
is enterprising L ]| ceadines remains cairm L]
is persuasive l:l g';?:utﬁ;‘;mmgs l:l I vl @ngrriiiEed l:l

7 8 ]

is precise and accurate maintains guality control does notneed constant

e I:I Gl I:I change I:I
ig an individualist |:| makes things happen |:| Specialises in histher fisld l:l
understands peaple (] is at horme with peaple (] . ]

i i has a calming effect an
CEERITEES i l:l others l:l enjoys influencing others |:|
; Iz Iz 1| s
Done 0 Internet H100% <

HOW TO ASSIGN A WORD SURVEY TO BE COMPLETED ON LINE ON ANOTHER PERSON'’S PC

STEP 1

= McQuaig On-Line® - Windows Internet Explorer

g’ https: ffsurvey . mequaig. comfsecurefShell, aspxlid=

= Owenvigw 5] Surveys
| Jahin Smith 4472 Sample Company) |

Select the Word Surveys tab

Self-Development Surveys

Click on the Assign link

Mew Surveys o Existing Surveys
T =TT [ Assion Assign a candidate or an employes Rerun Rerun a report for an existing
B R to fill in & Word Survey an-line. Survey.
Hirder SUneys
Uses available: [ Score Enter the AB,C.D responses from Composite  Cornbine two or more Word Surveys
a0 a campleted Word Survey. to create a composite profile.
Expiry: )
m Add aWord Survey reportto an Comparizon  Campare two or more Word Surveys
2 Feh. 2009 ) ) )
Assigned Self-Development or use Graphs to create comparizon graphs {incl. a
scores from the database. camparison to a Job Survey).
Enter Enter the total scares for a YWord
Scores Survey thatis notin the database.
Frivacy Policy  Ledal Policy  Copyright 'ﬁ' McQuaig On-Line®
Done | | | | | | | o Inkernet | @‘l 100% - _|
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STEP 2

{= McQuaig On-Line® - Windows Internet Explorer,

& | https://survey mcquaig.comfsecureShell aspx?lid=

Chande Lanauaoe

Assign Word Survey Wizard

Add Individual
Define the attributes for this Individual

IS ET: 1 Fillin the name and email address of the person you

Lastname: ] <:: want fo complete the Word Survey. Specify male or
Ernail address: . female (for pronoun purposes only in the reports).

-

Gender: Flease specify
Email language:

Englizh - Internationa | =

Expiry: days =3

[C]Add another Individual?

You can limit the time allowed
for the individual to access and
complete the Word Survey

N TTETE TTERT ¥ T inish Cancel

L L L A =2 = L o ZMLLT LY LA | <z =

ine®

Done | | | | | | o Inkernet | QIDD% o

STEP 3

{= McQuaig On-Line® - Windows Internet Expli Choose interview ques’rions to suit the jOb —

& | https:j{survey .mcquaig.comysecure/Shell aspx?lid= a Sales or Managemenf posiﬂon, or General
questions for any job at any level
Assign Word Survey Wizard
Word Survey Report Properties . I |f YOU hOVG a
Define the report content and format for the Word Survey
) completed Job
R L Interview gquestions: G | ] Survey ThOT you
mo ﬂ ‘(l;ar::aehofCDntentS - SU-NEY ener /i want to compare
&2 pil v| | Interpretation 1 Sales \I' to the results of .ThIS
FE | vl| Leadership Profile IAEIPE [FETEL Management Word SUI’VGY,‘C[ICI(
E of ¥l |sgeling Ste ~— Send report to on the magnifying
Dese ﬂ e 5 [Wadministraior  Lang \w-mtemationeﬂ - ‘ .| glass to select it
50 Report grauping:
Expir]  _ DesslectAl Select the reports you
2Felf L Assessing a<; need. If unsure, .
O :Tnaging and O select All* You can C:]O.OS\Z ’rodrzcelve
W YOur reports In wWord.aoc or
7/|:|\IncludeaSeIf-DeveIopment Survey {additional Use applies) PDF fOFmOT, either as an
Aﬂ > BT LT —— oh‘oc;hmep’r or alinkin an
- o email to pick up the reports

At this point, you can also request a Self-
Development Survey report, which can
be sent to you, the individual, or both

@D Inkernet R J

*If you select All (reports) but do not wish to compare a Job Survey to this candidate, you must
untick Job Fit and Job Fit (Interview Guide) before continuing.

THE ROGERS GROUP
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STEP 4

Click Next — this is where you can make any changes necessary before clicking Next again.
When you click Finish, your “Uses Available” will count down by one (or if you have added the
Self-Development Report, by two).

HOW TO SET UP A WORD SURVEY TO BE COMPLETED ON A COMPUTER AT YOUR OFFICE

Follow the steps for assigning a Word Survey, but at step 2, enter an email address that can be
accessed by the computer the candidate will use. Alternatively, enter your own email address,
and after clicking on Next at the end of step 3, you will see this screen:

{= McQuaig On-Line® - Windows Internet Explorer

& | https:|fsurvey mcguaig, com/secure/Shell aspe

SetP

Change Language O Logout

Assign Word Survey Wizard - X¥Z Sample Company
Assign Survey Wizard Completed

The Assign Survey Wizard has completed successfully.

Toview andfor record ID's and Passwords, click here.

> MuQuaig On-Line® - Windows Internet Explorer

I & | https:|fsurvey mcguaig, com/secure/Shell aspe

Change Language SetPassword () Logout THE

Click on the link to see the unique ID |5 Wora Survey Wizard - Xz Sample Company

Oﬂd pOSSWOFd fOF ThIS SUWGY. Use ﬂ._ssign Survey Wizard Completed h
this ID and password for the
candidate o log in.

M

The Assign Survey Wizard has completed successfully.

Individual User ID Password |
Smith, Joe aligicae apelisa
Done
Ly
Choose FIMISH to end the Assign Survey Wizard.
Choose MEXT to assign anather Survey.
4 Back . Mes» | Finish | Cancel
Done o Internet 100w v J

NOTE:

This is the only opportunity to see the ID & password for the Survey you have assigned. You
cannot go back to view them again.

On the computer the candidate will use, go to hitps://survey.mcquaig.com/ and enter the User ID
and Password you have recorded for the Survey.

THE ROGERS GROUP
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HOW TO ENTER THE RESPONSES FROM A WORD SURVEY COMPLETED ON PAPER

STEP 1

{= McQuaig On-Line® - Windows Internet Explorer,

& | https://survey. meguaig.comysecurefShell aspx

je Language SetP d () Logout THE
MAAOYITAT,
1 ‘Ul—ilu
UTE*

= Overview Q Explarer =] Surveys
Jahin Smith 4472 Sample Company) |
e Select the Word Surveys tab .
Self-Development Surveys
e Click on the Score link o
 Mew Surveys o Existing Surveys
(BN [ assion Assign a candidate ar an employes Rerun Rerun a report for an existing
i -li Survey.
ks to fill in & Word Survey an-line. .
Uses available’ Scare Enter the AB,C.D responses from Composite  Cornbine two or more Word Surveys
a0 a campleted Word Survey. to create a composite profile.
Expiry:
L) m Add aWord Survey reportto an Comparizon  Campare two or more Word Surveys
2 Feh. 2009 ) ) )
Assigned Self-Development or use Graphs to create comparizon graphs {incl. a
scores from the database. camparison to a Job Survey).
Enter Enter the total scares for a YWord
Scores Survey thatis notin the database.
Frivacy Policy  Ledal Policy  Copyright 'ﬁ' McQuaig On-Line®
Done o Internet 100w v _|

STEP 2

{= McQuaig On-Line® - Windows Internet Explorer,

& | https:/fsurvey.mcquaig.comysecure/Shell aspx

ge Languaoe Se rd (M Looout

Score Word Survey Wizard

Add Individual
Define the attributes for this Individual

First name: :Indusw: Please specify -

F Q Last name: I:I*Position: Please specify - |
2 Pi

*Tosend a SelfDevelopment Survey to this Individual

Email address™ I:I*Area: Please specify - —‘

-

Gender: Flease specify
Email language:

iR —— e Fillin the name of the person who
nglsn - INternationa | =
e completed the Word Survey.
[Clinclude a Self-Development Survey {additional Use applies) .

e Specify male or female (for pronoun
purposes only in the reports).

® You only need to enter their email
At this point, you can also request a Self- address if you are also sending them
Development Survey report, which can be a Self-Development report.
sent to you, the individual, or both. Met b | Fini . |
<rr—eine®
N.B. Selecting this option takes an extra ‘use’. S "

oo & Internet F00% v |

THE ROGERS GROUP
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STEP 3

AUDITT EE ERTTERINELEAENN  Choose interview questions to suit the job —

] https: fsurvey mequaig.comsscurs/shel. aspix a Sales or Management position, or General
qguestions for any job at any level
Score Word Survey Wizard
Word Survey Report Properties
Define the report content and farmat for the Word Survey oy If you have a
Reports: — completed Job
Mo || Table of Contents [a Interview questions: General v /h Survey that you
_ || Graph L Cornpare to Job Survey: want fo compare
@ﬂ I | Interpretation 1 Sales ¢ to the results of this
;—' ﬂ ;e:”ems’;f Frofle Management Word Survey, click
L elling B — Send reportto .
v | Interviewing [@]Administrator Languad lish - International | = onthe mcgnlfy_/lng
Uses| ll ion s [ il A s| glass to select it
=l Report grauping:
Expi oD lgpnl
2 Fe _ Aszess S | th t
) i| selec e reports ;
= :"lf” : oL need If%nsure You can choose to receive
® . , .
Y lect All* your reports in Word.doc or
selec PDF format, either as an
EEEE I Finish | atfachment or a link in an
S email to pick up the reports
Done o Internet L E 00w v J

*If you select All (reports) but do not wish to compare a Job Survey to this candidate, you must
untick Job Fit and Job Fit (Interview Guide) before continuing.

STEP 4

= McQuaig On-Line® - Windows Internet Explorer

g’ https: fsurvey . mequaig. comfsecurefShell aspx

Chande Lanauaoe

Score Word Survey Wizard

Choose Form
Chaoose the form used for this Survey

_ Form A

Enter the Survey respanses using Form A.

(=) FormB
Enter the Survey responses using Form B. <:

Select Form B
(forms supplied by The Rogers Group
are always Form B)

[ aBack | met» | Finish Cancel
o T T T LA B orreine®
Done | o Internet L E 00w v

THE ROGERS GROUP
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STEP 5

(= Score Word Suryey Wizard - Windows Internet Explorer,

ﬂ https: fisurvey . mequaig. comfsecurefScore, aspxPscoreid=610968 A 5

Score Word Survey Wizard

Language:l English - International % | Form: s O B &

Enter Responses
Enter the rezponses chasen by the Individual

Copy the A, B, C, D
responses from both
- sides of the paper form.

Mote: There must he only one A, one B, one C, and ane D in each group.

1- Part O 2- Part O 3- Part O
e = o = o When you reach the
strong-willed |:| helievable |:| restful |:| .
end, click OK.

full of enthusiasm |:| camposed |:| safety first |:|
dependable |:| wary |:| will to win |:|
asily influenced |:| relentless |:| liking people |:|

d - Part One 5 - Part One E - Part One
giving to athers |:| make things happen |:| mativating others |:|
putting an pressure |:| make friends easily |:| stable |:|
socially skilled |:| reliable |:| grateful |:|
temperate |:| pliant |:| dauntless |:|

T - Part One & - Part One 9 - Part One
conservative |:| kind hearted |:| fearless |:|
flexible |:| enterprising |:| making friends |:|
fighting spirit |:| spellhinder |:| predictable |:|
happy |:| steadfast |:| devoted |:|

A0 - Part One A1 - Part One A2 - Part One
liked by others |:| unchanging |:| thankiul |:|

Done | | | | | | | o Internet L E 00w v J

Once you have had an opportunity to review the reports you receive,
we encourage you to discuss them with your Rogers Group consultant
for further advice about The McQuaig System™.

@ 1300 ROGERS (764 377)
7 info@rogersgroup.com.au
‘B www.rogersgroup.com.au

© Copyright The McQuuaig Institute®. Reproduction in whole or in part is strictly prohibited. The Rogers Group Pty Ltd, Australasian Licensee for The McQuaig Institute®
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Find out how The Rogers Group can make it easier to define jobs, assess candidates and retain employees

PO Box 4100 Gumdale QId 4154
TH E ROGERS GROU P Unit 4, 75 Redland Bay Road tel 1300 ROGERS [764377]

V4 Capalaba QId 4157 Intl +61 7 3245 8777
we ferow peog & - fax 1800 ROGERS [764 377]
email  info@rogersgroup.com.au Infl +61 7 3823 2377
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