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McQuaig On-Line®
User Manual

3 MeGluaig On-Line® - Microsoft Internet Explorer
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User Manual for McQuaig On-Line®

SURVEYS
* What do | need to know about Surveys in general before starting? 2
* How do | Assign a Survey to be completed on line? 3
o Word Survey 4
o Self Development Survey 12
o Job Survey 13
* How do | Score a Survey that has been completed on paper? 16
* How do | Add a Word Survey to a Self-Development Survey that's been Assigned or use scores that are already in The
Self-Development database to generate a Word Survey? 20
* How do | Enter the scores for an already completed Survey? 23
* How do | Rerun a report that's already been received? 24
* How do | develop a Composite profile, combining the scores of several reports into one? 26
o Word Survey 26
o Job Survey 29
* How do | develop a Comparison Graph (comparing the profiles of several people to each other or to a composite or
several applicants to a job)? 32
* How do | Manage my Job Titles? 36
* How do | Re-send an ID or a Link? 37
OTHER SECTIONS
* Pick-Up 39
* Find Surveys 41
* Order Surveys 44
* Explorer 45
+ Overview 46
+ Change Language 48
+ Set Password 49
USER GROUPS
* What are User Groups? 50
* How do | create a User Group? 51
» How do | exchange uses back and forth between my Account and my User Groups’ accounts? 56
* How do | change the Expiration Dates of my User Groups? 58
» How do | set myself up to Administer Surveys on behalf of my User Groups? 59
* How do | take over a User Group’s Surveys? 60
APPENDIX
» Customizing the Website Display 61
» Profile Codes 62
* Trouble Shooting 63
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What do | need to know about Surveys in general before starting?

There are three types of Surveys:

. The McQuaig Job Survey®: Hiring Managers and others who know the job well
complete this Survey to define the behavioural requirements of any job at any level.

. The McQuaig Word Survey®: Candidates complete this Survey to give Hiring Managers
and others a better understanding of their temperament/behaviour patterns. Incumbents
can also complete The Word Survey to help benchmark the role. And, of course, this
Survey will provide Managers with coaching/managing tips.

. The McQuaig Self-Development Survey®: Current employees complete this Survey to
help them understand how to make the most of their talents.

Each Survey can be completed in:

. English (American, Canadian or International)
. French

. Portuguese

. Spanish

Reports are available in:

. English (American, Canadian or International)
. French
™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 2
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How do | Assign a Survey to be completed on line?

The procedures for a Job Survey, Word Survey and Self-Development Survey are much the same so we'll
walk you through a Word Survey and then describe any differences in the procedure for a Job Survey and
Self-Development Survey.

Assigning a Word Survey

2 http: fiwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

@ Logout
i=Overview @ Explarer [&] Surveys
‘ Jaohn Smith (Graphic Technologies Inc) |
Job Surveys Ward 51 Sel-Development Surveys
i Guick Links
2 Pickelp — Existing Surveys
j} Find Surveys Assign a candidate or an employvee Rerun Rerun a report for an existing
i -li Survey.
Order Survers tofill in a Word Survey on-line. i
Uses available: & 5core Enterthe A B,C.D responses from Bl Composite  Combine two or mare Word Surveys
100 a completed Word Sunvey. to create a composite profile.
Expiry: )
(2 add Add avvard Survey repartto an [E comparison  Compare two or more Word Sureys
Dec-31-10 . . .
Assigned Self-Development ar use Graphs to create comparison graphs dincl. a
scores from the database. comparison to a Job Survey).
Enter Enter the total scores for a Word
Scores Survey that is notin the database.
Privacy Policy  Ledgal Policy  Copyright "\?“ McQuaig On-Line®
a Daone ® Internet
™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 3
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How do | Assign a Survey to be completed on line? (cont’d)
The Word Survey

Fill in the Individual’s details First Name, Last Name, Email address, Gender (for pronoun purposes only),
Form Language (this choice will indicate both the language of the email to the Individual and the language
of the form that will be presented — however, should the Individual feel more comfortable completing the
form in a different language, s/he will have the option to switch) and Expiry (the number of days the
Individual has to fill in the Survey before his/her access expires):

. 2 http: fiwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chanoe Lanouaoe

Assign Word Survey Wizard

Add Individual
Define the attributes for this Individual

First name: |Ju|ie

Lastname: |Emwn

Email address: |ju|ie@emai|.c0m

Gender: Female ~
- 1
Form language: English - Canadian |« |
SR

[CAdd anather Individual?

Medt b Finizh C Cancel

l”” z ,...... <ine®

® Internet

You can Add as many Individuals as you like so long
as the specifics remain the same from now on.

™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 4
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How do | Assign a Survey to be completed on line? (cont’d)
The Word Survey

This page lets you choose which reports you'd like to receive.

NOTE: We highly recommend that you click Assessing and Selecting
when you’re interviewing a candidate or incumbent for a job, Managing and
Coaching once the Individual has been hired or if you are assessing an
incumbent.

Checking All can seem like a time-saver, but it adds reports that may not
be necessary given the circumstances — leading to too much information
for, say, a Hiring Manager to assimilate.

Be selective. If the candidate is not applying for a Leadership role, simply unclick Leadership Profile.

2 http:/fwww.mcquaig, com - McQuaig On-Line® - Microsoft Internet Explorer

Chanoe Lanauane
Rerun Word Survey Wizard
Word Survey Report Properties
Define the repart content and farmat for the Wiord Sureey
|
Reports
v a Interview questions: General -
o || Table of Contents J [ - |
v | Granh Cormpare to.Job Sureey; Mane Fa
&3 pil | Interpretation T - —
eport Format...
& Fil ||| Leadership Profile &
oif || Selling Style — Gend repartto
| Interviewing . (Wladministrator  Language: English - Canadian | v |
Lges| el | tmrim mticctn fmtimin L e 5
1 Repart grouping:
Expi . Mone
Dec- (=) Assessing and Selecting J
_ Managing and Coaching #
Al
< Back | Mext b Finish | cancel
Ra” Loy anmatiy = =2 1 m =11 e L) i A <ine®
&] Dane 0 Internet
™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 5
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How do | Assign a Survey to be completed on line? (cont’d)
The Word Survey

The Interview Questions you select will depend on the job:
. General for any job at any level

. Sales for sales jobs

. Management for supervisory/leadership roles

2N http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chande Landuade S - s M | ooout
Assign Word Survey Wizard
Word Survey Report Properties
Define the report content and format for the YWord Survey 29
: |
Repords -
W a | | Tahle of Contants ;. Intervievy questions: General -
) v | Graph Cormpare to Job Surey:
& Pl | | Interpretation ST " .| Sales
s J eport Format...
# Eifl | | Leadership Profile [p— Management
oy || Selling Style ~— Send report to 7
v | Interviewing r [Madministrator Language:  Epglish - Canadian -
Uses| el v vt et T ]
10w Repor grouping:
Expi . Mone
Diec- =) Assessment and Selection =
. Management and Coaching a
Al
Cinclude a Self-Development Survey (additiocnal Use applies)
[ 4 Back | Mest b ) Finish [ Cancel |
nsiasvoaim e issa ey ==t 15 m =t aanizinas LA J z —r=ine®
@ Done B Internet
™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 6
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How do | Assign a Survey to be completed on line? (cont’d)
The Word Survey

Compare to Job Survey:

23 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chanoe Languane

Assign Word Survey Wizard

Word Survey Report Properties
Define the report content and format for the Yord Survey

Reports
ma | | Tahle of Contents 13 Interview questions Genetal
v| | Graph Compare ta Job Survey: Mone
& P | | Interpretation — )
o eport Format...
& Eil | wl| Leadership Profile 0 -
(& on |vl|seling style —Send reportto
| | Interviewing - Mladministrator  Language:  English - Canadian | v
IUzses| leal| terirondidedn feabnin L .
100 Report grouping:
Expi _ Mone
Dec- (=) Assessment and Selection s
_ Management and Coaching @
Al
[¥linclude a Self-Development Survey (additional Use applies)
. - ——— - o
[ «4Back | Mext b F% | cancel |
L S —
= — / L ne®
&] Dore / © Internet

/

By clicking on the magnifying glass, you can select from The Job
Surveys that are in your database and receive a Job/Candidate
Analysis on the Individual.

NOTE: We highly recommend the Job/Candidate Analysis as it
describes the similarities and differences between the
candidate and the “ideal” behaviours as described in The Job
Survey.

™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 7
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How do | Assign a Survey to be completed on line? (cont’d)
The Word Survey

If you have Job Surveys in your database, either type in the Job Title and/or the First and Last
Name of the Individual who has filled in The Job Survey or, if you're not exactly sure, click Find and
select The Job Survey you want. If you don’t have any Job Titles, see Page 14 for instructions.

A http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chanoe Lanauade Set Pac g Y Lonout
Search [ x|
Fin
B 12|
Find iterns that match the criteria below. Mame searches match any values heginning with the
string you specify.
o j—
Job Title: |Administrative Assistant
<2 Eif
e First name: |
& Eif
o Last name: |
Email address: |
Uses &
117
Expi
Dee g
i~ Find a
; & Refresh ,
Close
Results
040" o0 =1 e e = a1 m a1 ErrrroT LATA J T omr—=ine®
@ Done 8 Internst

Chanoe Lanouace word (9 Looout
Search [ |
Find |
[|Results - |
Mumber of entries matched: 3
ccount name ame = | Jo = Properties...
o Account N Job Titl = Properti J—
3 Pil ] Adminis | Expart.. “l
3;:3'Fi raphic Technologies Inc. Fine, Jim Adrninis : :
0 .El Graphic Technaologies Inc. James, Harvey Adminis
Uses E
"7
Expi
Dec- s
El
[ ok ]
1R K ] [» Cancel |
ine®
Ty ErrrreT LA A <rr=ine
@ Done ® Internet
™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 8
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How do | Assign a Survey to be completed on line? (cont’d)
The Word Survey

You can choose to receive your reports in Word.doc or PDF formats. They can be sent to you as
an attachment in an email or as a link in an email. Links will bring you directly to your account
where you can Pick-Up the reports.

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chande Landuaoe SetFa Qi
Assign Word Survey Wizard [x]
Worid Survey Report Properties b, =
Define the report content and farmat for the Word Survey |
Reports:
Wa v|| Table of Contents e For it [:] |7 Y |
_ V|| Graph d
Qiﬂ ! | Interpretation Report format: (=) Microsoft Word () PDF B
&~ Eil | wl| Leadarship Profile
of |#l| seling style Send report as: o Attachment (=) Link
¥ | Interviewing Paper size L et - P -
Uses| 1 imiomtinon tentnin e —l L MR ‘ s
o Report grouping:
Expi . Mone . L
Dec- (=) Assessment and Selection | Ok )L Cancel =
_ Management and Coaching 8
LAl
[CJinclude a Self-Development Survey {(additional Use applies)
[ <max | Next b Finish [ cancet |
T T T ToETT T | A dELT LY 'v' T = uu®
@ Cone 0 Internet
Note: We highly recommend that you request a Link. Emails can be
delayed, intercepted or lost. But if you’ve requested a Link, the
report will be waiting for you in the Pick-Up section of your account
within minutes whether or not you get the email notification.
™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 9
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How do | Assign a Survey to be completed on line? (cont’d)
The Word Survey

2 http:/iwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Assign Word Survey Wizard
Word Survey Report Properties
Defing the report content and format for the Word Survey
I

Reports:

v| | Table of Contents - Interview guestions: General -
Wa q ) |

) vl | Graph Compare to Job Sureey Mone Fe

& Pl v | Interpretation TG : - _
[ EpOl arma
4 Eil vl | Leadership Profile B
o ¢ selling Style — Send reportto

¥ | Interviewing = [¥] Adrninistrator Language: | English - Ganadian -
Uszes| lull i nominin | = S
100 Report grouping
Expi _ Mone
Diec- (=) Assessment and Selection R

a
_ Managernent and Coaching
<~@(Ie a Self-Development Survey (additional Use applies)
[ dBack | Next b Finish | Cancel
T T T T jTauns: ™Y < ine®
a Done & Internst

NOTE: We highly recommend The Self-Development Survey if you’re
assessing a current employee so that you can give him/her a report that will
help the employee to develop and grow. However, unless there’s an unusual
circumstance, this isn’t recommended for a candidate.

Including a Self-Development Report will count as an additional usage.
Click on Next.

This screen will only come up if you have requested a Self-Development Survey. You can send
this report to yourself, to the Individual who has filled in the Survey or to both.

¢ | http:/fiwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Assign Word Survey Wizard - Graphic Technologies Inc.
Self-Development Survey Report Properties
Define the report cantent and format far the SelfDevelopment Survey
e
Report Format...
Wa| - —
@ﬂ — Send reportto
o [vlAdministrator ~ Language:  English - Canadian | v
o
1 [“lindividual Language:  English - Canadian I~
Useg| e
100
Espi
Dec s
a
[ amak [ metr Finish | cancel
T T i T yaumes LA J e ine®
@ Dane ® Internet
Click Next
™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 10
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How do | Assign a Survey to be completed on line? (cont’d)

The Word Survey

) http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chanoe Lanouane So d (M Looout
Assign Word Survey Wizard

Review details of your assignment

Flease confirm the assignment details you have specified

The wizard now has all of the information necessary to complete the assignment.

¥ou have specified the following: f—
User name: Brown, Julie
Email address: julie@email.com —_—
Change
Expiry: Apr-28-08 e
5

Send report to Administrator
[¥]Send natification ta Individual

a
Onece you are satisfied with the information above, click Mext to complete the assignment

| aBack |[ wear» | Finish  cancel

ine
o I ZNanLE ®

Tyv =

O Internet

@I Done

If you need to make any changes, choose Change or click Back. If you're satisfied, click on Next and
you’re done, unless you want to record or Export the ID and Password.

2 http:/fwww.mcquaig,com - McQuaig On-Line® - Microsoft Internet Explorer

Chance Lanouade Sot rd (M Loaout
Assign Word Survey Wizard
Assign Survey Wizard Completed
. ] |
The Assign Survey Wizard has completed successfully.
| |
Toview andior record 1D's and Pagsswords, click here,
]
— ]
| Emport.. | .
Choose Finish to end the Assign Suney Wizard.
Choose Mext to assign another Sureey
4 Back T Mede [ Fimish | Cancel
- T Y - Fr—)
@ Done O Inkernet

NOTE: We highly recommend you don’t bother keeping a record of ID’s and
Passwords. If you need to resend a Notification, we’ll talk you through it later.
And, if you want to recreate a Password for someone, we’ll show you that too.

™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 11
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How do | Assign a Survey to be completed on line? (cont’d)

The Self-Development Survey

Click on The Self-Development Survey module and basically follow the steps outlined in Assigning a
Word Survey.

A hitp:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

O Logout
i=Overview @ Explorer =] Surveys
|
Joh Surieys Word Surveys
M Quick Links : ! 1
@Pick—Ug — Mewr Sun i Existing Surveys
j:}Find Surveys Assign Assion a candidate or an employes Rerun Rerun a report for an existing
B ST tofill in a Sel-Development Survey Survey.
Lrder Surveys )
an-line.
Uses available: [ Score Enterthe A B.C,D responses from [8 comparison  Cormpare twa or more Self
g9 a completed SelfDevelopment Graphs Development Surveys to create a
Survey. comparison graph.
Expiry:
m Add a Self-Development report to
Dec-31-10 .
an Assigned Word Survey or use
scores from the database.
Enter Enter the total scores for a Self-
Scores Developrment Survey that is not in
the database.
Frivacy Policy  Legal Policy  Copyright 'ﬁi' McQuaig On-Line®
@ Done ® Internat
™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 12
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How do | Assign a Survey to be completed on line? (cont’d)

The Job Survey

Click on The Job Survey module

A hitp:/fwww.mcquaig.com - McQuaig On-Line

Microsoft Internet Explorer

d

S= Cverview

John Smith {Graphic Technologies Inc.) |

e ———
ﬁ@‘ Wiord Surveys = Sel-Development Surveys =

M Quick Links
@Pick—Ug ~ Existing Surveys
4~ Find Surveys [E Assiogn Asglun Individuals whao know the Rerun Rerun a report for an existing
Ly BN i well to fill in a Job Survey on- Survey.
Order SUnveys )
line.
Uses available: [EScore  Enterthe AB,C,D responses from [ Composite  Corbine two or mare Job Surveys
g9 a campleted Joh Survey. to create a compoasite profile for the
joh.
Expiry: )
Dec-31-10 Enter  Enterthe total scores for a Joh Compatison  Compare two or more Job Surveys
Scores Surveythatis notin the database. Graphs to create a suite of comparison
araphs.
Frivacy Policy  Legal Policy  Copyright 'ﬁi' McQuaig On-Line®
@ Done ® Internat

When you click on Assign (if you have no Job Surveys already), you'll come to this page:

M Looout

Assign Job Survey Wizard
Choose Job Title
Choose the Job Title for this Job Surey

! Add, Modify..

- [ organizations... | -—

4 Back Finish Cancel
®
A a1 = =2 ErrrreT LA A S

Click on Add, Modify

™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 13
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How do | Assign a Survey to be completed on line? (cont’d)
The Job Survey

Click New, Fill in the Job Title, Click Add, Click OK.

A hitp:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer |:||: [Z|

Chanoe Lanouaoe
Assign Job Survey Wizard |z|
Choose Job Title y 1T
Choose the Joh Titg Job Titles E|
Joh Titles: l
| —
* Delete
Job Title: | Add
oK |
[ cancet |
«Back [ Med» | Finish | cancel
ek oy 11 = Lt m st g Zranizias LA R omr=ine®
@ Done ® Internat

You’'ll now be back to this screen. If this is the correct Job Title, click Next.

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chanoe Lanauaoe
Assign Job Survey Wizard |Z|
Choose Job Title
Choose the Job Title for this Job Survey
e — —————— H
| Add, Modify...
| organizations... | |
apack [ nHea» | Finish " cancel
T EwgEreeT o LATA e o=
@ Done B Internet
™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 14
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How do | Assign a Survey to be completed on line? (cont’d)
The Job Survey

You will now be at this screen (just like in Assign a Word Survey):

A hitp:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Assign Job Survey Wizard - Administrative Assistant

Add Individual
Define the attributes for this Individual

First narne: |
Last name: —

Farm language: English - Canadian | =

Expiry: days

[CJAdd another Individual?

T

4 Back | Mext b Finish | cancel

ine®

L L L === L L = L EryrToTT TV T =

@ Done ® Internat

Please follow The Word Survey directions from now on.

Note, in The Job Survey, you have the option to send a copy of
the report to yourself (as the Administrator), to the Individual, or
to both of you and, if you’re sending to both, you can do so in
different languages if required.

™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 15
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i=Overview @ Explorer =] Surveys
John Smith {Graphic Technologies Inc.) |
Joh Surieys ! Sel-Development Surveys

M Quick Links . 5 .

@ Pick-Up ~ Mewr Surveys | Existing Surveys

4~ Find Surveys [ Assian Assign a candidate or an employee Rerun Rerun a report for an existing

IR B to fill in & YWord Survey on-line. Survey.

Order SUnveys

Uses available: Score Enter the A8 C.D responses from Composite Combine two or more Word Surveys

g8 a completed Ward Survey. to create a compoasite profile.

Expiry: )

Dac-31-10 m Add a'Word Survey report to an Comparison Campare twa ar mare YWoard Surveys
Assigned Self-Development or use Graphs to create comparison graphs dncl. a
scores from the datahase. camparisonto a Job Survey),

[ Enter Enter the total scores for a Yord
Scares Survey that is notin the database.
Frivacy Policy  Legal Policy  Copyright 'ﬁi' McQuaig On-Line®
@ Done ® Internat

Fill In the details

3 http: fiwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer
Sot P rd (M Looout

anoe Languaoe

Score Word Survey Wizard - Graphic Technelogies Inc.

Add Individual
Define the attributes for this Individual

First name: Industry: TechnologyTelecomm |«

Last name: *Pasition: Please specify - |
LS —

Email address*: l:I*Area: Please specify -
— 1/

*if wou want to send a Self-Development Sunvey to

Gender: Flease specify -
Form language: English - Canadian | v | =

[Clinclude a Self-Development Survey {additional Use applies)

=1
a
< Back | Nedt b Finish | cancel
ST e T EgerreeT ErrrreTT LA Rt omr=ine®
@ Done B Internet
™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 16
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How do | Score a Survey that has been completed on paper? (cont’d)

Next brings you to the screen where you can choose your reports, the type of interviewing questions, The
Job Survey for the Job/Candidate Analysis, the language of the report that’s to come to you.

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chanoe Lanouaoe Se d (" Looout

Score Word Survey Wizard - Graphic Technelogies Inc.

Word Survey Report Properties

Define the repart content and format for the Ward Survey

|

Reparts:
Ao ! | Tale of Contents 2 Interview gquestions: General v

v Graph Campare to Job Survey: Administrative Assistant- Fine, Jim
@ﬂ vl Interpretation 5 = : -
4 Ein (vl | Leadership Profile LA ARV
Eof |vl|seling stie — Send reportto

|| Inteniewing E [w]Administrator  Language:  English - Canadian B
Usges| Bl imvimmtionie dvan-in Bl | — S
7y Report grouping:
Expi _ Mane
Dec- (=) Azsessing and Selecting 5

El
_ Managing and Coaching
Al
aBack || Ned» | Finish " Cancel
ek oy 11 = Lt m st g ErrrreTT LA Rt wmr=ine®

@ Done B Internet

Click Next and this screen will only appear if you’ve chosen to add a Self-Development Survey:

2} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Set rd (M Looout

Chanoe Lanauaoe

Score Word Survey Wizard

Self-Development Survey Report Properties

Define the report content and format for the Sel-Development Survey
|
Report Format...
Wa - — |
@Pi  Send reportta
j}Fi [W]administratar  Language: English - Canadian -
sl iy
[v]Individual Language: English - Canadian | v
Uses &
a8
Expi
Dec-
a
[ apack | Medt b Finish © cancel
ine®
T — S Frrrre LATh R orr=ine
@ Done B Internet
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How do | Score a Survey that has been completed on paper? (cont’d)

Click Next and you can choose the proper form.

A hitp:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chanoe Lanouaoe Set P vord (M Looout
Score Word Survey Wizard
Choose Form
Choose the form used far this Survey
|
_ Form A
Enterthe Survey responses using Form A.
J—
(=) Form B
Enter the Survey responses using Form B.
]
]
El
4 Back | Mext b Finish [ cancel |
ek oy 11 = Lt m st g ErrrreTT LA R wmr=ine®
@ Done ® Internat
Click Next
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How do | Score a Survey that has been completed on paper? (cont’d)

If you get to this screen and the first box isn’t an exact match to the paper form, simply change
forms. If you're in the wrong language, you can change languages here as well.

2} http:/fwww.mcquaig.com - Score Word Survey Wizard| - Microsoft Internet Explorer

e[ Responses

orm: A O B &

Enter the responses chosen by the ndividual

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

1- Part One 2 - Part One 3 - Part One
strang-willed |:| helievable |:| restiul |:|
full of enthusiasm |:| composed |:| safety first l:l
dependahble |:| Wary |:| wiyill 10 wein l:l
easily influenced |:| relentless |:| liking people l:l
d - Fart One 5 - Part One E - Part One
giving to others |:| rmake things happen |:| motivating others l:l
putting on pressure |:| make friends easily |:| stahle |:|
socially skilled |:| reliable |:| grateful l:l
termperate |:| pliant |:| dauntless l:l
T - Fart One 8- Part One A - Part One
conserative |:| Kind hearted |:| fearless |:|
flexible |_| enterprising ’_‘ making friends ’_| w
I@ Done  Internet
Fill in the ABCD responses.
NOTE: Sometimes people make mistakes and leave a box blank or fill in
AABC. Each time something is missing, you will receive a warning. If
you’ve typed in the answers incorrectly, no problem, just correct the
answers. However, if the Individual has made a mistake, leave the
answers “as is” and go on. If this happens too many times, there may be
no point in continuing. If there are too many errors for the form to be able
to be scored, you will receive an email and no uses will be deducted from
your Uses available.
Follow the same procedure to Score a Job Survey or a Self-Development Survey.
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How do | Add a Word Survey to a Self-Development Survey that’s been Assigned?
Add a Self-Development Survey to a Word Survey functions in much the same way — only in reverse.

3 http:/fiwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer
O Logaut

S= Overview

Jaohn Smith {Graphic Technologies Inc.) |
Joh Surveys ! d Sel-Development Surveys

W Quick Links

@Pick—UQ Mew Surveys " Existing Surveys

j) Find Surveys Assign Assign a candidate or an employee Rerun Rerun a report for an existing

Order Sureys tofill in & word Survey an-line. Survey.

LIrder SUREYs

Uses availahle: Score Enterthe &4 B,C,0 responses from Composite  Cambine two or more YWord Surveys

q7 a completed Word Survey. to create a composite profile.

Expiry: )

Dec-31-10 M Add & Word Survey reportto an Comparison  Compare twa or moare Woard Surveys
Assigned SelfDevelopment or use Graphs to create comparison graphs {incl. a
scares from the database. camparison to a Joh Survey).

Enter Enter the total scores for a Word
Scares Survey thatis notin the database.
Frivacy Palicy  Legal Policy  Copyright 'ﬁ' McQuaig On-Line®
@ Done ® Internat

Type in the name of an Individual who has already been Assigned a Self-Development Survey but has
not yet completed it:

2 http:/iwww.mcquaig,com - McQuaig On-Line® - Microsoft Internet Explorer

Rerun Word Survey Wizard - Graphic Technologies Inc.
Find a Survey
Search for & Survey. IF YOU DOMT KNOYW THE MAME, CLICK MEXT.
Find itermns that match the criteria below, Mame searches match any values baginning with the
string you specify.
j—
First name:
Lastname:
Email address:
=
S
a2
[ ek [ mewr Finish . cancel
T T o T sTaenscy kA J T o
@ Done # Internet
NOTE: If you don’t know the name exactly, click Next and
highlight the correct name.
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How do | Add a Word Survey to a Self-Development Survey that’s been Assigned? (cont’d)

Click Next.

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

Chanoe Lanauane
Add Word Survey Wizard [x]
Search Results |
Selectthe Individual for this Survey
|
Mumher of entries matched: 1
wa |.ﬂ.ccount name Name « [Job Titl EPropenies... —
@ Fil = =18 . ! —
S Eil
sl
Uses E
97
Expi
Dec- ®
a
’T“ »
4 Back  Mext» Finish | cancel |
ina®
o = T Zaanic LA e orrine
@ Done & Internet

Next (to choose the reports you want), and continue on until you'’re Finished. When Harvey Gravy clicks
on his link to fill in a Survey, he’ll now be filling in a form which will generate both reports.

™/® Registered Trademarks of The McQuaig Institute of Executive Development Ltd. 21
© Copyright 2006 The McQuaig Institute of Executive Development Ltd., Toronto, Canada



ol
LA

hd s™MrraTe

Al

Fey S reeee 8
B Ned B K Sd B

How do | use Add to take scores that are already in the Self-Development database
to generate a Word Survey?

At this screen, fill in the name of the Individual who has already done a Self-Development Survey (but
not a Word Survey). You can put in the Individual’s full name, first name or last name only, initials —
lots of ways to search but, the more you can narrow it down, the faster the results.

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

Chanoe Lanouane Se word (1 Looout

Add Word Survey Wizard

Find a Survey
Search for a Survey. Ifyou dan't know the name, click Mext.

Find items that match the criteria below. Name searches match any values beginning with the
string you specify. Ifyou're not exactly sure, click Find.

o —
@Pi First name: Jody
;}Fi Last name: Baker
4] Email address:
Uses E
a7
Expi
Dec ®
El

« Back Mext b Finish " Cancel

<ine®

RN =111 =211 m =1 Zaaniziug A T b

@ Done & Internet

Then simply follow along until you're finished.

NOTE: If you’re not sure of the proper spelling of the Individual’s name, leave
everything blank and click Next. It will bring you to a screen that gives you
everyone in the database who has been Assigned or done a Self-Development
Survey. Highlight the name of the person you want and click Next.
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rd (D Logout

Jahn Smith {Graphic Technologies Inc.) |
Job Surveys g Py Self-Development Surveys

i Quick Links

@Pick—Ug ey Surveys | Existing Surveys

j:} Find Surveys [ Assian Assign a candidate or an employee Rerun Rerun a report for an existing

BT ElEerE tofill in & Word Survey an-line. Survey.

Order Surveys

Uses available: [ Score Enterthe AB,C D responses from Cornposite  Combine two or more Word Surveys

102 a campleted Wiord Survey. to create a composite profile.

Expiry: )

Dac-31-10 m Add aWord Survey report to an Comparison  Compare two or more Word Surveys
Assigned Sel-Development or use Graphs to create comparison araphs (ncl. a
scores from the database. camparison to a Joh Survey).

Enter ter the total scores for a YWord
Scores rvey that is not in the database.
Privacy Policy Legal Policy  Copyright 'ﬁ' McQuaig On-Line®
@ Done & Internet

Follow along as you've done before until you get to this screen:

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

Chanoe Lanouace SetP rd (M Looout
Enter Scores Word Survey Wizard |Z|
Enter Survey Scores
Enter the scares for this Survey
|
J—
Situational Real
Do: | | | |
E | | | :
Re | | | |
oz | | | | s
El
[ aBack | Mext b Finish | cancel
071 i e g a1t g FryTTOTT A | z wm=ine®
@ Done & Internet

Fill in the Individual’s scores, Situational and Real, then continue clicking Next until you’re done.
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How do | Rerun a report that’s already been received?

Note: You can rerun a Report as often as you want.

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

2= Overviews & Explarer

Jahn Smith {Graphic Technologies Inc.) |

Job Surveys Sel-Development Surveys
W Quick Links - s -
&2 Pick-Up Mewr Burveys | 7 Eisting SN rveys
}-}Find Surveys B assion Assign a candidate or an employes E Rerun Rerun a repart for an existing
= o fill in @ Wiord Survey on-line. Survey.
Lrder SUREYS
Uses available: [E 5core Enterthe AB,C.D responses from Composite  Combine two or more Word Sureys
101 a completed Ward Survey to create a composite profile
Expity: .
Dec-31-10 M Add avWord Survey repartto an Comparison  Compare tvo or more Word Suneys
et Aszigned Self-Development or use Graphs o create comparison graphs {incl. 3
scores from the database. comparison to a Job Survey)
2 Enter Enter the total scores for a Ward
Scores Survey thatis not in the database
Frivacy Policy  Legal Policy  Copyright 'ﬁi' McQuaig On-Line®
@ Done B Internst

At this screen, fill in the name of the Individual whose report you want to rerun. You can put in
the Individual’s full name, first name or last name only, initials — lots of ways to search but, the
more you can narrow it down, the faster the results.

2 http:/iwww.mcquaig,com - McQuaig On-Line® - Microsoft Internet Explorer

Rerun Word Survey Wizard - Graphic Technologies Inc.
Find a Survey
Search for a Sukey. IF YOU DONT KMNOW THE NAME, CLICK MEKT.
Find iterns that match the criteria below. Narme searches match any values beginning with the
string you specify.
—
First narme:
Lastname:
Email address:
S
5
a
[ e metr Finish " cancel
T T =T T cawnics WY < o
@ Done # Internet

NOTE: If you’re not sure of the proper spelling of the Individual’s name, leave everything
blank and click Next. It will bring you to a screen that gives you everyone in the database
who has been Assigned or done a Word Survey. Highlight the name of the person you
want and click Next.

When you're done, click Next.
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How do | Rerun a report that’s already been received? (cont’d)

If you want to change anything about the Individual, for example, maybe her name is Mary
Browne, not Brown, you can do it here:

A http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chance Lanouane
Rerun Word Survey Wizard
Search Results
Selectthe Individual for this Survey
|
Murnber of entries matched: 1
o |Accollnt name Name = | Job Titl W Properties —
@ i {8 Graphic Technologies Inc Brown, Mary
PRyl
o
Uses &
101
Expi
5
Dec:
a
1
4l ,
) qe— -
« Back | Next b Finish Cancel
ac Errre LA 4 ine®
&] Done # Internet

Click Properties and, once inside, click Properties again. Make your changes. Click OK.

Click Reports and you can make other changes. For example, if you're previously asked for
reports to be used at the recruiting stage, you may now want to get the reports for Managing
and Coaching.

2 http:/fwww.mcquaig.com - McOuaig On-Line® - Microsoft Internet Explorer

Chanoe Languade  SetPa
Rerun Word Survey Wizard
Word Survey Report Properties
Cefine the report content and format for the Word Survey
|
Reparts:
v - Interview questions: General v
o || Table of Contents = 17) .
) || Graph Compare to Job Survey: Mone yel
@ Pil |v]| nterpretation ———————
Sy eport Format...
#-'Eif | w| | Leadership Profile 9
of || Selling St — Send report to
|| Interviewing = W] Administralor  Language English - Canadian -
Uses 1t mdti st i imin [l == 5
10 Repart grouping:
Expi _ Maone
Dec- _ Assessing and Belecting e
a
_ Managing and Coaching
Al
[ «pack [ nMex» | Finish " cancel
LA oy L1 =1 1w a1 T LA B <ine®
@ Done ‘ Inkernet
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How do | develop a Composite profile,
combining the scores of several reports into one?
The Word Survey

The Word Survey Composite Report is used to look at the average scores of, say, members in a
particular department or team. It consists of a Title Page and Graph — there are no other reports
available because the Composite profile does not represent, after all, an actual person but rather
a composite of several people’s profiles.

NOTE: We highly recommend that, rather than using this module to
develop your Composite, you go instead to Comparison Graphs and
compare The Word Surveys to a Composite. That way, you can not only
look at the average profile of your group but you’ll have each person’s
own profile on the same page. The Comparison Graph will help you to
compare the differences and the similarities in profiles between the
Individuals and the composite graph and between the Individuals and
each other. Another good reason: Comparison Graphs are free.
However, for confidential reasons, if you don’t want to display the
Individual profiles, The Word Survey Composite Module is the option to
choose.

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

ord (M Logout

I= Owerview [ Surveys
Jahn Smith {Graphic Technologies Inc.) |
Job Surveys g Self-Development Surveys
i Quick Links
@Pick—Ug ey Surveys | Existing Surveys
j:} Find Surveys [ Assian Assign a candidate or an employee Rerun Rerun a report for an existing
BT ElEerE tofill in & Word Survey an-line. Survey.
Lrder Sureys
Uses available: [ Score Enterthe AB,C D responses from ( Cornposite  Co)nbine two or more Word Surveys
g9 a campleted Wiord Survey. create a composite profile.
Expiry. B add Add )
Add a'Woard Survey repartto an Comparison  Compare two or more Word Surveys

Dec-31-10 ) ) )

Assigned Sel-Development or use Graphs to create comparison araphs (ncl. a

scores from the database. camparison to a Joh Survey).

Enter Enter the total scores for a Word
Scores Survey that is not in the database.
Privacy Policy Legal Policy  Copyright 'ﬁ' McQuaig On-Line®
@ Done & Internet
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How do | develop a Composite profile,
combining the scores of several reports into one? (cont’d)
The Word Survey

If you have a large number of people in your database, it may be easier, at this point, to enter the
names of the Individuals you want included in the composite one by one:

<} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer
Set P

Chance Lanouaoe

Search

Find

Find iterns that match the criteria below. Narme searches rmatch any values beginning with the
string you specify.

Aa o |
First name:
£ il )
Last name:
J"JF_| J
0 Ermail address:
Uses| &
94
E:xpil
Dec  CFind | EFmd El
| g Refresh |
Close
T e Y - i
@ Done # Internet

However, if you don’t have a lot of Individuals in your database, Click Find.

<} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chance Lanouaoe
Search | x|
Find |
[T| Results - |
Mumber of enfries matched: 3
A aQ |nccount name |Name . |Do |50 Properties... J—
@ﬂ % G Id[lhl\ Technolagies Inc Browen, Mary 85 A5 [ SEIEClAII ]
3 nls | :
4] fﬁ Graphic Technologies Inc. \ , Barbara 65 [ Export.. ]
Uses| &
99
E:xpil
Dec >
a
( 0K |
|| Cancel |
7 e, Ty ina®
@ Done # Internet
Highlight the Individuals you want included in the composite. Click OK.
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How do | develop a Composite profile,
combining the scores of several reports into one? (cont’d)
The Word Survey

<} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chance Lanouaoe SetP rd M Looout
Composite Word Survey Wizard
Word Surveys to Include
To include additional Surveys, click Find hore
|
Mumber of entries matched: 2
‘nccoum name Name + |Do |So [ Find Mare. .. ]
Aa o |
Graphic Technologies Inc Browen, Mary 55|55 X Remave
2 pil Graphic Technologies Inc. Maxwell, Barhara 55 | 65 . .
Sl | X Remave Al |
ot
Uses| &
99
E:xpil
Dec >
a
= .
M | »
—_— = =
4 Back Mext b Finish | Cancel
ine®
T Eryrr AR R
@ Done # Internet

Click Next if all's well.

<} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

SetP rd (M Logout

Chance Lanouaoe

Composite Word Survey Wizard

Word Survey Report Properties
Diefine the repart content and farmat for the Word Sureey

K Tearm/File MNarme: |ManagememTeam |
al N —
@ﬂ at..
S2E [ Send reportto
0_ MlAdministrator  Language: English - Canadian v
Uses| &
a3
E:xpil
Dec- >
a
[ aBak | Next b Finish [ cancel |
i i A B sl
@ Done # Internet
Fill in the name of the Team. Click Next and Next again. You’re done.
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How do | develop a Composite profile,
combining the scores of several reports into one?
The Job Survey

Combining the results of Individual Job Surveys by a number of different people, the composite
provides the benchmark to use to compare candidate profiles to the benchmark via the Job/Candidate
Analysis.

NOTE: It’s very important that, before you develop your Job Survey
Composite, you make sure that everyone who has filled in The Job Survey
has a fairly similar view of the job. Too many differing views would make a
composite nonsensical. For example, if, for the Administrative Assistant
position, one person who filled in The Job Survey wanted a Generalist,
another a Specialist and still another a Transition, a Composite of those
scores would mean nothing. What would be more important would be to
discuss the differing views among team members in order to come to a
consensus.

Your first step, then, would be to go to The Job Survey Comparison Graph
modaule, select the Individuals who have filled in The Job Survey for the
position in question and produce a comparison graph which would show
each Individual’s profile, enabling you to identify the similarities and
differences quickly. It isn’t necessary for everyone to be in complete
agreement. What the visuals will do is help you to decide how significant
the differences are. And, remember, Comparison Graphs are free.

= Overview @ Explorer = Surveys
| Jahn Smith {Graphic Technologies Inc.) |
‘Ward Surieys Sel-Development Surveys
W Quick Links . 5 . 1
&2 Pick-Up Mew Burieys | [ Existing Surveys
j.} Find Surveys B assion Assign Individuals who know the Rerun Rerun a repart for an existing
Qrder Sureys jolwell ta fill in & Job Survey on- Survey.
Lrder SUreys
line.
Uses available: [ElScore  Enterthe 4,8,C.D responses from Corposite  Jombine two ar more Job Surveys
a5 a completed Job Survey 0 create a composite profile for the
joh
S B Ent Enter the tatal i Job Bc i C i Joh 8
Dee-31-10 nter nter the total scores fora Jo ormparison Compare two or more Job Surveys
Scores Survey thatis notin the database. Graphs o create a suite of comparison
graphs.
Frivacy Policy  Legal Policy  Copyright 'ﬁi' McQuaig On-Line®
@ Done B Internst
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How do | develop a Composite profile,
combining the scores of several reports into one? (cont’d)
The Job Survey

Microsoft Internet Explorer

Chanoe Landuace Set

Composite Job Survey Wizard - Graphic Technologies Inc.

Choose Job Title
Choosge the Jab Title far this Joh Survey

Accountant Add, Modify... )
Adrninistr g | W i —
Computer Specialist

Director of Human Resources T
Engineer

Flant Manager

T

[ aBak  |[ mear Finish | cancel

L0 L L M = =0 L L e L o Zaanizian VY T o =ing

Click Next and, once again, you can either enter in the names Individually or click Find.

When you have selected the Individuals you want, you arrive here:

2 McQuaig On-Lin Microsoft Internet Explorer
e Languaie
Composite Job Survey Wizard - Graphic Tec ies Inc. - inistrative
Joh Surveys to Include
Toinclude additional Surveys, click Find More
Mumber of enfries matched: 3
‘nccuum name Name « | Job Titl { Find Mare... ]
s j—
Graphic Technologies Inc. Blair, Diane Adrrinis *_Refnuve
Qﬂ Graphic Technologies Inc. Fine, Jim Adrminis 3 G
47 Fif | 2 Graphic Technologies Inc. Jarnes, Haney Adrmini¢ | X Remaove Al |
of
Uses|
Al F
Expil
Dec
I 4 »
[. —— ] — s e
T T a5 T L 'v' < o ina®
Click Next.
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How do | develop a Composite profile,
combining the scores of several reports into one? (cont’d)
The Job Survey

Choose your reports, report form, language, etc. Be sure to fill in “Created by:”

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

Chanoe Lanouane SetP ord (M Looout
Composite Job Survey Wizard - Administrative Assistant
Job Survey Report Properties
Define the report cantent and format far the Jab Survey
|
Reports N
v|| Table of Contents +|  Questions: General )
o = — |
) v!| Graph Compare to Yard Survey: Mone ~
@ﬂ vl Interpretation - —
3o ndustry: v
& Eil | wl| Leadership Profile i Cihey __1 )
o vl |Seling Style I Lreated by IAccuunting Departrment I
| JobiCandidate Analysis | [ ReorFommat.
Lzes ] [} I TV R T, L T
e Report grouping: (— Send repartta i
B _ Maone [¥]Adrministrator  Language:  English - Canadian v
Dec-y o All
4 Back Mext » | Finish | cancel |
ina®
ki1 e mm=a11 ey =1 m 1 ErrrreT LA R < =ine
@ Done & Internet
Click Next and you’re done.
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How do | develop a Comparison Graph?
The Word Survey

Before we start, this is a reminder that Comparison Graphs are free.

In The Word Survey module, here are your choices:

»  Word Surveys to each other — what are the Individual profiles of the members of this team?

=  Word Surveys to Composite — what are the Individual profiles of the members of this team and how do
they compare to the composite of the team?

»  Word Surveys to Job Survey — what are the profiles of the applicants for this job and how do they
compare to the job in question?

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

SetPz

ord (D Logout THE

= Overview [£] Surveys

Jahn Smith {Graphic Technologies Inc.) |

Job Surveys Self-Development Surveys

i Quick Links 1
@Pick—Ug  Mew Surveys | Existing Surveys
j:} Find Surveys Assign Assign a candidate or an employee Eerun Rerun a repart for an existing
IR RS tofill in & Word Survey an-line. Survey.

Lrder Sureys
IUses available: [ seare Enterthe AB,C.D responses from Composite  Combine two or more Word Surveys
g5 a campleted Wiord Survey. to create a composite profile.

Expiry:

Depcr;1 10 m Add aWord Survey report to an
Assigned Self-Development or use
scores from the database.

Cormparison
Graphs

§ompare two or more Word Surveys
0 create comparison graphs (incl. a
camparison to a Joh Survey).

Enter Enter the total scores for a Word
Scores Survey that is not in the database.
Privacy Policy Legal Policy  Copyright 'ﬁ' McQuaig On-Line®
@ Done & Internet
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How do | develop a Comparison Graph? (cont’d)
The Word Survey

As in developing a Composite, enter the names of the Individuals separately (using Enter each
time) or Click find to obtain a complete list, highlight the names, OK. You arrive here.

2N hitp:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

******** Set d ¢ Looout
Comparison Graphs Word Survey Wizard
Word Surveys to Include
Toinclude additional Surveys, click Find More
I
Murnber of entries matched: 3
|Accountname Name ~ (Do |So [ Find hore.. ]
Mo - o
Graphic Technologies Inc. Brown, Mary 55 55 % Rermove
Fil raphic Technologies Inc. ones, John p =
Zpi il Braphic Technol I J Jah 23|53
J;:F_\ Graphic Technologies Inc. Maxeell, Barbara 55 |65 | > Remove Al ‘
ol
Uses| i
45
Expi
Dec: N
a
<] ~
4 Back Next b Finish . cancel |
ine®
T y T T T Ty <
@ Done #® Internet

If you have all the individuals you want, click Next.
A McQuaig On-Line® - Microsoft Internet Explorer

Chanoe Landuace Set P

Comparison Graphs Word Survey Wizard - Graphic Technologies Inc.

[x]
Word Survey Report Properties =
Diefine the report content and farmat for the Word Survey
[Cinclude composite araph
J—

[JCompare to Job Sureey one @

&2 of " RepartFormat..

y89

e Send reportto

45 [¥]administrator  Language: English - Canadian Ml ‘

Expi
Dec-

Finish r Cancel

* If you want to compare these Individuals to a Job Survey, click “Compare to Job Survey” and, using
the magnifying glass, choose the job.

* If you want to compare to a composite for the team, click “Include composite graph”.

« Finally, don’t forget to fill in the Team/File Name.

Click Next to continue on your way.
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How do | develop a Comparison Graph?
The Self-Development Survey

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

M Logout

= Overview @ Explorer =] Surveys

Job Surveys Word Surveys
i Quick Links 1
@Pick—Ug  Mew Surveys | Existing Surveys
j:} Find Surveys Assign Assign a candidate or an employee Eerun Rerun a repart for an existing
IR RS tofillin a Selt-Development Survey Survey.
Qrder Surveys )
on-line

Uses available: Scare Enterthe AB,C D responses from Cornparison Yeornpare two or rore Sel-
g4 a campleted Sel-Development Graphs evelopment Surveys to create a
Survey. camparison graph.
Expiry:
m Add a Selt-Development repart to
Dec-31-10 .
an Assigned Word Survey or use
scores from the database.
Enter Enter the total scores for a Self-
Scores Develapment Survey that is notin
the database.
Privacy Policy Legal Policy  Copyright 'ﬁ' McQuaig On-Line®
@ Done & Internet

To create a Self-Development Survey Comparison Graph follow the same steps as you would to
create a Word Survey Comparison Graph (as you will see when you receive the results, the graphics
for The Self-Development Survey don’t lend themselves to a comparison to any other component
such as a Job Survey or a Composite).

The Self-Development Survey Comparison Graphs provides a great visual aide in debriefing
Individuals on their own Self-Development Survey results in comparison to others in their team.

At a glance, by looking at your own SDS graph, you can see how similar you may be to others in your
team in certain areas — and how different.

This can go a long way towards understanding why it may be easier to relate to the team in some
circumstances than it is in others.

And, by using a comparison graph, Individual confidentiality is ensured. You can see all the
similarities and/or differences, but you don’t know which of your fellow team members display which
traits.

Remember, Comparison Graphs are free.
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How do | develop a Comparison Graph?
The Job Survey

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

i Quick Links

€2 Pick-Up
;}Find Surveys
Order Surveys

Uses available:

I= Owerview

@ Explorer

L —

ord (M Logout
MAAOYTTA T,
IYi=gwnid
INSTITUTE®

[£] Surveys
Jahn Smith {Graphic Technologies Inc.) |

Word Surveys

~ Mew Surveys

Assign Assign Individuals who know the
johwell tafill in a Jab Survey on-
line

Enterthe A B,C,D respanses fram

Self-Development Surveys

— Existing Surveys
Eerun Rerun a repart for an existing
Survey.

Composite  Combine teo or more Job Surveys

g4 a completed Job Survey. to create a composite profile far the
joh.

Expiry: .

Enter Enter the total scores for a Job Comparison Yampare twa ar mare Joh Surveys
Dec-31-10 ) . . )
Scores Surveythatis notin the database. Graphs 0 create a suite of comparison
graphs.
Privacy Policy Legal Policy  Copyright 'ﬁ' McQuaig On-Line®
@ Done & Internet

With the exception of selecting a Job Title first, a Job Survey Comparison Graph is created in
much the same way as one would create a Word Survey Comparison Graph.

In The Job Survey module, here are your choices:

= Job Surveys to each other — a visual display of the “ideal”
behavioural profile for a job as described by each Individual.

= Job Surveys to a composite — a visual display of the “ideal”
behavioural profile for a job as described by each Individual
with a composite in the middle.

In both cases, these visuals provide a clear picture of the similarities and differences between
the Individuals — leading to a better understanding of the job.

Remember, Comparison Graphs are free.

NOTE: If you want to create a Comparison Graph which
displays applicants in comparison to a job, you must to
go in through The Word Survey Comparison Graph
module.
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How do | manage my Job Titles?

In The Job Survey module, Assign, Score, Add or Enter Scores, everyone can add new Job Titles.
However, whether you can delete or change a Job Title will depend on whether you added the Job
Title in the first place. General rule of thumb, only the Administrator who added the Job Title can
modify it.

3 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

i SRR Set Pa (" Locout

Assign Job Survey Wizard - Graphic Technologies Inc.

Choose Job Title
Choose the Joh Title for this Job Survey

Computer Specialist
Director of Human Resources

Accountant | Add, Modify..
Administrative Assistant [Organizations._.] |

Enginear
Plant Manager

4 Back | Newt b Finish [ Ccancel

ine®

= Frrere WY
& Dore 4 Internet

If you want to Modify a Job Title on this list and it's one you created, simply click on Add, Modify. If
someone else created it, highlight the Job Title and click on Organizations to find out whose Job
Title it is.

If you are the Client Administrator, and you did not create the Job Title, then go to Explorer, find the
User Group that the Job Title belongs to, click Properties and Job Titles. There, you can make your
changes.

If you are a User Group Administrator and you did not create the Job Title, you will have to ask your
company’s main Client Administrator to do it for you.

NOTE: Changing a Job Title does not
retroactively change the “old” Job Titles
for that job so it may make more sense to
simply add a new title.
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How do | re-send a Link or send a new ID and Password?

e ] http:/fiwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

D Logout

S=Overview @ Explorer [l Surveys
| Johin Smith (Graphic Technalogies Ine) |
—
W Quick Links - < it |
i o Mew Surveys | [ Existing Surveys
d{') Find Surveys B assion Assign a candidate or an employee Berun Rerun a reportfor an existing
ta fill in a Word Survey on-line Survey.
Uses available Smre Enterthe AB,C DO responses fram Cnmgnslte Comhbing twa ar mare Word Sureys
a4 a completed YWord Survey. to create a composite profile
Expiry: .
m Add a Word Survey report to an Comparison  Zompare o or more Word Surveys
Dec-31-10 . . )
Aszsigned Self-Development or use Graphs to create comparison graphs {incl. a
scores from the database. comparisan to a Job Surey).
[E Enter Enter the total scores for a wWord
Scores Survey that is not in the database
Erivacy Polic: Legal Polic Copyright 'ﬁ' McQuaig On-Line®
&] pone 8 Internst

2 http:/fwww.mcquaig.com - McOuaig On-Line@ - Microsoft Internet Explorer

Change Language SetP ord () Logout

Search
Find
Inc.) |
Find items= that match the criteria below. Mame searches match any values beginning with the
string vou specify.
7 Qui —
Account name: Language: [
<2 PicH 4
Joh Title: Profile type: -
& Find 1~
ordd Firstname:
Lastname:
Uses & . BS
117 Email address:
Expiry Form: Please specify v |
Y5
Dec-31| Conf number: o s
. —e =)
Expiry: &4 v v _lBefore % Refresh |
_|Expired [ Close
Results
Privacy Policy Leqal Policy  Copright f@' McQuaig On-Line®
@Done B Internet

At this screen, fill in the name of the Individual. You can put in the Individual’s full name, first name
or last name only, initials — lots of ways to search but, the more you can narrow it down, the faster

the results.

NOTE: If you're not sure of the proper spelling of the Individual’s
name, leave everything blank and click Find. It will bring you to a
screen that shows you everyone in the database. Highlight the
name of the person you want and click Next.
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Find
Results

Murnber of entries matched: 14

|nccounl name Name ~ [ Job Titl
_@ Graphic Technologies Inc. Accounting Department Adrminis ~ .
::5 phic Technologies Inc [ —
=|| Graphic Technologies Inc. Blair, Diane Adrminis [ﬂ]
Graphic Tech. - Ottawa Brawen, Jirmrmy | Export |
Uses Graphic Technologies Inc. Browen, Julie : ) BYS
M7 Graphic Techanlogies Ine Brawn, Mary
Expiry i Graphic Technologies Inc. Fine, Jim Adrminis
Dec-3i Graphic Technologies Inc Grawy, Harvey BYS
i Graphic Technologies Inc. James, Harvey Adrminis l.a
Graphic Tech. - Ottawa Jones, Hallie
Graphic Technologies Inc. Janes, Jahn v
B (> Close
Privacy Policy  Legal Policy  Copyright ﬂ?‘ McQuaig On-Line®
@ Done B Internet

Click Properties.

<} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

ord (M Logout THE
Search
Finl SUrvey Properties
Res word Survey far Brown, Julie Resend hotification e |
Status Survey not completed
@ Qi [ : - - || e |
- Formlanguage:  English - Canadian v .
Pk |w ! |
Expiry: 26 |v |apr. |w| [2006 |+ J
‘#'Jm | — | — | - :]
ord Email address: juliegemail.com
)
Uses a . eye
~Scores .
&) ) € Froperties... >
oo Situational: Do: Real: Do -
HRIFY: Feview HESpOnses
. eYs
Dec-31 so: So —_ i
Repars... la
Re: Re: - .
QK |
Ca Ca o i
[ Cancel J _]
Privacy Folicy  Lenal Poliey  Copyright W' McQuaig On-Line®
@ Done # Internet

To Resend the Link: Click Resend Notification.

To send an |ID and new Password: Click Properties. Then, “If you wish to reset the password...”.
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Other parts of McQuaig On-Line®
Pick-Up

Pick-Up Allows you to pick up any Surveys you requested be sent as a Link.

<} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

M Logout

1= Cverview [ Burveys
John Smith (Graphic Technologies Inc.) |
- Joh Surveys Sel-Development Surveys
]
< @Pick—Ug — Mew Surveys o Existing Surveys
4 Find Surveys ASsign Assign a candidate or an emplovee Rerun Ferun a report for an existing
AIGER S tofillin avWord Survey on-line. Survey.
Lirder SUreys

Uses available: Score Enter the A,B,C,0 responses from Corposite  Combine two or mare Word Surveys

04 a completed Word Survey. to create a composite profile.

Expiry: .

Dec-31-10 m Add avord Survey report to an Cumparlson Campare two ar more YWoard Surveys
Asszigned Sel-Development or use Graphs o create comparison graphs (incl. a
scores from the database comparison to a Job Survey)

51 Enter Enter the total scores for a Word
Scores Survey that is notin the database
Privacy Policy  Lenal Palicy  Copyright 'ﬁi' McQuaig On-Line®
@ Done # Internet

If you click on Pick-Up:

2 http:/fwww.mcquaig,com - McQuaig On-Line® - Microsoft Internet Explorer

Change Language g d O Logout
Pick-Up
ies Inc.
Pick-Up: g ) |
|Viewed | Title Date L Eview
i Quick Li L Administrative Assistant by Management Team.doc Apr-2 e |
3 PickU =] Administrative Assistant by Fine, Jim.doc Apr-1
F a8 = Administrative Assistant by Blair, Diane.doc Apr-1 o
- Find Su
- \.'E Management Team Word Survey doc Apr-1
Order S | v Jones, JohnWaord Survey Feedback doc Apr-1
= Jones, Johnword Sureey.doc Apr-1
Uses availa vl : i e Surveys
50 i Browen, Mary Word Survey.doc Apr-1 b
\.E Browen, Mary Word Survey Feedback.doc
Espiry: : Baker, Jod f apmen doc Survers
Dec-31-10 | | 5 Baker, Jady SeltDeveloprment Survey Farms doc 2 s Gincl a
= Administrative Assistant by James, Harvey doc
(4] ] Tv] ( Close |
Privacy Policy  Ledal Policy  Copyricht “?’ McQuaig On-Line®
@ Done 0 Internet

Here, the Administrator for Graphic Technologies Inc. has asked for a number of reports to be
Picked-Up. The first three are Job Surveys, the next 5 are Word Surveys, the next two are
Self-Development Surveys and the last one is a Job Survey (note the icons on the left).
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Other parts of McQuaig On-Line®
Pick-Up (cont’d)

There are two columns beside each report — the date column refers to the date the report was
requested. The expiry column refers to the date the report will be removed from the site.

If you don't pick a report up, access to the report will expire in three weeks from the date processed.
If you pick up a report, access to the report will remain on the site until the next day and then expire.

To pick up a report, press View.

2 http:/fwww.mequaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Change Language SetP
Pick-Up
Pick-Up: . gies Inc.) |
Date * | Expiry Ve
@ Quick Li| by Management Team.doc ApE-2T-06 Ilzy-4-06 |
@Pick—u by Fim.a,.Jit."n.doc Apr-158-06 hay-10-06
F i by Blair, Diane.doc Apr-158-06 hiay-10-06 .
=0 g ey dae Apr-19-08 May-10-08
QierSU | Feedhack doc Apr-19-06 May-4-06
do Apr-19-06 ffay-4-06
Uses availa # & b Surveys
50 f.doc Apr-158-06 May-10-06 b
{ Feedback.doc Apr-158-06 May-10-06
Exp|nf3.1 . oc Apr-18-06 May-4-06 Surveys
HE=l= iment Survey Forms.doc Apr-19-06 Iay-4-06 s (incl. a
by James, Harvey.doc Apr-19-06 hay-10-06
[«] [»] ( Close |
Privacy Policy  Ledal Policy  Copyright 'ﬁ' McQuaig On-Line®
&] Done 0 Internet
NOTE: We highly recommend that you save your
reports to a confidential file.
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Other parts of McQuaig On-Line®

Find Surveys

3 http:ffwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer.

S= Owerviews @ Explorer
John Smith {Graphic Technologies Inc.) |
Job Surveys ! Sel-Development Surveys
A Quick Links
Mew Surveys o Existing Surveys
Assign Assign a candidate or an employee Rerun Rerun a report for an existing
tofill in & Word Survey on-line. Survey.
Uses available: Score Enterthe AB,C,D responses from Corposite  Combine two or more Word Surveys
g4 a completed Ward Survey. to create a camposite profile.
Expiry: )
m Add a'vword Survey reportto an Comparison  Compare two ar more Ward Surveys
Dec-31-10 ; ) )
Azsigned Sel-Development ar use Graphs to create camparizon graphs (ncl. a
scores from the database. comparison to aJob Surey).
Enter Enter the total scores for a Word
Scores Surveythatis notin the database.
Privacy Policy  Ledgal Policy  Copyright 'ﬁi' McQuaig On-Line®
@ Dane & Internet

Click on Find Surveys.
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Other parts of McQuaig On-Line®
Find Surveys (cont’d)

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

M Logout
Search
Find
Inc.y |
Find iterms= that match the criteria below. Mame searches match any values beginning with the
string you specify.
M aui J—
Account name: Language: |*
2 PitH J i
- Jab Title: Frofile type: v
& Eind I
ordd  Firstname:
Last name:
Uses a § BYS
g4 Email address:
Expiny | FO: Please specify v
— Bys
Dec-31 Conf number: —orng ) ks
! & .
. | f Y
Exiry: ) 1~ | ¥ _|Befare [ 2 Refresh
| Expired [ Close
Privacy Policy Legal Policy Copyright Tﬁ' McQuaig On-Line®
@ Done & Internet

There are a great number of ways you can search — some are self-explanatory, some require a
bit of an explanation. Among the less self-explanatory ones, you can search by:

. Account Name (if, for example, you have a number of User Groups and want to search under
one particular User Group)

. Form Name (Word Survey, Job Survey, Self-Development Survey, Comparison Graphs)

. Conf. Number (after completing a Survey, every Individual is given a confirmation number
which they can pass on to you if a report has gone missing)

. Language (this is the language the Survey was completed in)
. Profile Type (if, for example, you want to Find all Generalists in your database)

Or you can just click on Next to see everything in your database!
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Other parts of McQuaig On-Line®
Find Surveys (cont’d)

Once you have found the Individual you’re looking for, you can:

. Resend a Notification if the Survey has not been completed. Click on Properties, make
changes if you need to and click Resend Notification.

. Export this information into an Excel spreadsheet.

. Delete some or all of the entries (to clean up your database and/or get back some of your
uses)

. Send an ID and Password to an Individual (rather than a link). Select the Individual, click
Properties, Properties again and “If you wish to reset the Password, click here”.

23 hitp:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Change Language O Logout
Search
Find
Results Inc.) |
Murmber of entries matched: 3
W o | Account name Name + |Do |so | &= Properties... | | —8
@M Baker, Jody [ Emeectan ||
j_: Find |8 ¢ Techno . ( By s
il Graphic Technaologies Inc. Jones, John 23|53 X Delate
o | Ewport. |
Uses & eis
94
Expiry:
Dec-31 S
lLa
4] I3 Close
Privacy Policy Legal Policy Copytight W' McQuaig On-Line®
a Done ® Internet
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Other parts of McQuaig On-Line®

Order Surveys

23 hitp:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

1= Overview @ Explarer =] Surveys
John Smith (Graphic Technologies Inc.) |
Job Surveys Self-Development Surveys
¥ Quick Links
@ Pick-Lip  Mew Surveys 7 Existing Sureys
jB e Assign Assign a candidate oran emplovee Eerun Rerun a report for an existing
5 Order Surveys ta fill in a ¥aord Survey an-line. Survey.
LIFier SUMEys
Lses available Scare Enterthe AB,C D responses from Composite  Combine two or maore Waord Surveys
04 a completed YWord Survey. to create a composite profile
Expiry: )
m Add a'Word Survey repartto an Comparison Compare baa or moare Word Surveys
Dec-31-10
Assigned Self-Development or use Graphs to create comparison graphs {incl. a
scares from the database. comparisan to a Job Survey)
Enter Enter the total scores for a Word
Scores Survey thatis notinthe database.
Privacy Policy  Legal Policy  Copyright '\?' McQuaig On-Line®
aDone ® Internet

* If you are the Administrator for the main account, follow the directions to place your
order.

* If you are the Administrator of a User Group, follow the directions to send an email to
your main account Administrator to ask for some more Surveys.
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Other parts of McQuaig On-Line®

Explorer

=] Surveys
John Smith (Graphic Technologies Inc.) |
Joh Surveys Sel-Development Surveys

T Quick Links

@ Pick-Up — Mew Surveys o Existing Surveys

;3 Find Surveys ASsign Assign a candidate or an emplovee [ Rerun Rerun a report for an existing

T SV tofillin avWord Survey on-line. Survey.

Lirder SUreys

Uses available: Score Enter the A,B,C,0 responses from Corposite  Combine two or mare Word Surveys

04 a completed Word Survey. to create a composite profile.

Expiry: .

Dec-31-10 m Add aYWord Survey reportto an Cumparlson Campare two ar more YWoard Surveys
Asszigned Sel-Development or use Graphs o create comparison graphs (incl. a
scores from the database comparison to a Job Survey)

Emer Enter the total scores for a Word
Scores Survey that is notin the database
Privacy Policy  Lenal Palicy  Copyright 'ﬁi' McQuaig On-Line®
@ Done # Internet

Explorer is set up to do two main things:

1. Give you a listing of the User Groups, Individuals, Composites and Comparison Graphs in
your account:

<} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

S=Owerview @ Explarer = Surveys
John Smith {Graphic Technologies Inc.) |
&Accuuming Department
T Quick Links &App\icants for Admin. Asst.
£ Pick-Up € Baker, Jody
4 Find Surveys € Blair, Diane
Order Surveys € Brown, Julie
) € Brown, Mary
Uses available: ﬁ Fine, Jim i )
a4 il Properties... |
€ Grawy, Harvey . ’
Expiry: € James, Harvey o Find.. |
Dec-31-10 'S 3
€ Jones, John | New User Group |
€ Management Team T el |
e — € Wawell, Barbara S
Privacy Policy  Lenal Policy  Copyright 'ﬁi' McQuaig On-Line®
@ Done # Internet
2. Help you create and organize User Groups (see User Group section).
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Other parts of McQuaig On-Line®

Overview

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

| Jahn Smith {Graphic Technologies Inc.) |
Job Surveys ford Self-Development Surveys
i Quick Links
@Pick—Ug  Mew Surveys | Existing Surveys
j:} Find Surveys [ Assian Assign a candidate or an employee Rerun Rerun a report for an existing
BT ElEerE tofill in & Word Survey an-line. Survey.
Lrder Sureys
Uses available: [ Score Enterthe AB,C D responses from Cornposite  Combine two or more Word Surveys
g4 a campleted Wiord Survey. to create a composite profile.
Expiry: )
m Add aWord Survey report to an Comparison  Compare two or more Word Surveys
Dec-31-10 ) ) )
Assigned Sel-Development or use Graphs to create comparison araphs (ncl. a
scores from the database. camparison to a Joh Survey).
Enter Enter the total scores for a Word
Scores Survey that is not in the database.
Privacy Policy Legal Policy  Copyright 'ﬁ' McQuaig On-Line®
@ Done & Internet
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Other parts of McQuaig On-Line®

Overview (cont’d)

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

I= Owerview @ Explarer
Jahn Smith {Graphic Technologies Inc.) |
Svystern status as of Apr-21-06 @ MecQuaig On-Line® is available for use
A Quick Links — General | Units
@Pick—Ug User Groups: 1] Issued: 160
4~ Find Surveys Individuals: } Used: 14
Order Surveys Pending requests: 0 Last order: 50 (D421008)
Assigned: 2
Uses available: Remaining: 144
144
Expiry:
Dec-31-10 Surveys | Surveys processed
Completed: 16 Job Surveys: 5
Qutstanding: 2 Ward Surveys: 3]
Expiring today: 1] Camparisan graphs: 2
Selt-Development Surveys: 3 | | Refresh |
Privacy Policy Legal Policy  Copyright 'ﬁ' McQuaig On-Line®
@ Done & Internet

Overview provides a numerical breakdown of your account. If you had any User Groups, a link
would give you a breakdown of uses. You can re-distribute uses, change the User Group
properties in some way (their Administrator, for example) and, best of all, extend their expiration
dates all at once. If any Assigned Surveys were expiring today, a link would allow you to change
their Expiry Date.

Pending requests refer to any Surveys that have not yet been processed. This will usually be 0.
NOTE: There’s a difference between Used under Units and Completed under Surveys.

Completed Surveys are actual Surveys done, including, say, Comparison Graphs (which are
free). Used Units relates to any Surveys which depleted your Uses available
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Other parts of McQuaig On-Line®
Change Language

2 http:/fwww.mcquaig.com - McOuaig On-Line® - Microsoft Internet Explorer

@ Explarer
| Client Townson {Junior Company) |
Jobh Surveys

T Quick Links
@ Pick-Up  Mew Surveys " Existing Surveys
4~ Find Survevs [ assign Assign a candidate or an emplaoyee Rerun Rerun a report for an existing
-, tofill in & Woard Survey or-line. Survey.

Lrder SUNVEYS
Uses available: Score Enter the A B,C,0 responses from Composite  Cambine twa or mare Ward Surveys
56 a completed Word Survey o create a composite profile
Expiry:

[ALEs ﬂ Add aWord Survey reportta an Compatison Compare two or more Word Surveys
Apra, 2007

R, Assigned Self-Development or use Graphs to create comparison graphs (incl. a

scores from the databasze. comparizon to a Joh Survey).
Enter Enter the total =cores for a Word
Scores Survey that is notin the database.
Privacy Policy  Legal Policy  Copyright 'ﬁ' McQuaig On-Line®
@Done ‘ Inkernet

& Logout

AA~MYITA T,
IV s

INETITIITE

Q Explarer
| John Smith (Graphic Technologies Inc.) ‘
Wiord Surveys Self-Development Surveys
T Quick Links %I
@Pick—Ug ~ Mew Surveys &3
4 Find Surveys B aesion Assig Change Language X | Rerun a report for an existing
Jak e B — Survey.
& order Suweys line. Language: English - Ametican
Uses available: Score  Enter Combine two or more Job Surveys
117 aco English - Canadian to create a composite profile for the
. English - International Jok.
Hpiry:
Dei-r;1-1 a Enter  Enterthe total scores for 2 Jo| EspafiolfSpanish ] Compare two or more Job Sureys
Scores Survey that is notin the datab FrangaisiFrench | tocreate a suite of comparison
T - graphs.
Erivacy Policy  Lenal Policy  Copyright 'ﬁi' McQuaig On-Line®
@ Done 8 Internet

The entire site can be changed into any of the above languages (as well as Portuguese
which you can scroll down to). If you change to another language, for your convenience,
from then on any emails sent to you, the Administrator, will be sent in that language and
anytime you go back into your account, you will be in that language.
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Other parts of McQuaig On-Line®)

Set Password
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S= Owerview

@ Explorer

B Logout

&5 Burveys
Client Townson (Junior Company)
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T Quick Links

& PlekUn
4~ Find Surveys
Crder Surveys

Joh Su

Mew Surveys
Assign

IVEYS

Rerun

Assign a candidate or an employes
tofillin & Word Survey on-line.

~ Existing Surveys

Self-Development Surveys

Rerun a report for an existing
Survey.

Uses available: Score Enter the A,B,C,D responses from Composile  Combine teo or more Word Surveys
58 a completed Word Survey. to create a composite profile.
s [ add Add avyard Survey reportto an Cornpatison Compare two or rore Word Surveys
Apr 5, 2007
Assigned SelfDevelopment of use Graphs to create comparison graphs {ncl. a
scores from the datahasze comparison to a Job Survey).
Emer Enter the total scores for a Word
Scores Survey that is notin the database
Erivacy Policy  Legal Policy  Copyright "?' McQuaig On-Line®
@ Done & Internet

2N hitp:/fwww.mcquaig.com - McQuaig On-Lin

W Quick Links

2 pick-Un
j; Find Surveys
Qrder Surveys

Uses availahle
58

Expiry
Aprd, 2007

1= 0w

0 - Microsoft Internet Explorer,

2 e @ Explorer

@ Logout

ezl Surveys

Client Townson (Junior Company) |

anl

~ Mew Survel
[El Assian

[ add

Set Password

T‘Ent Surveys }
\

Current password: |

Choose random password

un & report for an existing
ey.

Mew password: |

Repeat new password:

bine two oF more YWord Surveys

[[1Resend new password notification
(Last passmord notification sent hiar 22, 2006)

eate a composite profile

o< T

Cancel

pare o or more YWord Surveys
eale comparison graphs (incl. a

Enter

Scores

TOTES TTOTTT e 7

Enter the total scores for a Word
Survey thatis notin the database

Privacy Policy

Legal Policy  Copyright

tomhparison to a Job Sureey)

'W McQuaig On-Line®

a Done

. Inkernet

If you don't like the Password you were assigned, you can change it here. Your new Password
must be at least 6 characters in length.

NOTE: When setting a non-random Password, please remember that
Passwords can be broken if they’re too easy. We highly recommend that you
choose a combination of letters, numbers and symbols — something easy for
you to remember but hard for someone else to guess. Although our site is
protected by SSL, if anyone has your password....
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User Groups

What are User Groups?

User Groups are accounts that you set up for people in your company so that they can
administer Surveys themselves — they can Assign them, Score them, etc., with results sent

directly to them.

For example, if you're in Head Office and would prefer that people in your Regional Offices
take care of their own Surveys, you’d set up User Groups to handle it.

NOTE: We strongly recommend that any Administrator you set up for a
User Group be trained as a McQuaig Interpreter. People in their region
will be turning to them for help in understanding the reports. If your
Administrator is not a trained interpreter, how will s/he be able to help?
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How do | create a User Group?

In Explorer, click on your company name. New User Group will become active. Click on it.

<} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

e Language Se M Logout

E= COvetview & Explorer
| John Smith (Graphic Technologies Inc.) |

» iy Graphic Technals >

M Quick Links v
£2 Pick-Up

4~ Find Surveys
Order Surveys

Uses available:

"7 " Properties.. |
Expiry; ( - Find... |
Dec-31-10
MEw...
Maove...
] v | ™ Delete
Privacy Policy  Legal Policy  Copright 'ﬁi' McQuaig On-Line®
@ Done # Internet

<} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Organization Properties x|

Form: User Group Telephone: (416) 555-3456 Adrministrators.. | [
Account name: Graphic Tech. - Toronta Language: English - Canadian | « | : Shating... ] )
Address: 1234 Street 5t Units available: E Joh Titles...

(maximum 144

|

M Quick Li
Brukug | O

JjFlndBur\r ProvincefState: Report Format...
Bowersu postsicodeizip:  [weviza |

Uses availaf C0Untry:
144 Expiry 31 |+ Des. |~ 2008 v J
Expiry: |
Dec-31-10 3
ip |
[ create | |
Cancel

Privacy Policy  Lenal Palicy  Copyright '@'Mcq-naig On-Line®

@ Done # Internet

Start by filling in the details for the User Group (note, the Name of the User Group cannot be the
same as your own company name). Graphic Technologies Inc. cannot have a User Group called
Graphic Technologies Inc., but a User Group could be called Graphic Technologies — Toronto.
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How do | create a User Group? (cont’d)

2 http:/fwww.mcquaig.com - McOuaig On-Line® - Microsoft Internet Explorer

Organization Properties
Form: User Graup Telephane: (416) 555-3456 Administrators T
Account name Graphic Tech. - Toranta Language: i [ Sharing ]
J Jh
Address 13234 Street St Units availabfe: E Job Titles
LT ]
J:}Find Sure| ProvincefState Report Farmat
[ Order Suy Postal code/Zin: | w4y 178
Uses availa ©ounly:
e Expiry: 31 | v |Dec. |+ [2008 | )
Exping ﬁl
Dec-31-10 —
el
|— Create q| ]
Cancel
Privacy Policy  Ledgal Policy  Copyright 'ﬁ'ncquaig On-Line®
@ Done ‘ Inkernet

Now you're ready to allocate uses (note, the main account has 144 uses left so the User Group can
be given a maximum of 144 uses).

You can use the arrows to put in the uses or simply highlight the 0 and put in, say, 20.

P quaig Quaig 0 e arne p
Organization Properties %
Farm: User Group Telephane: (416) 555-3456 Administrators
Account narne Graphic Tech. - Taranta Language: English - Canadian | ({ [ Sharing | ] |
Address 13234 Street St Units available: m : | T
(maximum 144
LT ]
J:}Find Sure| ProvincefState Report Farmat
[ Order Suy Postal code/Zin: | w4y 178
Uses availa ©ounly:
e Expiry: 31 |» Dec. |+ 2008 |+ )
Exping ﬁl
Dec-31-10 —
el
|— Create q| ]
Cancel
Privacy Policy  Ledgal Policy  Copyright 'ﬁ'ncquaig On-Line®
@ Done ‘ Inkernet

Next, you need to choose a sharing mode (note, for privacy purposes, the automatic default for
Sharing... is No Sharing).
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How do | create a User Group? (cont’d)

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

Change Language SetP vord (M Logout
Organization Properties
Form: . Administrators...
Sharing % pary |
Account name: | Sharing...
Choose the Sharing mode for this organization: §
| Address: i Joh Titles..
M Quic (=) Mo Sharing
@Pick— _ zzmgl Sharing
e mme _ Sharing
el City:
& Eind} _ Job Survey Sharing
Ordel PravincefState: Report Farmat...
) — Description
Fostal codefZip: . . .
Uses av This User Group has its own inventory of reports. Mo ane else has .
58 Country: access to this inventory, including me. ties... |
Expirg | Expine He |
Apra, 20 5
nra, Group ]
oK [ cancel ~ )
Create pte
i Cancel )l
Frivacy Policy Ledal Policy  Copyright "?‘ McQuaig On-Line®
@ Done & Internet

No Sharing: This User Group has its own inventory of reports. No one else will have
access to this inventory, including you.

Partial Sharing: This User Group has access to its own inventory of reports. You have
access to its inventory but it does not have access to yours nor to the inventory of any
other User Groups.

Sharing: This User Group shares the inventory of all other Sharing User Groups and
yours, but does not have access to the inventories of Partial Sharing nor No Sharing User
Groups. It will also share The Job Survey inventory of Job Survey Sharing User Groups.

Job Survey Sharing: This User Group shares the inventory of Job Surveys of all other
Sharing and Job Survey Sharing User Groups and yours, but does not have access to
the inventories of Partial Sharing nor No Sharing User Groups. Word Survey and Self-
Development Survey inventories are not shared.
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How do | create a User Group? (cont’d)

When you have made your choice of Sharing, click OK, then Create. You
will be brought to the screen on the following page to set up the
Administrator for this User Group

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

Organization Properties x| -
B A
atiel

1

i

. .

Eorra: Llear Graun, Talarbhona: s s [ rormmrr TE

Administrators x|

Administratars:

Primary Adiv| Enabled User Name Email address Role Properties...
F n
B Pi - —
Fa

. | OFind.

Remaove

Uses

124 L]

Expiry )

Dec-3 —

I ] p |

. > | Ok :]

Set as Primary Administrator Cancel —

[
Frivacy Policy Lenal Policy  Copyright 'ﬁ' McQuaig On-Line®
@ Done & Internet
Click New.
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How do | create a User Group? (cont’d)

Organization Properties
Add Administrator x|
— als)
User D Industry: Other - —
..... S ——
First narne: Expiry: ¥ | |Jan. | v 2007 |- !
Last narne: Motes: )
Eandom Password )
Fassword:
Language: English - Canadian T | |
....... — 1 . - |
. foup |
[¥] Enabled ( oK 1M ]
[¥]Send new password notification [ Cancel ) i
L . . . :
Privacy Policy  Legal Palicy  Copyridght ]'v' McQuaig On-Line®

NOTE: When creating the User ID, for security purposes, we
strongly recommend you use a combination of letters, numbers
and symbols (for example) GTT#50835.

For the Password, though, simply click on “Random Password”. Your User Group Administrators can
change their passwords to suite their tastes.

Expiry does not have to be the same as the User Group’s. You can make this expire sooner (if this is
a temporary Administrator) or much later so you don’t have to bother changing it in the future.

NOTE: You can only have one Primary Administrator for an
account and all Surveys that are done for this User Group are
directed to that Administrator. But, if you want, you can have
several other Administrators who can Assign, Score, etc., etc.,
on behalf of the Primary Administrator.

Click OK, OK, OK.
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How do | exchange uses back and forth
between my Account and my User Groups’ accounts?

To change one User Group, in Explorer, click on your name, the name of the User Group and
Properties. You will be brought here:

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer,

Organization Properties

Form: User Group Telephone [ Administrators...
— . © Blnc)
Account name: Language: b | Sharing... ] |
Address: Units availahle ( i )
W ouic Job Titles...
&2 Pick-
SO Eing{ ©ity

Ordel  Provincel/State: | Report Format...J

Uses av

Expiry: Expiry: 3 v Dec. v 2008 v f... |
Dec-31-
Group
( oK | Bte
| Cancel |
Frivacy Policy Ledal Policy  Copyright "?‘Mcquaigon-une®
@ Done & Internet

By clicking on Units available, you can give or take away as you prefer.

You can also do this in Overview by clicking on User Groups, highlighting the User Group in
question, Properties, Units Available.
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How do | exchange uses back and forth
between my Account and my User Groups’ accounts? (cont’d)

However, if you have more than one User Group, the easiest way to do it is, in Explorer.
Click on your account name this time, Properties, and, on this page, Adjust.

<} hitp:/fwww.mcquaig.com - McQuaig On-lLine® - Microsoft Internet. Explorer

Organization Properties

......

Form: Client Telephone © JobTitles.. | o
- = Mc.

Account name: Language: English - Camedia
P ouic Address: Units available: 117
& Pick-
4 Findy G

Ordel Province/State:

Uses av

Expiy: H.. |
Dec-31- 5
Group ]
oKk | He
Cancel
Privacy Policy  Leaal Policy  Copyriaht ‘?‘ McQuaig On-Line®
@ Done 0 Internet

2} http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

SetP

Change Language ard (8 Logout

Adjust Units
Adjust units 7 * / Units availahle M7
/ ey
User Groups:
Account Name . \ Units Used Units Assigned Units Available
W au S
Graphic Tech. -
&2 Fieh | Graphic Tech - Tar, 0 0 20
& Eind
Ord|
Uses 4
17 bs |
Ezxpiry: |
Dec-31 5
roup |
e
| ik || cancel |
: Fifvary Folicy  Lesal Folicy  Copyral V7Y FicQuaig On-Line®
@ Done 0 Internet

To change Units Available for one or more User Groups, simply highlight them one at a
time and change the units shown under Adjust Units.
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How do | change the Expiration Dates of my User Groups?

Click on Overview then on User Groups.

2 http:/fwww.mcquaig.com - McOuaig On-Line® - Microsoft Internet Explorer

| @ Explarer
| John Smith {Graphic Technologies Inc.) |
Systemn status as of Apr-26-06 @ McQuaig On-Line® is available for use
¥ Quick Links — General | T Units
@MQ User Groups: @ lszued: 160
4~ Find Survevs Individuals T Used: 41
Order Surveys Pending requests: i Last order: 50 (04/21/08)
Assigned: 2
Uses available: Remaining 17
117
Expiny:
Dec-31-10 Sureys Surveys processed
Completed 17 Job Sumieys 5]
Cutstanding 3 Ward Surveys: 7
Expiring today o Comparisan graphs: 2
Sel-Development Surveys: 3 | | Refrash |
Privacy Policy  Legal Policy  Copyright 'ﬁ' McQuaig On-Line®
@ Done ‘ Inkernet

2 http:/fwww.mcquaig.com - McOuaig On-Line@ - Microsoft Internet Explorer

Change Language  Set
User Groups
Inc.) |
Murnber of entries matched: 2
Account name - [lssued Used Assign i
7 aui | - g @ Froperties...
: | SelectAll |
@M @ Graphic Tech. - Tar. 20 0 0 - 4
47 Find | X Delete |
i [ Fwot. |
Usges 4
117
Expiny:
Dec-31
(] 3 ( Close |
OET-CEVETONTITETTT SOTvE =, F | Refresh \l
Privacy Palicy  Ledal Policy  Copyright '?’ McQuaig On-Line®
@ Done B Internet
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If you want to change the expiration date of all of your User Groups at the same time, click on

Select All first, then Properties.

Change the date and press OK.

If you just want to change the expiration date of one of your User Groups, highlight it, Properties,

change the Expiration Date and press OK.
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How do | set myself up to Administer Surveys on behalf of my User Groups?

From time to time, you may want to administer Surveys on behalf of one or another of your User
Groups — without having to use their ID and Password to login. Here’s how you do it:

* Go to Explorer, highlight the User Group in question, click on Properties, Administrators.

» Click on Find, and Find again. Highlight your name next to Graphic Technologies Inc. (the Client
Company’s name). Click on OK, OK, OK.

» Logout to allow the changes to click into place.

From now on, you'll be able, through your own Client ID and Password, to administer Surveys for that
User Group by highlighting the User Group and clicking Next. For example:

2 http:/fwww.mcquaig.com - McQuaig On-Line® - Microsoft Internet Explorer

Chanoe Lanouaoe Set Passwo M Looout

Assign Word Survey Wizard

Choose an organization
Select the organization far this operation

Organizations:

v ﬁh Graphic Technologies Inc. —|

% Graphic Tech. - Ottawa

A, ~
Ly
_ All Organizations
(=) Administered Organizations

4 Back Mext b Finish " cancel

ine®

L L L === L L = L EryrToTT LA J T =

@ Done B Internet

Administered Organizations is selected. If you choose All Organizations and then highlight a
company you're not an Administrator for, you won'’t be able to do anything. All Organizations shows
you if you have an organizations that you have not set yourself up to administer.

NOTE: All reports for Surveys you administer for a User Group will
go to the Primary Administrator of that User Group, not to you.
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How do | take over a User Group’s Surveys?

From time to time, you may want to delete a User Group without losing their Surveys. In Explorer,
click on the name of the User Group you want to delete.

A McQuaig On-Lin Microsoft Internet Explorer

S= Owerview @ Explarer
| John Smith (Graphic Technologies Inc.) |

¥ i Graphic Technologies Inc € Brown, Jimrmy

A Quick Links € Jones, Hallie

€2 Pick-Up » 3 Grm —For
J-}Find Surveys > @ Graphic Tech. Kelowna

Order Surveys > @ Graphic Technologies -

Uses available: )
42 | 4 Properties... |

SOFind. |

Expiry:
Dec-31-10

4]

| ] | * Delete

Privacy Palicy  Legal Palicy  Copyright 'ﬁ'McQuaig On-Line®

Click on Move, highlight your company name and click OK. All profiles belonging to that User Group
will be transferred toy your account.
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Customizing the Website Display

McQuaig On-Line® should not be too small on your screen, nor should you have to scroll
when using it.

What you see is controlled by your computer's Screen Resolution setting. If you have either
of these problems, we recommend you change your settings.

In Windows, for example, to change your settings, go to My Computer, Control Panel,
Display, Settings and change your Screen Resolution to your desired setting.
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PROFILE TYPES

01 Generalist
02 Generalist with low morale and/or transition
03 Generalist with good morale (no transition)
04 Pioneer
05 Pioneer with low morale and/or transition
06 Pioneer with good morale (no transition)
07 Persuader
08 Persuader with low morale and/or transition
09 Persuader with good morale (no transition)
10 Administrator
11 Administrator with low morale and/or transition
12 Administrator with good morale (no transition)
13 Specialist
14 Specialist with low morale and/or transition
15 Specialist with good morale (no transition)
16 Cooperator
17 Cooperator with low morale and/or transition
18 Cooperator with good morale (no transition)
19 Enthusiast
20 Enthusiast with low morale and/or transition
21 Enthusiast with good morale (no transition)
22 Transition
23 Transition with low morale and/or transition
24 Transition with good morale (no transition)
25 Possible transition
26 Possible transition with low morale and/or transition
27 Possible transition with good morale (no transition)
28 Balanced
29 Balanced with low morale and/or transition
30 Balanced with good morale (no transition)
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TROUBLE SHOOTING

=

For the Individual who is filling in a Survey on-line

PROBLEM

EXPLANATION

Email was not received:

The individual’s security system has likely treated the email as
spam. Have the individual check his/her Spam or Junk Email
folders.

The link opens up as a white screen
inside a burgundy border.

The individual's security system does not allow Pop-Ups. Click
the Pop-Up icon and allow pop-ups for this site.

The site requires Flash, but, when the
individual clicks on the link to download
Flash, nothing happens.

The computer is likely using a Windows 98 or older operating
system and does not have the memory to download Flash.
The individual will have to use another computer.

Flash with Mac Computer & Safari.

If someone is using a MAC computer with Safari as their
browser, our McQuaig On-Line® will not work (nor will many
other sites, apparently). Please ask the individual to download
Firefox (it's free from Mozilla) and they’ll be able to get in just
fine.

Candidate cannot open link when Flash
is installed.

Check if they have Spy Ware — especially AD Aware. Get them
to disable/uninstall it. Check that Flash has actually been
installed and see if they are using HTML in Outlook.

Downloading Flash from Adobe Web
Site when the User does not have
Administrator rights to download.

As the Administrator, go to the Adobe site and download the
installation program. You have a choice to run it as a
download, but you can also save it to install later. Download
and save the file, perhaps on a central server, then install it on
each desktop from the server as required.

T™/R}
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