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Setting up an Evaluation
1. Under Evaluation List, click ‘Create Evaluation’. 

2. Fill in your evaluation name, location, dates and description. The dates are for your reference only 
and will not affect your participants’ ability to log in.   

3. Choose the Solution Pack you wish to use. If you are not using a Solution Pack, choose Customise 
Activity Selection. 

 

 

 

 

 

 

 

 

 

 

 

4. If you are not using a Solution Pack, go to
Activity Sequence and build your evaluation 
by selecting the required activities from the
drop down box.

 

An Evaluation is a group of tests
bundled together for your convenience so you

know the exact use for it. For example, you 
might have a Evaluation called ‘Call Centre
Operator’ containing the activities that you 

regularly use to assess candidates for this role. 
Please discuss your Evaluation options with

your Account Manager. 
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5. Choose the appropriate norm and specify the order in which participants should complete the 
activities. 

 

 

 

 

 

 

 

 

 

 

 

 

6. The evaluation has now been created in your account. The evaluation home page displays the 
details and you are ready to invite participants to complete the evaluation. You cannot change the 
activities contained in the evaluation once you have set up participants, so check the details 
carefully and amend if necessary. Your new evaluation will be at the top of the Evaluation List. 

 

 

1
2
3
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Creating Participant Accounts
 

 

 

 

 

 

 

 

 

There are several options when 
setting up participant accounts. 

The chart below should help you to 
decide which option is best for you. 

 

 

 

 

 

 

 
 

Instant Assessment
creates 1 participant at a time, to sit 
the assessment at your computer. 
Useful for onsite testing.

Express creates multiple
participant accounts. Log in details 
can be emailed directly to participants
or you can issue them as necessary.

Custom creates multiple 
participant accounts. Log in details
can be emailed directly to participants 
or you can issue them as necessary. 
Allows configuration of additional
options such as setting a close date.
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Option 1: Instant Assessment 

 
Selecting Instant Assessment will log you out of your Client Administration page and 
immediately create a participant account. The participant will be prompted to fill in their 
details and will then be taken to the evaluation. 

This is useful if you are conducting on-site testing as participants do not need usernames 
and passwords to log in. 
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Option 2: Express

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Indicate the number of participants you will
be setting up.  

 
Tick the Email Invitation? box to send your 
participants their login details via email. 

 
If you are not sending login details to your 
participants, uncheck the box. You will be 
taken directly to step 4. 

  

2. Provide the details of your participants.

If you have ten or less people to set up, you 
will be prompted to enter each email 
address, first name and last name.  

If you have more than ten participants, you 
will need to upload the details in a CSV file. 
To do this, create a list in Excel containing 
email addresses in column A, first names in 
column B, and last names in Column C. 
Ensure the list has no headers, then save it 
as a CSV file. To upload, click on Browse 
and locate the file. 

  3. Review the email content and amend if
necessary. This contains basic instructions to 
your participants, including contact details for 
our Help Desk. The username and password 
will automatically be attached to each email. 

10 or less participants

More than 10 participants
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   4. The summary page gives you a chance to
check you have configured the options you 
require. The cost per participant will be 
displayed at the bottom of this page. Click
Modify if you amend any details, or Confirm 
Purchase to send the email invitation to 
your participants.

 

  5. Your evaluation Home Page will show the
number of participants that have been set 
up.
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Option 3: Custom

 

 

 

 

 

 

1. Indicate the number of participants you will
be setting up.  
 
Tick the Email Invitation? box to send your 
participants their login details via email. 

 
If you are not sending login details to your 
participants, uncheck the box. You will miss 
step 5. 

 

  2. Choose an appropriate close date for your
evaluation. If you choose to enforce this date, 
no participants will be able to login after 
midnight on the date specified. 

 

  3. Reports can be pre-ordered. The link to the
report will be generated automatically as each
participant completes the evaluation. You can 
choose to be notified by email as each report
becomes available.
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  4. Choose to receive an email as each
participant completes the evaluation, or a 
single email when all of your participants 
have completed. 

 

5. Provide the details of your participants. If you
have ten or less people to set up, you will be 
prompted to enter each email address, first 
name and last name. If you have more than
ten participants, you will need to upload the 
details in a CSV file. To do this, create a list 
in Excel containing email addresses in
column A, first names in column B, and last 
names in Column C. Ensure the list has no 
headers, then save it as a CSV file. To
upload, click on Browse and locate the file.

 

  6. Review the email content and amend if
necessary. This contains basic instructions to 
your participants, including contact details for 
our Help Desk. The username and password 
will automatically be attached to each email. 

10 or less participants

More than 10 participants
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  7. The summary page gives you a chance to
check you have configured the options you 
require. The cost per participant will be
displayed at the bottom of this page. Click 
Modify if you amend any details, or Confirm 
Purchase to send the email invitation to
your participants.

 

  8. Your evaluation Home Page will show the
number of participants that have been set 
up.
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Monitoring Participant Progress
 
 
The Participant Details section helps you monitor your participants’ progress and allows you to reset 
activities, check usernames and passwords, set up reminder emails, communicate with your participants 
and restrict participants’ access. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The table below shows the features contained in this section. 
 

 
 

 
 

Check participant usernames and passwords 
Reset activities for participants 
Deactivate a participant  
Enforce the close date  

Status 

Change the close date 
Receive notification as your participants complete the evaluation 
Receive notification when all of your participants have completed the evaluation 
Change the email address that completion notification should be sent to 

Notifications 

Set up a close date reminder email to be sent to all your participants 
Order the reports you need in advance 
Set up an email to notify you when the pre-ordered reports are ready Reports 
Change the email address that report availability notification should be sent to 

Communication Send emails to one or all of your participants using the templates provided 
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Status 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Finding a participant’s username and password:
Go to Status and then Username & Help . From
here you can see the login details for each
participant, and can change the password if 
necessary. Don’t forget to advise your participant of 
their new password! 

 

 
 

 

Checking a participant’s progress: From the
Username & Help screen, click Help Participant . 
This will show you the progress of that participant 
through the evaluation.

Resetting an activity: If a start time is recorded but 
no finish time, and you are certain the participant is
not in the process of completing the activity, the 
participant may have lost their internet connection 
during the activity. The test will need to be reset,
and the participant notified that they have to begin 
that activity again. To do this, tick the Reset box 
next to the relevant test and click Apply. This will
clear all previous responses for that test. 

Restricting access to a participant: If a participant
is no longer required to complete the evaluation, you 
can deactivate their username and password. From
Status , select Active Status , untick the relevant
boxes and click Save Changes. The username and 
password for that participant will no longer let them 
access the evaluation. 
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Changing the close date: You can change the 
close date for some or all of your participants by
going to Status then choosing Close Date 
Change . Select the new close date, and the 
participants that it will be given to.

Enforce the close date: Once you have set a 
close date, you can choose whether it should be
enforced. From Status , choose Close Date 
Status . Ticking the box will prevent your 
participants from logging in after the Close Date.
 
 
 
 

 

 
 
 
Notifications
 

 

Receive email notification as your
participant(s) finish: From Notifications, select
On Participant Complete to receive an email as 
your participants complete the evaluation, or go to
On Participant Complete All to receive an email 
when all participants in a batch have completed. 
Simply tick the relevant boxes and Save Changes.
 
 

 Change the email address that notification should 
be sent to from Notification Address .
 
 
 
 
 

 
 
 

 

Setting an automatic reminder email:
Participants can be sent an email 24 hours before 
the evaluation closes, reminding them to complete
the assessment.
From Notifications , select Close Date Reminder .
Use the Filter function to identify the participants 
that have not yet completed, tick the relevant boxes 
and Save Changes.
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Send email communication to your participants:
To resend the assessment invitation email, or to
communicate with some or all of your participants,
choose the Communication option. Amend the 
email address if necessary, tick the relevant boxes, 
and Compose Email. Choose from three templates:
Blank if you wish to send your own content, 
Assessment Invitation, or Close Date Reminder. 
Review and edit the content if necessary and Send
Email. The username, password, and close date will 
automatically attach to each email. 

 

 

 

 

Pre-order reports: save time by pre-ordering the 
reports you need, before you participant starts the 
evaluation. As they complete the evaluation, the
reports will generate automatically and you will be 
able to download them straight away from your 
TestGrid account. From Reports , select Pre-
Ordered Reports and choose which reports you 
require.

Email Report Status gives you the option of 
receiving an email when your pre-ordered reports 
have been generated and are available to view.

Change the address that the report availability 
notification goes to at Report Recipient Email
Address . 

Reports
 
 
 
 
 
 
 
 
 
 
 
 
Communication
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Analysing Results
 
When your participants have completed their assessment, the Analyse Results button will appear under 
This Evaluation. Click to see a drop down list of the reports available for that evaluation. 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Reports
 

 
 

Summary of All Activities shows the progress of all candidates in your evaluation. Raw scores are given 
for the ACER assessments that have been completed, and links will be displayed to download reports for 
Apollo, NEO, Genos EI and VIA as applicable. This can help you to identify any participants that have yet 
to complete the evaluation. 
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The Shortlist Report is a comprehensive report that collates the results for all activities in the evaluation 

except NEO and VIA. View by ticking the box and clicking Order Report then click the link that is 
generated under View Participant Report. 
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Raw Scores can be displayed for ACER activities, showing the time taken, the number of questions 
attempted, the number of questions answered correctly and the percentile ranking. 
 
 
 
 

 
 

Group Ranked Report shows the overall percentile ranking for all participants in order. First you must 
configure the battery weight – allocate the appropriate weighting to each activity based on the importance 
of each activity to the role. Together the activity weight must total 100. This report can be exported to 
Excel. 
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Apollo Reports choose from the options presented in the drop down box against the relevant norm 
group. To order a report, select it from the drop down box and click Order Report. View the report in a 
new window by clicking the link generated.  
An exception report shows the areas where the candidate scored outside normal values for that norm 
group. A log report gives a visual representation of where the candidate lies for each factor. A narrative 
report expands on the log report by explaining what each factor means. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Individual Participant  
Report  
 
Participant Feedback Report offers participants developmental suggestions based on their results. 

Exception report 

Log report 

Narrative Report 
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Genos EI Recruit choose from Individual or Group reports – the Individual Report shows results for a 
single candidate and the Group Report ranks all participants in the evaluation on their Genos EI results. 
To view the Individual Report, you will need to select it from the Report Option drop down box and click 
Order Report, then click the link to open in a new window. 
 

Genos EI Recruit 
Group Report 

Genos EI Recruit 
Individual Report 
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Individual Reports  contain results for ACER assessments, showing your participant’s score for each 
activity and providing some interpretation of these scores. Order by ticking the box and clicking Order 
Report, then click the link to view in a new window. 
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Frequently Asked Questions
My participant didn’t receive the email inviting them to complete the evaluation

There is no need to recreate the participant – you can simply resend the invitation. Go to Participant

Details and select Communication. Check the email address for your participant is correct, and then tick 

the box to select your participant. Click Compose Email and choose the Assessment Invitation Email from

the templates at the top of the page. Check the email body and Send Email. The username and password 

will automatically attach to the bottom of the email. If your participant has a Yahoo! or Hotmail address,

ask them to check their Junk email folder.

My participant no longer needs to sit the evaluation

Make the participant log in details inactive by going to the Status section in Participant Details, and

selecting Active Status. Remove the tick from the box next to your participant’s name and Save Changes. 

You will still see the participant listed in the evaluation, but the username and password assigned will no

longer allow access to the evaluation. You can reactivate the participant at any time by ticking the active 

box again.

I created an evaluation but I chose the wrong activities

If you have not logged out of the system, and haven’t created any participants in the evaluation, you

might be able to change the activities. Go to Activity Sequence and add or remove the activities as

required.

If you can’t see the Activity Sequence option, you will not be able to change the activities and will need to 

create a new evaluation. If you have created participants in the evaluation, deactivate them (from Active

Status in the Status section of Participant Details). Go to Edit Details and rename the evaluation so you 

can recognise that it is no longer current – for example, call it “Obsolete” or similar.

What is the battery weight? And how do I configure it?

When you have multiple activities in an evaluation, it is necessary to configure the battery weight in order 

to view the Group Ranked and Shortlist Reports. This gives a weighting to each activity according to how

important you consider them to the role you are assessing for, and should total 100. For example, if your 

evaluation contained the Apollo and a Verbal Reasoning assessment and you considered the Verbal

Reasoning outcome less important for the role than the Apollo, you might weight the Apollo at 75 and the 

Verbal Reasoning at 25. If you consider both activities equally important, you could weight them at 50

each.

To configure the battery weight, go to Analyse Results and select Group Ranked Report or Shortlist

Report. Click ‘Config Battery Weight’ and set each activity as relevant, to add to 100. You can change the 

weighting at any time by following the same steps.

 
For any further questions, please contact the TRG Plus Help Desk – weekdays 8.30am – 5.00 pm AEST

Telephone 1300 764377

admin@rogersgroup.com.auEmail
Copyright TestGrid Pty Ltd 2015




