User Manual:

Talent Central Plus

(Recruiter’s Assessment Platform)
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Platform & Login
USERNAME & PASSWORD
O 8 = hty )yer aspiringminds.com t v $2t 1zM k1Ea1NxM2Jq v 80% ¥ @
SHL <donotreply@amcatmail.com> sent an email for your Username &
Password. Please check your inbox or spam folder and follow the
instructions

Set your password

Forget Password: You will receive a password reset mail on your
registered mail ID once you click on forget password on login page, it will
redirect you the page as visible in the picture and you can reset your
password.

@ employer.aspiringminds.com o2 % R O 2 :

TALENT CENTRAL PLUS LINK

Click https://employer.aspiringminds.com/ to ]
access Talent central plus / Recruiter’s SHL
Assessment Platform Fosin toyeur secount
e Note: Use Chrome v 50.0 & above / Firefox v e —

40.0 & above browser to access the portal

Password

Enter password

Forgot Password?

LOGIN
Click Login and enter login credentials
provided to access your account Don't have an account yet? Register here
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Dashboard

Talent Central plus/recruiter portal platform is a modified version for the TC+ (recruiter portal).

It provides you insight for the assessment statistics with an additional feature of graphical representation.

To make your hiring process more convenient it shares the data for assessment status such as expired, completed, pending
for participant.

Not Started: Number of participants who have not started their assessments.

Completed: Number of participants who have completed their

assessment. SHL
In Progress: Number of participants B . .

ho h tarted but t leted R Welcome to TalentCentral+ You may select the date range for
Wno nave starte ut not complete S 2 Hiter eapshed) A which you want to fetch the data. Last updated at: May 22, 2023 11:36:19 PM
their assessment. .

: Number of participants whose Filters: ¥

assessments have passed their due ‘n‘ | A [wsz =
date. T ]

Recalled: Number of participants who
have not started & whose assessment links
have been cancelled

5

Not started Completed In progress

Ejected: Number of participants
logged out of assessments, for
violating anti-cheating features &
exceeding proctoring thresholds Graphical ”
representation for

the date range :>

selected

Project statistics @ scheduled @ completed
View: Week Month

I Scheculed [ Completed
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Create Assessment

S I_I L Account summary Company settings Demo account o
[ Projects ~ .
Welcome to TalentCentral+
Create project
T e =2 Filter (2 applied) ~ Last updated at: may 23, 2023 12:18:17 AM
. .
0 C||Ck Create PrOJeCtS Communications ~
Filters:
User From To
Demo account - ‘ ‘ 2023-04-23 M ‘ ‘ 2023-05-23 ™ ‘

Apply filters

Create project

Select project type

e Select Kenexa and click on Next 88

button Kenexa Other

Kenexa Something to go here about ad-hoc

Next: Select products
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el Enter the Project Name

Dummy_project Kenexa

Select the assessment
language

- English (US)

Configure Commercial Cyber Aptitude Test (CCAT) X

Test (CCAT)

I Start typing to search

-
I

1

Experiences g Products

SHL's standard pre-employment participant and administrator experie

You may also Search for
the desired module

R Bookmarked Commercial Cyber Aptitude [
Test (CCAT)
All
Skills
Simulations
Skills
Hourly Roles @® s0mins @ 111
Professional and Manage.|
I Configure €2 I
Skills+
Others Grammar and spelling [7]
Custom

®© 15mins | @ 40

Configure €2

Sales Concepts

Skills

Click on Configure

want to add

of the module which you

button

\ 4

This dashboard varies as
per the user permission

s SHL

(© Assessment duration
50 mins

Commercial Cyber Aptitude

[

Assessment options

Assessment language

Allow candidates to choose

Select the
module language

English(US) (en-US) -

Set default language

English(Us) (en-Us) -

Click on Add
more reports

Report selection

€© Add more reports

Skt e

Configure Commercial Cyber Aptitude Test (CCAT)

Commercial Cyber Aptitude  [] ¢ Back to assessment options
Test (CCAT)
(@© Assessment duration 1 reports available for this assessmengt

50 mins

A Assessment Report O
Al fields required unless and oWherwise stated
Select the
Language for Language
English (US -
Assessment g =)
report
N 4




SH L Account summary Company settings Demo account o v

Assessment workflow Participant experience Review & publish Add people
B Projects A
(reate PI’DjECt: Dummy_project Assessment workflow: Stages & progression
(reate project
@ Organize assessments into stages and set progression criteria
View all projects ()
Communications Y Assessment workflow Partcipant experience Review & publish Add people Stage settings Banding
ﬂ OFF  Hide the next stages from participants I Defalt Tree Banc i IEditbandvaIues m
—
Assessment workflow: Select products e Select the
desired banding
@ Search or browse the product catalogue to start building the assessment workflow Assessments inStage to be enabled
articipants can take assessmentsin: er shown ny order
. ) . et : ©0’d ' OM ‘ Available when there is a subsequent stage
Project name Project type (Solution) Assessment language
D Bulk action: 0 selected EMove to stage
Dummy project Kenexa v English (US) v
g [CommercialCyherAptitudeTest(CtAT]@‘
||
A Selected products 1) Next: tages & progression
products: | ©) Commercial Cyber Apttude Test (CCAT) 83 ‘
G C||Ck on Save Next; Participant experience
& next button m
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Participant experience

(@ configure how the assessment workflow is delivered to participants

Assessment delivery

Select which devices participants can take assessments on.

Note: Not all assessments are available on all devices.

Desktop web

sHLapp B

Mobile web

@ Application form

Select an existing application form, or create a new one

jote: If you choose to custamize an existing form, it will be flaved for this project, but won't be shown in the list of forms for other new projects

@ Useexisting (O Create New

Selected form  Default Test Form -
act Field name Field type
= Text Box

HEV Mobile Number & Text Box
Fv First Name 8 Text Box
v Last Name i@} Text Box

Values Required Actions
NA v

NA

NA v

NA v

@ Project proctoring

Verify the dentity of partcipants and inspect the ntegriy of assessment environments with a renge of automated and live proctoring optons,

Note: You may not ave permission toedit some optians,

Automated proctoring Seitings

Particpant snapshot iCard Capture
Browser lock Disable Copy Paste

! Printstreen ock ﬂ

e Select the desired devices/Application Form/Project proctoring

as per the requirements and click on Save & next

7 SHU

Additonal experience options

D Particiant experience survey

Next; Review & Publsh

Bk W Savednext




o o Y

Assessment workflow Participant experience Review & publish Add people
Review & publish: Additional details [ Bookmark project

(® * Bookmark the project if you need to maximize visibility

9 Once, you have added the mail ID in the project e

+ Add an optional description to help people understand what the project is for

administration, click on View all projects and add Ak e s s s

Project name

participant in the desired project for scheduling the —_—

project.
. . . . send project update notifications to admins
Once the required details are filled then click on w T

Project tags (optional)

Review details and then click on Publish & exit

Commercial Cyber Aptitude Test (CCAT)
b u tto n Product Demonstrator

Sales Selector

Customer Service Engineer
Automation Engineer

Scientific Informatics Project Leader
I Bookmark project

A 4

Review & publish project >

Project

Dummy_project

mMode of delivery

Desktop web mobile web

Automated proctoring features

Print screen lock

Project administrators

Demo account

Assessments Duration Default language
Commercial Cyber Aptitude Test (CCAT) O hours 50 mins English(Us) (en-USs)

Total 0 hours 50 mins

Publish & exit l Publish & add people

= SHL



Schedule Assessment

Sending a Individual assessment SHL - S

SHL —— | - — . - : Create Project : DEMOTEST3
Create project
3 . | View all projects v, v v, ®
Projects ‘ View all participants | IR . ) _— o o
- Communications . Assessment workdflow Participant experience Review & publish Add people
View alprojects @ Menage and view status of projects that are available to you. e Plea Se CIICk Add IndIVIduaIIy & CompletE
: Add people the required details and click on Add
CI ic k on B - a (D Add participants, assign users (If required), and configure their cornrnunicatipa rtiCi pa nt .
= Fiter (3applied) v I Manage columns 1 1~1
View all : : ke particpants e First & Last Name of the participant
; ’ ’ [ ] i ici
projects " o e ey . . ot o s e Email Address of the participant
an d go to DU R R o Demozccount ! 2t hidporicpns - Hpoidpmeals | (O Bulk upload (® Add individually kO Mmultiple-use link QO single-use links
pa rtic u Ia r Dummy Check Order [ Publshed 02 nggacce 2 L+ hidporsciponts 8- Poricpontdeals All fields required unless otherwise stated
project Cl ick Add Pa rticipa nts First name (optional)
<« C' & employer.aspiringminds.com/en/project/delivery/1803397 o Q v w ®» O &

Set deadline

. B e Select your Country and
elect country and timezone
Country rime zone Time Zone from the given
India - UTC +05:30 IST (New Delhi) - .

options

e Set the deadline for participants in this group
Select the Date and ‘

- @ ixed date
Time Range F

Add the start and end date for this group

¢ The aUtO |Ogin Start date Start time
generated for a 0310372023 B ©

participant is valid End date / Deadine -
Only W|th|n the date 03/09/2023 () z2AM ©

. and time range
2 S H l. selected



Schedule Assessment

Individual schedule
C & employer.aspiringminds.com/en/project/delivery/1803397

m Communications

Select and configure emails and other communications

Participant Admin

1Selected

O Template

Project invitation
Il Completion alert
d Candidate report

O

O

Project reminder 3 days after assessment validity starts

Project reminder 3 days before assessment validity ends

@ Add communication

> Click on Add

Communication tab to send

more communication

o SHL

Email

@ Click on

o a g x » O &

Configure
to select
the
required L B
custom % coniaure

__template

Actions

£ Configure

Configure Completion alert

Select template and add any additional recepients

Template

Admin completion alert fo.. =

Additional recipients

[

———

[0 ce all project users

Bec

Q

] Bec all project users

Preview

Click on configure for completion alert In the
additional recipients enter the mail ID on

which the completion alert and candida_
report is required to be triggered and SA

£ Configure

£ Configure q Click on save participant Group

Configure Reminders

Discard changes Save participant group

You can choose the desired
template to schedule and
send the assessment
reminder email as per the

reqdtlirement

Select when you want the communication to be sent. You can specify a date or a relative
duration.

Note: Communications will use the time zone selected in Set deadline

@ Send 3 < days - after assessment validity starts -

O sendon  mMay 23. 2023 9 12:00 am (O

Select communications format

] Email ] sms

sSelect template and add any additional recepients
Template

Participant deadline remin... -
Additional recipients

Cc




Review & add people

“  Project details

- Participant group details

Participant group deadline

Mar 3, 2023 03:43 to Mar 6, 2023 03:43 ( UTC +05:30 IST )

9 Once details have been
reviewed & finalized, click
Save Participant Group to schedule the assessment

Project invitation

Invitation

People Number of people

Configure Project invitation

Select communications format
Select template and add any additional recepients
» You can CC or BCC your email address so you’ll get a b

Demo_Aspire -

copy of the assessment communication which you can
use to resend the same

Additional recipients

Cc

Q

[] cc all project users

Becc

a

|:| Bcc all project users

n SHL =




Schedule Assessment

Sending Bulk Assessment SHL S B enree @)
*Recommended especially if you’re scheduling 5 or ° Create Project : DEMOTEST3

Create project

View all projects v v. v, ®
Communications . Assessment workflow Participant experience Review & publish Add people
Add people

@ Add participants, assign users (if required), and configure their communications

“ Please CIiCk BUIk data Invite participants
upload . —_—

@ Bulk upload o Add individually O Multiple-use link o Single-use links

How to bulk upload participants
1. Downloa@ sample.csv or sample.xlsx #hd save a copy in the same format. You'll use this file to input the participants details.

2. Don't rearrange the columns or change the headers.

3. The following fields are required: first name, last name and email ID.

e Cl ick down Ioad Sa m ple fi Ie CSV Or XLSX 4. You can optionally add up to 5 tags per participants in the last 5 columns of the table.

5. Email IDs must be unigue.

6. Upload your completed file.

Upload CSV/XLSX

>

£ 2 k v
e Follow the instructions in I c | o mmm r |olwl ]kl lulNlolrlalRd ‘

1) Do not rename or rearrange the column headers

com p | et n g t h ere q uire d 2) To send email/sms notification enter a valid email id or mobile number. Do not add the country code while entering

. . the mobile number
detaI|S IN the excel  3) Remove instructions while uploading the sheet with data
. 2 Sno. Emai Mobile Number First NameLast Nam¢DOB(mm/dd/yyyy) Tag! ~ Tag2  Tag3  Tagd  Tagh
Save the file on your desktop & 3 1emai@shlcom GTO5210ABC  XYZ  0BRB19S3  EMPOOO!
upload it to the J ]

platform
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Schedule Assessment
Bulk schedule

C & employer.aspiringminds.com/en/project/delivery/1803397
m Communications
Select and configure emails and other communications

Participant Admin

1Selected

O Template

Project invitation

Od Completion alert

O Candidate report

O Project reminder 3 days after assessment validity starts
O Project reminder 3 days before assessment validity ends

@ Add communication

> Click on Add
Communication tab to send
more communication

s SHU

Email

>

9
o
s
b
¥
i
be

Upd

Actions e

¢ Configure

£ Configure

Click on Configure to select
the required custom
template

£ Configure

£ Configure

£ Configure

Click on save participant
Group

Discard changes Save participant group

You can choose the desired
template to schedule and
send the assessment
reminder email as per the
requirement

Configure Reminders

Select when you want the communication to be sent. You can specify a date or a relative
duration.

Note: Communications will use the time zone selected in Set deadline

(@) send 3 = days -~ after assessment validity starts -~

O sendon  mMay 23. 2023 9 1200 am (D

Select communications format

] Email ] sms

sSelect template and add any additional recepients
Template

Participant deadline remin... -
Additional recipients

Cc




Review & add people

“  Project details

- Participant group details

Participant group deadline

Mar 3, 2023 03:43 to Mar 6, 2023 03:43 ( UTC +05:30 IST )

Project invitation

Invitation

People

Number of people

Save participant group

» You can CC or BCC your email address so you'll get a

1+ SHL

copy of the assessment communication which you can
use to resend the same

Once details have been
reviewed & finalized, click
Save Participant Group to schedule the assessment

Configure Project invitation

Select communications format
[ Email ] sms

Select template and add any additional recepients
Template
Demo_Aspire -
Additional recipients
Cc

Q

[] cc all project users

Becc

a

|:| Bcc all project users




Participant Details

Exporting Assessment Results

0 Click View all Projects and select
the particular project

e Click Participant details

s SHL

SHLU

[3 Projects

Create project

View all projects

Communications

SHL

[® Projects

Create project

View all projects

Communications

Account summary

Welcome to TalentCentral*

&

Company settings

Demo account o

Last updated at: may 23, 2023 12:18:17 AM

== Filter (3 applied) ~
Filters:
User From To
Demo account - ‘ ‘ 2023-04-23 ™ ‘ ‘ 2023-05-23 ™ ‘

Account summary

Apply filters

Demo account Q

Company settings

Projects

@ Manage and view status of projects that are available to you.

Project ¥ | Start typing to search
-® )
== Filter (3 applied) W

Project name |, Project status

DEMOTEST3 n Published

Dummy Check Order | Published

Create project

View all participants

Il Manage columns

Completed/Invited Actions

0/4

;* Add participants -._— Participant details E
;* Add participants .._— Participant details E



L. Participant email b Start typing to search n
e To export Individual

Status | select status - Stages select Stages - :—__: Filter (1 applied) Il Manage columns
Assessment Result
[ Bulk actions: 1 selected 5 Invite to next stage | % Download participant data El Download PDF reports : }
L
[ select an Name & email | ::ar::::"a“t L Added dat$ Parl  Actions
» Click the check box of a
. .. D Sandeep.Kumar@shl.c... ) Not started Mar 3, 2033 6:34:54 PM == :
specific participant to :
eXDOI’t reSUIt O priyanka.tiwari@shl.com ) Not started Mar 3, 2043 2:25:04 AM - v :
To download the result in

To download the result iH PDF f
ormat
excel sheet format -

I X Configure & download reports

@ Select template O Create new template
> To select the data in select template O Reports Language
desired excel Standord Exce 0 Viewrepor English (US) v
Format .

@ Excel(xIsx)

Do\ /nload reports

!
Selec“e language of the report and click

s SHL on Download reports



Additional options

= Sandeep.kumar@shl.c... =T T T *
p—t c . .
: o ompleted Feb 17, 2 =] Reports v ¢
D D priyanka.tiwari@shl.com @ P ' [L‘L’l P *
—_— - Khushwant Sharma . ~ .
A 4
Click on Reports to view reports of
specific Participant
Participant email ~ Start typing to search
Status | select status -~ Stages seclect Stages -~ =2 Filter (1 applied) ~ B80 Manage columns
Bulk actions: 1 selected =] Invit Select and order columns
32+~ Name & email
l:l select all Name & email | Part 3 Participant ID
:: Status
M Sandeep.Kumar@shl.c... - zz Added Date To adjust the column as per the
32 Participant Start Date requirement
[ 41 priyanka.tiwari@shl.com -- :: Deadline
2 Assessment Scores
(I Sandeep.Kumar@shl.c... i =2 Participant Completion Date

7 SHU



[] select an Name & email .|, Participant ID Stage Addel  Actions

Khushwant Sharma
0N

Khushwant.sharma@s... 1is... 6 321980166529818 171 Dem [[Ej Reports ~

Stage 1

Fundamentals of Chemistry

Status Done .
» Once you click on the
Overall Score 6 . . .
participant ID, an overview
May 23, 2023 . . .
Started 123135 AM of the result will be visible.
Timed 15 mins

s SHU



To export Bulk Result

S I_I L Account summary

Company settings

SR —— .

= ~ .
Welcome to TalentCentral+

O cickviewal —
IC Iew a | view all projects %l’. Filter (3 applied) -~

Last updated at: mMay 23, 2023 12:18:17 AM

.
PrOjectS Communications -
Filters:
User From To
Demo account - | ‘ 2023-04-23 | ‘ | 2023-05-23 ™ |

) Projects e Click View all Participants

View all projects

e e ——

@ Manage and view status of projects that are availablefo you.

@ Review your participants’ progress by clicking on the name and take relevant actions

Participant email ¥ | Start typing to search
Status  gelect Status - ;:_o. Filter (1 applied) A
Steps to be followed:
Filtered by:
e Click on filter option. broject broduct
» Select Start date(attempt date)/Date Select projects . select products -
Added(Scheduled date)/Project(to get data N _
. . Participant tags Evaluators assigned
for a specific Project)/Status(Not 5
X Select participant tags v No evaluators found v
started/completed/recalled/in progress
. Start date Completion date
etc.) as per the requwement.
. . 02/01/2023, 9:57 PM - 03/03/2023, 9:... ) mm/dd/yy, 00:00 - mm/dd/yy, 00:00 )
Click on Apply filters.

o SHL

|

Last updated on: Mar 3, 2023 9:57:15 PM

Bl Manage columns

Bookmarked participants

All participants -

Date added

mm/dd/yy, 00:00 - mm/dd/yy, 00:00 B9

Deadline

mm/dd/yy, 00:00 - mm/dd/yy, 00:00 ¥

‘ Apply filters




Bulk actions: 0 selected — ] Invite to next stage E.. Download participant data EI Download PDF reports H
I:I select all Name & email | Participant ID Participant L Added dat Actiogs
Status
pt 3 - :
| | Driyanka.twari@shl.com 321980166529818 & Completed Feb 17, 2¢ Reports H

—M M Rt

e -

A 4

A 4
_ g through el -
Download participant data X

box or you can click on Select all

@ Select template O Create new template Optlon
Select template Configure & download reports X
» To select the desired
Standard Excel
excel
Format 0 Reports Language o

@ Excel(xIsx)
|:| View report English (US) v

Download reports

20 SH L Select the language of the report and click on Download reports

Download data




Rescheduling Assessment

SI_I L Account summary Company settings Demo account o

[ Projects ~ i

Welcome to TalentCentral+

Foeate rnioect
| \/iew all projects =2 Filter (32 applied) -~ Last updated at: mMay 23, 2023 12:18:17 AM
0 O oo ~
Filters:
. - - Usfr From To
CIICk Vlew a" ProJeCts and SquCJemo account -~ ‘ | 2023-04-23 | | | | 2023-05-23 = |

the particular project
P prol

S I‘I L Account summary Company settings Demo account o

Create project

B Projects ~ .
Projects View all participants

Create project

View all projects @ Manage and view status of projects that are available to you.

Communications v

Project ¥ | Start typing to search

Bl Mmanage columns

=2 Filter (3 applied) v

o

Actions

e Cl i C k Pa rtiCi pa nt d eta i I S Project name |, Project status Completed/Invited

DEMOTEST3 . Published 0/4 2+ Add participants || 8- Participant details :
Dummy Check Order | Published 0/2 &+ Add participants 8- Participant details :

2 SHL



rartcipant eman - H

- " N
Status = gglect Status - Stages select Stages - == Filter (1 applied) I8 Manage columns
Bulk actions: O selected » ] Invite to next stage | =3 Download participant data | (*] Download PDF reports :
o Participant
[] selectan Name & email .| Slatusp g Added date Pari Actions

Click on the three dots under Action
Column for the desired participant to be mn! Khushwant sharma © completed May 22, 2023 11:00:30 AM May (D Reports~ i
rescheduled

(| Jaspreet Singh ¢ Not started May 15, 2023 11:20:32 AM - H
jaspreet.singh@shl.com
(| Harshit sharma ¢ Not started May 15, 2023 11:20:32 AM - :
harshit.sharma@shl.com
Cl . k R h d I t O Q jaspreet.singh@shl.com (D Deadline expired May 1, 2023 8:54:36 AM - | [ Reschedule
O n jaspreetorsingh10@gm (D Deadline expired May 1, 2023 8:54:36 AM -- :
Reschedule

Participant Reshedule List

Bulk action: 1 seleced W Delete

First name Last name Email Date of birth Phone number Actions

Select the time zone and validity for the
assessment

jaspreet.singh@shl.com W Delete

Select country and timezone

Country Time zone

United States - UTC -08:00 PST (Los Angeles) -

Set the deadline for participants in this group

@ Fixed date O Fixed duration

Add the start and end date for this group

Start date Start time
05/23/2023 [} 12za9am (©

End date / Deadline End time
06/06/2023 = 124980 (©

2 SHU




@ Communications

Select and configure emails and other communications
Participant Admin

1 Selected

Select and configure the required H remekce Emel Actons
templates and then click on Reschedule Projctnviaton % confgure

|:| Completion alert D ¢ Configure

D Candidate report |:| * Configure

D Project reminder 3 days after assessment validity starts |:| * Configure

D Project reminder 3 days before assessment validity ends |:| * Configure '
° Add communication

Discard char zes Reschedule

Review 8 add people

Review the details and click on Save o CoeromelaTE
Participant group and the assessment will gt e
be rescheduled TP Typing Test

Project proctoring

Print Screen Lock

Assessments Duration Default language

e Participant group details

s SHL

Sawve pa pant group




Thank You!

SHU
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