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SHL TalentCentral Platform “HOW TO” and Best Practice FAQs 
August 2022 Release 

 

Question Answer 

Where can I find 
training material for 
TalentCentral? 

Training resources including SHL-led online training sessions, videos and user guides 
may be found here: https://talentcentral.learning.shl.com/ 
 
Please contact your Talevation representative if you need additional training for your 
team. 

Is there any way to 
send one test or a 
group of test 
modules to a 
candidate without 
creating a project?  

At this time, it is necessary to create a project to assign a test module or group of test 
modules to a candidate. 
 
You can view the Quick Project Setup documentation for additional instructions. 

How do I send out 
tests? Can I send 
out multiple tests at 
once? 

When creating a project under the “Products” section, you can select the test modules 
that need to be included, whether that’s a single assessment or multiple tests.  It is 
generally suggested that you assign candidates no more than a maximum of five 
assessments as fewer assessments may lead to a better candidate experience. 
You can also view the Quick Project Setup documentation for additional instructions. 

Can I change the 
deadline for 
completion? 

There are two different ways to set deadlines. This can be set during project creation 
under the “Basic Settings” tab on the right-hand side. 
 
The default is set to “Days for Completion” and a rolling 14-day window for candidate 
testing.  You can adjust the number of days the candidate has to complete the 
assigned assessments.   
 
You can also choose to change to a “Deadline Date”, which allows you to select a 
hard date for completion. 

 
 
Once the candidate has been scheduled, you modify their assessment under the 
“Manage Candidates” section, which will only populate once the project is created.   
You can select the candidate and resend, recall and change the deadline. 

  
 
Please view the video on how to Extend a Deadline Date for additional directions. 



Page 2   

Question Answer 

Is there a way to set 
the “Assessment 
Completion Alert” to 
default to a certain 
email address, or do 
we need to enter it in 
each time we send 
out an assessment? 

When creating a project, the creator can designate and what type of alerts will be 
generated and who will receive the system alerts. This can be done for each project 
as it’s being created: 

 
 
Default alert settings can also be set up at the account level under notifications: 
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Question Answer 

When sending a 
new assessment to 
a candidate who 
was previously sent 
another assessment, 
do we have to re-
input the candidate 
in the system, or can 
we pull their data 
and use the same 
username and 
password for them? 

This functionality is not currently available.  If a new assessment is scheduled for the 
same candidate then the admin user will have to enter the candidate details 
again.  The candidate’s username (normally their email) and password they generated 
when registering on the candidate portal initially can be used for the new assessment.  

     

How do I check what 
questions a 
candidate got 
wrong?  How do I 
preview a test to 
know if it’s the test I 
want to use? 

SHL normally does not provide the questions outside the candidate testing platform as 
that is against their test security/integrity guidelines. 
 
At this time, TalentCentral does not have a trial test feature.  If you need to preview an 
assessment, please contact your Talevation representative and a sample of that 
module can be provided to you. Please note that this does replicate the test taker 
experience and you would need to go through each question as if you were a true 
candidate.  

When we archive an 
assessment from the 
system, does that 
delete all the 
candidate data 
associated with that 
assessment as well? 

If an admin user archives an assessment, then that particular assessment will be 
removed from the admin interface. Moreover, data of those candidates who took the 
test using that assessment will not be available.  
 

I accidentally 
archived a project.  
How do I retrieve it? 

Archived projects cannot be restored. Please ensure you do not need to continue 
using a project or need to retrieve candidate data associated with that project before 
archiving. 

 

I want to use the 
proctoring but it’s not 
showing up on my 
project. 

Proctoring options on TalentCentral include:  
Browser Off Focus  Print Screen  Multi Face Detection  Periodic Image Capture  
Copy Paste.    
Any/all options can be selected when creating the project. 

  
 
At this time proctoring is available as an added service.  Please contact your 
Talevation rep if you would like to purchase this feature.  
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Question Answer 

My candidate said 
they didn’t receive 
their email.  How 
can I resend it? 

There is an icon under the “Manage Candidates” section of the project that will allow 
you to resend the invitation.  

 

How do I know if the 
candidate received 
the system email 
with their assigned 
assessment(s)? 

When creating a project, the system includes the option to BCC yourself or a 
teammate under the “Emails and Notifications” section.   These can also be set as 
company defaults.  
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Question Answer 

The test link expired. 
How do I reschedule 
for my candidate?  

There is an icon under the “Manage Candidates” section of the project that will allow 
you to change the deadline for candidates that have expired or that haven’t started 
their assessment yet.  

  

How will I know if the 
candidate has 
completed their 
assigned 
test(s)?  Can I have 
results sent to the 
candidate? 

When creating the project, toggle the assessment completion alert to “ON” and select 
the appropriate users to receive the notification.  

 
 
You can also see ongoing status (not started, started, completed) under the “Manage 
Candidate” section of the project. 

 
Please note that system notification emails will only be sent when a candidate has 
completed all assessments assigned to them within the project. Please also note that 
only the Hiring Manager PDF version of the Kx reports is available at this time. 

I received an alert 
that my candidate's 
assessment was 
completed but 
there’s no score.  

If an assessment is completed and the system is not displaying the score under the 
“Manage Candidate” section, you can click the option to RESCORE the test. 

 
 
Please note that the deadline for the test must still be pending.  If the deadline has 
passed, you will need to extend it before you can have the system rescore the test. 
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Question Answer 

Can I have a 
candidate re-take 
one module from an 
assessment, if they 
scored poorly? 

Yes.  Under the “Manage Candidate” section, there will be a link to RESET the test.   

 
 
Please note that this will remove the score and results from the previously completed 
test.  Additionally, please note that allowing a candidate to re-test will consume 
additional credits. 
 
Please also note that the reset and rescore actions will only be visible if the expiration 
date is not past.  If a candidate needs to re-take a test after their expiration, you can 
update the due date so it’s in the future. 

 
 

 
 

 

Our SHL account is 
integrated with an 
ATS.  Is there a way 
to re-send a module 
from the portal? 

If you’re in the TalentCentral admin portal, you can navigate to the Manage  
Candidate search and look for the candidate’s name. 
 
Once found, click on the TIMELINE button under Actions and then the ASSESSMENT 
STATUS button when the timeline populates. 

 
 
Under the status, should be the option to RESET the specific module needed. 

I can’t find a 
candidate's results 
on our integrated 
account. 

SHL expires the links to integrated score reports once they are 40 days old, as a 
security measure. With the candidate’s full name, email address, and the date the 
candidate tested - support can rescore/repost it to the ATS. This will cause a new 
report link to be sent to the ATS which will then last another 40 days. 
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Question Answer 

How do I conduct 
testing onsite? 

Use of the Multi-user link is recommended for onsite testing.  This is found under the 
“Add Candidates” section.  

 
 
Once the link is generated, the admin can copy the URL into a new browser 
window/tab and then have the candidate complete the registration or log in, if they’ve 
previously registered. 

Can I edit the multi-
use link? 

Yes.  Once a multi-use link has been created for an assessment, users can edit the 
quantity associated with the link. 
 

 

Is there a way for us 
to arrange our 
projects? 

On the Manage  Projects and Review  Projects tabs, the default project order is 
alphabetically, but it can be organized by any of the header options. 

 

Can I set a reminder 
for my candidates to 
complete their 
assessments? 

Yes.  Under the “Emails and Notifications” section of the project, there is an option to 
set up and add reminders. 
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Question Answer 

How do I view 
candidate results? 

Results can be viewed by clicking the appropriate alert, if you have selected to receive 
system notifications; by clicking the link in a system email or by searching for the 
candidate under Review  Candidates.  The alert will also appear at the top of menu 
bar as well as in the bottom left of the Homepage. 

 
 

  
 
If you are in the project, you can also click the button to view project results and the 
system will re-direct you to that page.  

 
You can also download the PDF or the Excel summary by using selecting the 
appropriate type and method.  

How do I export 
candidate reports for 
my account? 

We suggest those users who have been given company super user access for your 
organization are best suited for assisting with exporting reports for all candidates.   
 
You may review the Bulk Download of Scores & Reports documentation for more 
detailed instructions on downloading candidate data by project. 

Can I add multiple 
admin users at the 
same time? 

Bulk upload of admin users is not currently a feature on TalentCentral.   
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Question Answer 

I’m looking for a 
specific test and it’s 
not displaying in my 
search results.  

The online Kx and Kx PLUS catalogs may be found here:  
https://www.shl.com/c/global/ibm-kenexa-catalog/ 
 
We do suggest selecting the appropriate dropdown under the test type as SHL has 
other content available in addition to the Kx packages.  

 
 
Please note that access to specific content may be dependent upon your 
organization’s license and entitlement.  Please contact your Talevation rep if you wish 
to discuss adding content that is not part of your current contract. 

How do I see a 
description of a 
module? 

During the project creation process, the summary description of the module will be 
displayed when expanded. 

 
 
Descriptions can also be easily found using the online catalog as mentioned in the 
prior answer.  
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Question Answer 

My new user didn’t 
receive their 
verification email to 
set up their account. 

The system default login email will come from talentcentral@shl.com.  We recommend 
new users check their SPAM/Junk folders for this message if it’s not in their inbox. 
Admins can also resend the notification from the “Manage Users” page. 
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Question Answer 

Can I customize 
user roles on 
TalentCentral? Can I 
change a user’s 
role? How do I know 
which role to choose 
for my user? 

At this time, custom user roles are not available on TalentCentral. It is important to 
take note of the functions and access each user role has available to them. A list of 
“User Role Details” is located to the left of the “+ New User” button within the “Manage 
Users” subsection of “Users” under “Settings”. 

 
 
User roles may be changed by selecting the “Edit” option for that particular user and 
saving any changes made.  

     
 
For reference, standard roles and permissions are as follows: 

Role Name Role Level Role Permissions 

Supervisor 
or Proctor 

Restricted access 
Low number of 
users 

Can only view candidates who have been 
progressed by system 
Can initiate supervised tests 
Cannot view candidate scores and reports 
Cannot create or manage projects 

Viewer Read-Only access 
Low number of 
users 

Can view all candidates assigned to the project 
Can view candidate scores and reports 
Cannot create, update or administer projects 

Manager Medium access 
High number of 
users 

Can perform all the actions of a Viewer and 
Supervisor 
Can create, update and administer projects 
Can view admin users in other user groups but 
cannot update them 

Company 
Admin 

Advanced access 
Low number of 
users 

Can perform all the actions of a Manager 
Can create and update user groups 
Can change company level settings 
Can only see user groups they are part of 
Can only see projects belonging to user groups 
they are part of 

Company 
Super User 

Full access Low 
number of users 

Can perform all the actions of a Company Admin 
Can see the user groups they are not part of 
Can see projects they are not explicitly part of 
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Question Answer 

I forgot my 
password. 

On the admin portal login page, there is a link to reset forgotten passwords if needed. 
https://talentcentral.us.shl.com/admin/login  

 
 
If you do not receive the email to complete the password reset, please contact support 
to assist. 

When I log in, I don’t 
see the option to 
create assessments. 

If a user does not have the appropriate permissions or has been assigned an incorrect 
role, they may not have access to all the features in the system. 
 
If this is the case, an admin can edit their profile to the appropriate role as needed. 
Support can also assist with this upon request and approval by the primary company 
admin. 

Does the new 
platform require 
passwords to be 
changed every 90 
days (or another 
timeframe)? 

While Support encourages changing passwords to help maintain account security, 
there is no mandatory requirement to do so at this time.  Users can update passwords 
by selecting the “Change Password” option under their user profile.   
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Question Answer 

Am I able to remove 
a user if they have 
left the company? 

At this time, users cannot be removed from TalentCentral, but you can deactivate 
them.  

 

How can I see just 
active users on my 
account?  How can I 
search for a specific 
user?  

The system allows you to filter by users with an active status by toggling the status 
button. 

 
 
You can also change the order of users by clicking on a column header. There is also 
the option to search by a name, email, etc. 
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Question Answer 

My teammates can’t 
see the 
assessments I 
created. How do I 
add others in my 
company to a project 
so that they have 
visibility and access 
to editing? 

If your organization has created multiple user groups, you may wish to verify that all 
users have been assigned the correct roles/permissions, the appropriate team 
members are included in the correct user groups, and that you have selected the 
appropriate user group when creating your project as errors in those may cause 
problems accessing projects and candidate results. 

 
 
If you have more than one user group, you should select the appropriate group under 
the “Users” section during project creation. You can also include users via the “Add 
more users” for those who are not included in the group but who you would still like to 
have access to the project. 
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Question Answer 

How do I know how 
many credits I use 
when I send an 
assessment? 

There should be a 1:1 ratio between the Kx assessment module and the Kx credit.   

 
 
Units also operate on a per test basis, so if 15 candidates were assigned a test that is 
valued at one unit, 15 credits would be consumed from your available quantity. 
 
Please note that you may have access to non-Kx assessment modules where the ratio 
is not currently a 1:1 value, depending on what content package(s) your organization 
has purchased. Where applicable, that difference has already been taken into account 
when placing your order and calculating your usage. Please reach out to your 
Talevation representative to discuss if you believe there is a discrepancy in your 
account.  
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Question Answer 

How do I know how 
many credits I have 
remaining on my 
order? 

Those users with the appropriate permissions will have access to view the credits 
available on their account.  This information can be found by going to Welcome  
Settings  Usage.  

   
 
Customers can view usage by orders: 

 
 
Usage based on specific time periods or other filters can also be viewed under the 
statement section. 
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How do I do 
branding, or include 
my company logo? 

At the moment, customer logos are normally added when SHL completes the initial set 
up of your TalentCentral account. Please contact your Talevation sales representative 
to discuss, if you need your logo uploaded, or there has been a change in your 
company logo. SHL requests a JPG file type for the logo. It will be displayed in the 
upper left corner of the admin and candidate portals, replacing the SHL logo.  

 
 
Additionally, you can change the candidate email template as well as the alias the 
email uses, under the “Emails and Notification” section when creating the project: 

 
 

 
 

 
 
Depending upon your user profile, new invitation templates and aliases can be set up 
at the account level and made the company default, or a template can be created for 
each recruiter, if desired.   
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Question Answer 
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Question Answer 

How can I view 
what’s included in 
the candidate email? 

The standard SHL template can be seen for each project under the “Email and 
Notifications” section by clicking the preview icon. 
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What browsers are 
supported?  

SHL’s Kx assessments are currently supported on the following browsers and 
operating systems: 
Supported Internet browsers 
- Google Chrome Version 50 and higher (Windows, Mac) 
- Mozilla Firefox Version 50 and higher (Windows, Mac) 
- Safari Version 11 and higher (Windows, Mac) 
- Microsoft Edge Version 18 and higher (Windows) 
- Internet Explorer Version 11 (Windows, excluding Aspiring Minds tests) 
 
Supported operating systems 
- Apple Mac OS 10.x (up to Mac OS X v10.8 - Mountain Lion) 
- Microsoft Windows 10, 8, 7, Vista 
 
More information about supported operating systems and browsers may be found 
here by using the Browser Check link on SHL’s support page, as well as viewing the 
system requirements under the Candidate Support section of SHL’s main support 
page:   
 
https://new.support.shl.com/categories.html?hl=en&c=10_91_12_ 

 
 
 
https://support.shl.com/index.html?hl=en  
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Question Answer 

My candidate is 
having technical 
issues.  Where can I 
direct them for 
support? 

We suggest using SHL’s main support page, which includes a candidate section. 
 

 
 
Additionally, there is a chat option and an online form option they can utilize for 
additional assistance from support. 

 

How can I request a 
test be added, or 
request 
enhancements? 

Please send your requests to your Talevation sales representative.  We are currently 
hosting calls with SHL’s development team to discuss any enhancements or test 
requests received from customers.  We welcome your input and assistance in 
improving the user and candidate experience for everyone. 

Can I create a 
custom test? 

This is not currently available on the TalentCentral platform by customers.  SHL does 
have the capacity to do so.  There would be a fee associated with this, if SHL agreed 
to the request.  Please contact your Talevation rep to discuss this possibility in more 
depth. 
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Question Answer 

Can I give a 
candidate a practice 
test? 

Each assessment module assigned to a candidate from the iAssess portal will 
consume a credit unit.  
 
SHL does offer a practice site with testing tips for candidates, if you wish to share that 
site with them.   

 
 
Please note that the test content on SHL’s practice portal is predominantly SHL 
content, which may not match what they’ll see with the Kx modules. 

The Kx MS Office 
simulation 
assessments have 
multiple versions as 
well as timed 
options.  Which one 
should I use?  

Most of the Kx MS Office product assessments contain a mix of basic, intermediate 
and advanced questions; the difference is the ratio.   
 
The Normal User version is considered the most “basic” of the options as it contains 
the most questions on that category (versus intermediate or advanced).  Power User 
focuses on more advanced features (like pivot tables, macros and V-LOOKUP for 
Excel) and Whole Test which combines the questions from the other two. If your 
position doesn’t require advanced knowledge immediately, the Normal User version 
may be the best choice.  
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Question Answer 

Can I use the 
Occupational 
Personality 
Inventory (OPI) in 
our pre-hire testing? 

The OPI was designed by IBM for a development use case and does not have the 
evidence necessary for transported validity – so it should not be used for selection 
without a local validation study.   
 
It is possible to have a local validation study specifically for your organization (or your 
end customer’s organization) if you would like to use the OPI, but that would take a 
few months, require 300+ individuals to help with the validation, and have a financial 
impact as well (please contact your Talevation sales representative for a budgetary 
cost). 
 
We could consider alternative tools that are more appropriate for a selection use 
case.   As you may know, we have recently partnered with SHL who has the market 
leading OPQ (Occupational Personality Questionnaire) which the OPI design was 
based on, but SHL’s OPQ has hundreds of validation studies – with the most relevant 
being a study of over 8,000 leaders across 80 organizations.  The OPQ can be used 
to support multiple aspects of talent management – from selection, to development, to 
succession.  That would be a much better tool to use for decision making purposes.  
General guidance around the OPI or any personality tool (including the OPQ) is to 
identify what is critical for the role and then to review the output of the OPI to identify 
the 5-7 factors most critical to the job and use those to develop the leader 
appropriately. 
 
Other assessments that might be of interest would include SHL’s various Job Focused 
Assessments (JFAs).  Some suggestions may be based on the specific job the end 
customer is selecting for.   
 
We can facilitate a call with our partner at SHL, Dr. Shane Fuhrman, to further discuss 
the options.  

 


