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Assigning Assessments
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1.

Locate the
"Assign” tab and
click
“Assignment”

Click the green
“+" jcon next to
the assessment to
be assigned,
then click
“Continue”
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Select the Candidates
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3. Next, select the
candidates to be
assigned:

—For candidates you
have already added
to the PAN system,
choose “Search
Candidates” or
“Select Group”

—For new
candidates, choose
“Create Candidate”
or “Upload
Candidates”
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Select the Candidates oS

Create Candidate x .
4. If creating a new

candidate, fill out

*First Name the required
information and
*Last Name C”Ck “SCIVGH
—"Login ID" is required,
remal but you may change
the provided Login ID
e e as long as it is unique

for every candidate.
*postal Code

5. Repeat the
process for
* [ ssve || X Concel addifional
' - candidates, as
needed.
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Select the Candidates/ Choose Demographics
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. : as an assessment
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select the
— i appropriate options
and click
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Email Options & Group Options @

8. The next screen presents “Email Options” and
“Group Options.” This is where you can:

—Choose “Yes” to send an assessment invitation to the candidates’
email address, or select “No” for on-site proctored testing.

—Choose to use an existing Invitation template or to modify an existing
template.

—Select the Reminder email template you wish to use.
—Assign candidates to a Group.
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Email Options & Group Options/ Review E_SD

Email Options

Send assessment invitation email to candidates @Yes (ONo *
Select Invitation Template * 9 Af.l.e r S e | e C .I.i n .I.h e
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10.0n the “Review
Selections” screen:

—Ensure that you are
assigning the desired
Review Selections assessment(s) to the

P e Chance P correct person(s)
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» 16PF® Questionnaire: Management Potential Report _ReVieW Gny OpTiOnO|
selections for accuracy
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Complete the Assignment pSi

Assignment Progress - 100% Complete

Candidates (4/4 Processed)

11.A separate

1 @ Dawg, Deputy = Details

© Ant Adam — assignment
& Brown, Buster = Details ConfirmOTion bOX Wi”
& Cinders, Cecilia & Details

display, indicating
that the assessment
was successfully
assigned. Click
“Done” to complete
the assignment
process.

Show: All, In Progress, Success, Failure

Done e
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Invitation Email with Link oS

c— 1 12.The assessment has

You have been registered to take an assessment for ! . The assessment(s) vou are to take is the 16PF® Fifth n OW b e e n O SS i g n e d .

Edition Questionnaire: Interpretive Report, and I am your Test Administrator.
"

1]
To take the assessment, click the following link: https:/tarauat vitapowered com TestEngine TestLauncher aspx? | f yo U S e | e C Te d Y e S
battervID=94add95-9202-4c90-2a%-bb355c61523d&key=NXE-CeCOn 2hsTsQ-

mMQzevanL OMQkzONOAEJpLH4501. iﬂ S Te p # 8 d bove ,

Follow the directi th . If the link t , instead of clicking the link directly, copy and past M M
ik e e S L L S the candidate will
If you have technical problems reaching the assessment, go to https:/tarauat. vitapowered.com/} o and click on re C e i V e O n e m O i |

the "Forgot your Info" link. An email will be sent to you with additional information.

Your assessment will expire on 04/02/2017. WiTh O ”nk TO begin
For any a-ddi(ional questions, contact me. 'I' h e O SS e SS m e n 'I',
similar to this one:
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Using the PAN System
ASSIGNING ASSESSMENTS TO CANDIDATES

QUESTIONS?

Contact Your PAN Account Representative
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