unlocking potential

OPPassessment user guide

Logging in and ordering questionnaires

* When you receive your email containing your username and password
follow the link to https://www.oppassessment.eu.com

» Using the log in details contained within the email, fill in your username and
password and click ‘Log in’

opp Practitioner site yetaber 2008

assessment

Go to OPP Ltd website  Help

Welcome

username Welcome to the OPPassessment website. OPPaszezsment enables OFP's psychometric instruments to be
| | completed on screen.

If you are qualified to use OPP products and have registered for our OPPassessment service, you can use this
password site to administer questionnaires and produce reports.

If you have registered for this service, please enter your Username and Password. If you would like to register
to use the service please contact OPP Client Support.
Log in

. For more information about available instruments, benefits of use, and registration, please visit the main QFF
Easzsword reminder website.

Terms and conditions | Privacy policy | Trade marks | Accessibility Page_ID:PROO1

¢ On the next screen you will be asked to read the terms and conditions of
the OPPassessment service. Once you have read these, click ‘Yes, I accept’
at the bottom left-hand corner of the window

emma.lenton@opp.eu.com (38398) | QPP Ltd - General

opp Practitioner site 03 November 2008
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OPPassessment Service Terms and Conditions of Use

Before using the OPPassessment Service, you are required to accept the terms and conditions of use shown below.

As circumstances change, we may modify these from time to time. When this happens, your attention will be drawn to the changed terms, and you will be asked to
reconfirm your acceptance.

OPPassessment Service Terms and Conditions of Use A
1. Definitions
"Materials” means all our electronic products available via the Service;
"OPP" means OFP Limited;

"Purchaser’ means the company or individual who has contracted for the Service (wha may, or may not,
also be a Registered User);

"Registered User" means an individual who is registered with OPP as gualified to purchase all or some of
the psychometric instruments provided via the Service (and whose account has not been suspended);

"Service' means the OPPassessment service for the electrenic delivery, administration and scoring of

<

If you have any queries about the service, or the terms on which OPP offers it, please contact Client Support.

1f you accept the above Terms of Use of the OPPassessment service, click "Yes, I accept”.

Yes, Laccept || Mo, I da not accept
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¢ The first time you log in you will be required to change your password

e First, enter your current password (the one contained within the email),
then enter your new password in the second box and confirm it by typing
it again in the third box. Finally, save changes by clicking on the ‘Save’

button
opp Practitioner site .
assessment

|r Lgar datalis l‘| |' Cradits ‘| |r Prafarances ‘|
Preferences
Datmylt cits anguags English [ Europaan) b

Chang< your login password

OFF Client Support




O

unlocking potential

TR, I

¢ On the next screen you will be able to set your preferences and default
home page (currently set to Campaigh summary)

e To order a questionnaire, you need to hold your cursor over the
‘Campaign’ button and select ‘New campaign’ from the drop-down menu

opp Pra Ctltlo ne r Slte ben.armstrong@opp.eu.com (32630) | C:EFEI; it:r-b;;ssfj

assessment | English (European) +|

Home  MNon-campaign Campaign  Account Details  Help

Campaign summary
i New campaign
Campaign s(Eurempess

Order reports

This page lists all your EERStTENERTa of respondents at each stage of the process.

Archive

® ACTIVE cAMPAIGN I
Checkout

3] Show/hide the filter

o
: X ® & =
Campaign Name . Date Created EI =, = Select all
1]
0]

Miclkey Mouse 3/26/2008 1 1 0 0

Selection 6/23/2008 0 0 0 0

[¥] ARCHIVED CAMPAIGNS

Terms and conditions | Privacy policy | Trade marks | Accessibility Page_ID:PROOZ2

¢ On the next screen, you will need to enter a name for your new campaign;
a campaign reference number and description can also be added to aid
navigation later. Once you have done this, click the ‘Create’ button
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Home  Non-campaign Campaign Borpant Detads Help Logoust

Create new campaign
Thixz page =nablex you to ==t up new campaigns, =ither by copying an existing campaign or by creating one afresh.
Copy existing campaign

ou can copy an =xisting campaign {incleding respondent reconds) - this is particulary us=ful it you want to organise a s=parat= campaign for the same s=t of
rezpondents. To do this, s=lect 8 campaign from the drop-down list, click on the: "Copy™ button and follow the remaining instrections on this page.

| Micky Mouse ~

Lo |

Enter campaign details

Tarms and condithons: | Privacy palicy | Trade marks | Accessibility

* Once you have created a campaign, you can add respondents. Enter
respondent details such as nhame, email, the instrument you wish them to
complete, their chosen language and the format in which you wish them to
complete the questionnaire (Web/MS Word)

* Once the details are complete, click ‘Add’ and your respondent will be
added to your campaign. Repeat these steps for each respondent
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ben.armstrong@opp.eu.com (S2630) | OFF Ltd - General
assessment

| English (European) v‘
Home  MNon-campaign Campaign Account Details

Help

Campaign Name
= Edit details Edit email
Selection

Selection

This page allows you to manage campaign communications, maintain records and view the progress of respondents for this campaign. When you have added your
respondents, check the box next to their name(s) and click on the 'Send out gquestionnaires' button to initiate the campaign.

Although the completion of Factor B items on the 16FF questionnaire is optional, we strongly advise that if intending to generate the following reports, practitioners

should advise respondents that Factor B is mandatory: Interpretive Report, Practitioner Report (including Manager and Candidate Reports), Manager Report.
Factor B iz optional for the Profile Report and Competency Report. For more information, please contact OFP Client Support, T: +44 (0)845 603 9958;
clientsupport@opp.eu.com.

Add respondent

First name Last name Email
Instrument Language Format
16PF5 A |Eng|ish (European) | MSWord v

@

Existing respondents

®

= Port E
Show archived respondents Sgarlllig:eéi,(.‘,;:;':;a")
Swedish

Terms and conditions | Privacy policy | Trade marks | Accessibility

Page_ID:PROOT

* To order a questionnaire for your respondents, you must click the check
boxes to the right of each respondent’s record (as shown below)
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Home  Non-campaign Campaign Sooount Delails Help Logout

Edit details Edit =ma:

Selection

|ﬂ Fmepordert suzoessfUlly =dded tz zamzaign

Add respondent

=l name L==l nam=
[

Irestrumen Language i
16PF5 b |Enq|i3h (European’ i) M5Word W

%| Existing respondents

¥| Show hide the filter

MName = uSErname Instrument Status Language Format Select all
rA
Emma lenton elentl 16PF5 LEJ =r-GE MSWord m r
Total: 1 Total selected: O Display p=r page= 25 W
Sand ame || Peasward ramindar || — | Losk | Arctive || =and out questisansives

¥| Show archived respondents

Toms and conditions | Privacy palicy | Trade marics | Accessibility Fage_D :FROO?

* The final step is to click the ‘Order questionnaires’ button at the bottom of
the window. A green confirmation message will now appear stating
‘Questionnaires ordered successfully’
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Ordering reports

* Log in to OPPassessment at https://www.oppassessment.eu.com by
entering your username and password where prompted

* Unless you have altered your default settings, the first page you will see is
the Campaign summary screen

* You can select the report that you wish to order by holding your cursor over
the ‘Campaign’ button and selecting ‘Order reports’ from the drop-down
menu

opp Pra Ctltlo ne r Slte ben.armstrong@opp.eu.com (92630) | C:ZI;'ZI; T_:t:;C-t;;sSEj

assessment |Erlg|ish (European) v|

MNon-campaign Campaign  Account Details  Help
Order questionnaire

Order reports

Report history

Archive
Checkout hows the number of respondents at each stage of the process.

(%] ACTIVE CAMPAIGNS

[¥ show/ hide the filter

o
: X m & =
Campaign Name Date Created EI = HE= Select all
Daffy Duck 10/22/2008 1] 1] 1] 1] 1] o r
Micky Mouse 3/26/2008 1 1 0 0 0 0 r
Selection 6/23/2008 1 1 1] 1] 1] o r

[¥] ARCHIVED CAMPAIGNS

Terms and conditions | Privacy policy | Trade marks | Accessibility Page_ID:PROOZ2

¢ The names of the respondents who have completed questionnaires will then
be listed. Firstly, select the appropriate instrument and then report type, to
filter respondents
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Home  MNon-campaign Campaign  Account Details  Help

|Eng|ish (European) v

Campaign Name

Order reports Nm =

Use this page to order reports and/or archive selected respondent records.

Warning! It is now possible to order an MBTI Step I report from a completed Step II questionnaire.

If yvou want to order an METI Step I report from a Step II questionnaire, select METI Step I in the Instrument drop-down. This will display the names of all
respondents who have completed either the MBTI Step I and/or the MBTI Step II questicnnaires. Please then select the type of report reguired.

If yvou want to order an METI Step II report from a Step II questionnaire, select METI Step II in the Instrument drop-down. This will only display the names of
all respondents who have completed METI Step 11 questionnaires.

Instrument |_1.6PF5 ¥ Report | Career Development Report b

3] Show/hide the filter

ID -~ First name Last name Language Language Norm group

395048 Een Armstrong English (European) English (European) v GB Combined-Sex v/ I

Archive (0) || Add to basket and archive || Add to basket || Checkout (0) |

Terms and conditions | Privacy policy | Trade marks | Accessibility

Page_ID:PRO11

* Click the right-hand checkbox of each respondent for whom you wish to
purchase a report, and then click on the ‘Add to basket’ button (not the
‘Add to basket and archive’ button) at the bottom of the screen

* To proceed with the purchase, click on the ‘Checkout’ button’

opp P ra Ctltl O n e r Slte ben.armstrong@opp.eu.com (92630) | C:I;';' it:du-bgglfgfj
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|Eng|ish (European) v|

Home  Mon-campaign Campaign Account Details  Help

Checkout basket

Please review and confirm your order.

1D Product code First name . Last name

Instrument Language Report Price Remove
395048 OP0101 Ben Armstrong 16PF5 English (European)  16PFS Career Development Report, reprint £0.00 lz‘
Total (excluding tax) £0.00

Purchase order number: |

Buy

Terms and conditions | Privacy policy | Trade marks | Accessibility

Page_ID:PRO12
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If you wish to enter a purchase order number for ease of reference, add one
in the appropriate field. Otherwise you can leave this field blank. To finalise
the purchase click ‘Buy’

To cancel this order, click on the red button in the ‘Remove’ column on the
right-hand side of the screen. This will remove your selected report from
the checkout basket

After clicking ‘Buy’ a green status bar should appear informing you that the
order has been placed successfully and your report/s will be emailed to you
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Ordering non-campaign questionnaires and reports

If you wish to use the non-campaign facility for distributing questionnaires, the
process is slightly different

Instead of selecting the ‘Campaign’ button you need to hold your cursor over the
‘Non-campaign’ button in the menu bar at the top of the screen

To order questionnaires click ‘Order questionnaire’ from the drop down menu

opp P ra Ctltl O n e r Slte ben.armstrong@opp.eu.com (92630) | C:I;';' it:;C-bgglfgfj
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Non-campaign  Campaign  Account Details  Help
Order guestionnaire

Order reports

Report history
Archive

Checkout hows the number of respondents at each stage of the process.

[¥] ACTIVE CAMPAIGNS

[¥] ARCHIVED CAMPAIGNS

Terms and conditions | Privacy policy | Trade marks | Accessibility Page_ID:PROOZ2

The next screen that you will be presented with is the Order Questionnaires
screen. From this you can select which instrument you would like to order a
questionnaire on. The screen allows you to select the primary language of the
candidate (the language in which the questionnaire is to be completed). Please
note that the screen only displays instruments that you are qualified to administer

10
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Practitioner site

opp

assessment

Logout

Order questionnaires

The questionnaires you are registered to order are listed b
on the button at the bottom of the page to order them.

¢ (MS Word format only), grouped by instrument. Select the ones you require, and then click

Although the completion of Factor B items on the 16PF questionnaire is optional, we strongly advise that if intending to generate the following reports,
practitioners should advise respondents that Factor B is mandatory: Interpretive Report, Practitioner Report (including Manager and Candidate Reports),
Manager Report. Factor B is optional for the Profile Report and Competency Report. For more information, please contact OPP Client Support, T: +44 (0)B45
603 9958; clientsupport@opp.eu.com.

C ~ b
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Once you have completed the instrument and language options you will find the
‘Order’ button at the bottom of the screen

The next step is to add the questionnaire to your basket and to check out on the
following screen

opp praCtItloner Slte ben.armstrong@opp.eu. :cm(92630}i:I!Pi:L;::;cfzt;ire::'ZIDS

assessment [ English (European)  +|

Home Mon-campaign Campaign Account Details Help

Logout
Campaign Name
O d t ! None V!
Usethis page to orderreports and/orarchive selected respondentrecords.
Warning! Itis nowpossible to order an METI Step I report from 2 completed Step I questionnaire.
* Ifyouwantts orderan MBTI Step I reportfrom a Step Il questionnaire, select METI Step I in the Instrument drop-down, This will displaythe names of all
rezpondents who have completed eitherthe MBTI Step I and/orthe METI Step II questionnaires. Please then select the type of report required.
* Ifyouwantto orderan MBTI Step II report frem a Step II questionnaire, select METI Step II in the Instrument drop-down. This will enly display the names of
all respondents who have completed MBTI Step II questicnnaires.
|a Selected respondentrecords added to basketsuccessfully
Instrument | 16PF5 (¥ | Management Potential Report v|
|¥] Show/ hide the filter
ID - First name Last name Language Language Norm group
395048  Ben Armstrong English (European) | English (European) | | GB Combined-Sex V| o
Archive (0} | | Add to basket and archive || Add to basket Checkout (1}

Terms and conditions | Privacy policy | Trade marks | Accessibility Page_IC:PRO11

You now need to wait for the questionnaire to be sent to your email address.

Please note that only the email address that is registered as your OPPassessment
log in can receive this initial e-mail

Once you have received the email you can then send the questionnaire out to the
candidate for them to complete

The candidate will need to be told that the questionnaire must be sent back to the
email address contained on the last page of the questionnaire,
assessment@assessment.opp.co.uk

12
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Once the questionnaire has been completed and submitted you will be sent a
confirmation email. You are now able to order reports

The following guestionnaire has been submitted successiully:

e Date of submission: 070272008
o Time of submission: 111946
o Qllestionnaire details: 274626 MBTI Step | en-GE

Thanlk you.
(TTHS)

To order reports you must return to the 'Non-campaign’ button on the drop down
menu

opp praCtItloner Slte benarmstrong @opp.eu :cm(92630)|i:!P:;?L;::;f;t;irezrglos

|

assessment | English (European)

MNon-campaign Campaign Account Details Help
Order questionnaire

Orderreports
Report history

Archive

E Checkout ws the number of respondents at each stage of the process.
¥/ ACTIVE CAMPAIGNS

¥/ ARCHIVED CAMPAIGNS

Terms and conditions | Privacy policy | Trade marks | Accessibility Page_ID:PRODZ

Click on the '‘Order reports’ button to be taken to the Order Reports screen

13
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opp praCtItloner Slte ben.armstrong@opp.eu.com (32630) | OPP Ltd fzt;irj'glos
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Home Non-campaign Campaign AccountDetails Help

| English (European) v|

Logout
Campaign Name
O d t | None V|
Use this page to order reports and/or archive selected respondent records.
Warning! Itiz nowpossible to orderan METI Step Ireportfrom a completed Step 11 questionnaire.
® Ifyouwanttoorderan MBTI Step I report from a Step II questionnaire, select MBTI Step Iinthe Instrument drop-down. This will display the names of all
respondents who have completed eitherthe METI Step I and/orthe METI Step II questicnnaires. Please then selectthe type of repert required.
* Ifyouwantto orderan METI Step II report from a Step II questionnaire, select METI Step ITin the Instrument drop-down. This vill only display the names of
all rezpondents whe have complated METI Step I questionnaires.
Instrument m Career Development Report v|
Career Development Report ‘
= Z 3 Interpretive Report
iShaw /hide the fiter Management Potential Report
g rt
. Profile and Manager Feedback Report
ID - First name Last Prable Reao |age Norm group
355048 Ben Armstrong English (European) |Eng|i5|| (European) ¥ GB Combined-Sex ¥ | r
Archive (0} || Add to basket and archive || Add to basket Checkout (1} |

‘erms and conditions | Privacy policy | Trade marks | Accessibility

Page ID:PRO11

Here you can select which report you would like to order, the candidate/s you
want to order report/s for, and the language you would like to view the report in

opp praCtItloner Slte ben.armstrong @opp.eu :crn(92630)|:I!Piitd-zt;ir:l"gloa
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Home Non-campaign Campaign AccountDetails Help

| English (European) v|

Logout
Checkout basket
Flease reviewand confirm your order.

iD Product code First name

- Last name Instrument Lanmguage Report Price Remove
335048 OP0104 Ben Armstrong 16PFS English (European) 16PFS Management Potential Report £0.00 IE
Total (excluding tax) £0.00

Furchase arder numben |

(oo |

Terms and conditions | Privacy policy | Trade marks | Accessibility

Page ID:PRO1Z
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To do this, use the drop down menus to select the options you want to proceed
with and tick the box on the right hand side of the screen to select the
candidate/s. To proceed with the order click ‘Add to basket’ and then click
‘Checkout’

Once the order has been placed a green confirmation box will appear on the
screen and after a short delay the corresponding report will arrive at your
OPPassessment registered email address

Subjeck: Vour OPPassessment Repart (Barry Bob - MBTI Step I MBTI Step I Interpretive Repork For Organisations en-GE)
Attachments: S garry Bob METI Step I Interpretive Report For Organisations en-GB 274627 20080207, pdf (176 KB)

Dear Ben Armstrong,
Thank you for ordering your report from OPPassessment.

Report details:

Respondent name: Barry Bob

Instrument name: MBTI Step |

Report name and language: MBT! Step | Interpretive Report for Organisations en-GB
Purchase order number: Mone

QPP order reference: 97501

Please note that the email address of the practitioner is encoded into the
guestionnaire, therefore all OPPassessment notifications will go to the email
address you used to log in with

For further assistance with OPPassessment, please contact the Client Support team
on 0845 603 9958.
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