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Accessing Results

This guide explains how to find completed assessments, view candidate scores and
reports, and download, print or merge assessmentreports.

Step 1: Open Completed Assessments

Click Results > Completed Assessments.
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Figure 1: Results menu
Step 2: Filteryour search

If required, filter your search and click Search. You can filter your search:

e Bydate: Change the daterange. By default, itis set to the last 3months.
e Byname: Enterthe candidate's surnamein the Search field.
e Bygroup: Select your group from the Group drop-down menu.

Completed Assessments

Date Range

Search: Filter By: ‘ 17/07/2026 ‘ Group
‘ ‘ Active Archived And ‘ None ‘
| 1511012026 \

Figure 2: Completed Assessments search filters
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Step 3: Review your searchresults

Your searchresults will be displayed as shown in the example below.
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Figure 3: Search results

e \View Scores allows youtoview the candidate's raw test scores.

e ViewReportallows youto access the assessment report and add optional reports.

e Merge Selected Results allows you to combine all selected reportsinto a single PDF file.

You can change the display order by clicking the table column headings to sort your search

results by:

e Candidate name, by clicking “Name”

e Name of the person who assigned the assessment, by clicking “Assigned By”

e Date, by clicking “Time Completed”
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Step 4: Open the assessment report

Toview the assessment report in PDF format, click View Report. The report selection page
will appear.
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Merge Selected Reports

Additional reports are available for this assessment
NOTE: To purchase reports, click on the report name in the drop down list. You will be guided back to this screen after purchase.

Add Report
Select a Report M

Figure 4: Report selection page

e ViewReportallows youto openthereport asaPDFinanew browser tab.
» Merge Selected Reports allows you to combine all selected reportsinto a single PDF file.

e AddReport allows you to add optional reports once the assessment has been
completed.
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Step 5: View, download or print the report

Yourreport willopeninyourweb browser. The report may take afew moments to load.

Loading report...

The report you requested is currently being generated. If merging reports, please be patient as this may take a few minutes
Depending on the format of the report you have chosen, the report may appear in a separate window leaving this loading window
open. If the report window does not close automatically, click the link below.

Close Window

Figure 5: Report loading

Once thereportis displayed, you can download it to your computerand/or printit.

Important: The assessment reportisintended for certified users only. Specific reports
designed to be provided to candidates are available for purchase.
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