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Introduction 
Thank you for choosing our on-line Assessment System. This user manual describes the basic Customer 

Administrator functionality of the Integrity Online Assessment System. In it you will find descriptions 

of the functionality offered as well as step-by-step usage instructions. 

 

The Integrity Online Assessment System is a browser based online assessment management system.  

You can access the system using any modern web browser. We recommend Mozilla Firefox or Google 

Chrome for the best user experience.  Both these browsers may be downloaded for free. 

How to use this manual 

If you are new to the system, the section on 'Getting Started' is a good place to begin.   

Consult the table of contents if you would like to know how to perform a specific task. 

If you are unable to find the information that you require or need additional assistance, please 

contact us directly at support@integtests.com. 

 

 

 

 

 

  

https://www.mozilla.org/firefox
http://www.google.com/chrome
http://www.google.com/chrome
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Getting Started 
You have most likely already received a registration request e-mail. If you have not completed your 

user registration yet, please do so now by following the instructions below:  

 

Open the registration request email, titled 'Integrity Online Assessments – Registration', (shown 

above) and click on the link therein, or copy the entire link into your browser's address bar.  The page 

below will be displayed. 

Follow the on-screen instructions and supply the required information in the spaces provided. 

Select a username and password to use when accessing the system in future.  
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Enter your password a second time in the 'Confirm New Password' box.  Supply your email address and 

press 'Register User Account' to create your user account and start using the system.   

You will receive an email titled 'Integrity Online Assessments - User Credentials' as shown below, 

which contains your username. You may want to keep this email for future reference as you will use 

these user credentials whenever you access the online assessment system.  

 

Keep your password in a safe place and do not share it with anyone! 
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Accessing the Online Assessment System 
Opening your preferred web browser and navigating to www.integtests.com  will display the 

welcome page below in your browser window. 

 

Clicking on 'Log In' in the top right corner of the screen will take you to the Login Screen shown 

below.  You may want to bookmark this page for future use.  

 

http://www.integtests.com/


   

 

 Integrity Online Assessments 
Customer Administrator User Guide 

  8  

 

 

1. Enter your username and password in the text boxes provided (shown above). Please note     

             that both the username and password are case sensitive.                 

 Your username was sent to you in an email titled 'Integrity Online Assessments - User 

Credentials' when you completed the registration process.  

2.          Press the 'Log In' button to log in. 

 Please note: If you have forgotten your password, you can reset it by clicking on 'Forgot Your 

Password?' and following the on-screen instructions. When prompted to do so, enter your 

Username, and select “Next.” An email titled “Integrity Online Assessments - Password 

Recovery” containing a temporary password, which is valid for 24 hours, will be email to you.  

Follow the instructions in this email to access the system.  You will be required to select a new 

password once logged in. 
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Terms and Conditions 
When you log in for the first time you will be asked to read and accept our Terms and Conditions shown 

below.   

Please read these terms and conditions carefully.  Check the 'Accept Terms and Conditions' box to 

indicate that you have read and agree with our Terms and Conditions, or check the 'Not Now, Remind 

me later' box to do so later. In either case the 'Continue' button will be displayed. 

 

Click on the 'Continue' button to start using the system. 

Should you wish to accept the Terms and Conditions at a later stage, you will be allowed to log in and 

use the system five times before this becomes mandatory. 
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Company Information 
Once you have accepted the terms and conditions you will find yourself on the ‘Assessment Projects 

Page’ shown below.  This page displays the assessment projects for your company 

Navigate to the Company Information page to View or Update your company information  by 

selecting  'Company’ from the ‘Company Information’ menu. You may make the required changes 

and then click on 'Save' as shown below. 

 

Test usage and availability appears on the right-hand side of the page.  Here you will be able to see all 

assessment instruments that are available to you for example IP200, IMI, COPAS etc. For each 

assessment instrument the number of tests completed during the current billing period is displayed. 

Billing 

Our customers are invoiced monthly for assessment reports accessed during the billing cycle, which 

runs from the 26th of a particular month to the 25th of the following month.  The results for an 

assessment may be accessed any number of times, a billing event will only be triggered the first time 

a result is accessed. 
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Navigating and Basic Operation 
You may navigate through the system by using the navigation menu shown below.  The navigation 

menu is always found in the top section of your page. 

 

Hovering the mouse cursor over a menu option will display a sub-menu. Clicking on a sub-menu item 

will take you to the relevant page. 

Using your browser's back button will take you back to the previous page. 

Viewing Item Detail 

Whenever a list of items appears on the screen, as shown above, clicking on an individual item will 

show a detailed view of the particular item such as the one shown below.   

 
Clicking on the Back to List in the top right corner will take you back to the list of items. 
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Searching and Filtering 

 

The searching and filtering panel, shown above, appears at the top of certain pages. 

Filtering options appear on the left.  For example: Selecting a cost center from the drop down will show 

only candidates or projects in that particular cost center.  The search panel appears on the right.  You 

may search for a particular Candidate/s or User/s by selecting the search criteria from the 'Find' list 

and entering a search term in the 'Containing' box, and then clicking on or pressing 'Enter' to find 

matching individuals.   

The search will return all entries that contain the specified search term, so you could search for 

something very specific, such as a particular ID number, which would return a single candidate, or you 

could search for something more general, such as all individuals that have the letters 'Str' in their last 

name, which would potentially return more than one candidate or user.  

You can show or hide the 'Search and Filtering' Panel by clicking on 'Show' or 'Hide' in the top right of 

the panel.    

Entering Information 

When entering information on a screen you will notice the following:  

Mandatory information appears highlighted in blue as shown below, this information is required and 

may not be omitted.  

Optional information, as seen below, is shown with a white background, this information you may 

choose to fill in, but it is not required, and therefor may be omitted.  

 

When updating or entering information you may choose to either save your changes by clicking on 

'Save' or discard the changes by clicking on 'Cancel'.  Hovering the cursor over an element on the screen 

will display a tool tip explaining the purpose of the element. 
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Managing Your User Profile 

The User Profile Page allows you to View and Update your personal and user account information. 

Viewing Your User Personal Information 

Selecting the 'My User Profile' option from the 'User Profile' menu as shown above will take you to 

the User Profile Page shown below. 

 

Updating Your Personal Information 

Click on the 'Update Details' button to display the screen below and update the required 

information. Click 'Save' to keep your changes. If you do not wish to keep the changes that you have 

made, you may click on 'Cancel' to discard changes. 
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Updating Your Account Information 

Changing your password 

From the User Information screen shown on the previous page you can click on the Change Password  

link to select a new password. Clicking on the Change Password  link displays the screen below. 

 

Enter your current password in the space provided.  Now enter your new password in the 'New 

Password' box and type it a second time in the 'Confirm New Password' box. 

Press 'Change Password' to change your password or 'Cancel'  to revert back to your old password. 

Enter your Password in the space provided.  
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Managing Users 
There are four types of users that make use of the Online Assessment System namely Customer 

Administrators, Assessment Managers, Report Viewers and Candidates. 

 

Selecting the 'Manage Customer Administrators', 'Manage Assessment Managers', 'Manage Report 

Viewers' or 'Manage Candidates' tab from the 'Users' menu, shown above, will take you to the Users 

Page shown below.  Each of these menu options presents a different selection of system users as 

indicated by the user type selected. In the example below we have shown the list of candidates. 

 

This page allows you to manage all types of users.  Here you may Add new users, View or Change 

existing users and under certain conditions Delete users that are no longer required. 

Please note: Discretion should be used when setting up new users on the system.  Thought should be 

given to the nature of information that a user will have access to and the functions that a particular 

person will need to perform.  A good rule of thumb is to allow a user the minimum access required to 

perform their role successfully.  

Please contact support@integtests.com  if you would like more information regarding this. 

  

mailto:support@integtests.com
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User Types  

Customer Administrator 

A customer administrator is able to set up and manage all user types.  Customer administrators may 

perform all functions and have access to all data for the particular company, they are not restricted 

by cost centers.   

Assessment Managers 

Assessment managers can perform all the administrative tasks that a customer administrator can 

perform but are not authorized to view any assessment reports. If cost centers are used, the cost 

center/s to which an assessment manager has access will be specified when the assessment manager 

is added to the system. These users will be able to create and manage assessment projects and quick 

assessments and perform all related tasks within the cost center/s that have been assigned to them. 

Report Viewers 

Report viewers, as the name suggests, can only view projects, limited candidate information and view 

or download assessment reports and summary reports. They cannot perform any of the administrative 

tasks that customer administrators and assessment managers can perform.  If cost centers are used, 

the cost center/s to which a report viewer has access will be specified when the report viewer is added 

to the system. These users will be able to view projects, limited candidate information and view or 

download reports within the Cost Center/s that have been assigned to them. 

Candidates 

These users will be able to complete assessments and update their own user information. If cost 

centers are used the cost center to which a candidate belongs can be specified when the candidate is 

added to the system. If a candidate is assessed as part of a project, the project cost center will be 

applied to the candidate.  Invoices will indicate the cost center to which a candidate belongs as part of 

the line item/s for any assessment performed by the candidate. 
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General User Functions 
Some of the functionality in this section applies to all the user types and is described first.  This general 

section is followed by sections highlighting more specific functionality applicable to Candidates. 

Viewing User Information 

When a list of users is presented, as previously shown, clicking on a particular user will display the 

User Detail Screen, below.  

  

In the user detail view we can see the Contact information, Physical Address and Account Information 

for a particular user.  If the user is a Candidate, Assessment Information will also be shown, including 

the Assessment Status and Date. 

Where the Candidate has been assessed more than once with a particular instrument, the most recent 

assessment of a particular type will appear at the top of the list. 

The Test Status will be 'Preparing' for assessments which a part of a projects that has not been 

activated,  'Scheduled' if the Candidate has not started their assessment, 'Active' if the candidate has 

started the assessment, but has not completed it yet, or 'Completed'. For Completed tests the 'Report' 

button will also be visible. 

The ‘Project’ button next to an assessment indicates that the assessment was completed as part of a 

project and will take you to the specific project. 

Changing User Information:  

Click on 'Change' to make changes to the contact or address information for an existing user. 
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Update the required information and click 'Save' to keep your changes or 'Cancel' to discard them. 

Deleting a User 

Click on 'Delete' to remove a user that is no longer required.  You will however not be able to delete a 

user that has performed any significant action on the system as a record of user actions is maintained 

for auditing purposes.   It is, for example, not possible to delete a candidate once their assessment has 

commenced or an administrator linked to a project or who has set up any assessments or accessed any 

reports.  Use caution when deleting a user as this action cannot be reversed. 

Adding a new User 

Using the procedure below you may add new administrative users to the system.   Please see the 

sections on 'Quick Assessments', 'Importing Candidates' and 'Adding Candidates to a Project' for 

information on adding candidates to the system. 

Clicking on the 'New' button for the particular user type displays the User Detail Screen below, in this 

case we are adding a Customer Administrator. 

 

Fill in the required information, highlighted in blue, and any additional information that you would like 
to specify and click on 'Save' to add a user to the system. Alternately you may click on 'Cancel' to 
discard the new user. 

You will now see the new user in the list of users on the Users Page. When you save the new user a 

registration request email is sent to the email address that you filled in above.  The user then follows 

the procedure as described in the 'Getting Started' section to register and gain access to the system.   
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Working with Cost Centers 
When adding assessment managers and report viewers in situations where cost centers are used, the 

cost center/s that the assessment manager or report viewer will have access to must be indicated by 

ticking the boxes for the relevant cost centers, see below. 

 

Re-sending a Registration Request 

It may happen that a user has trouble locating their registration request e-mail or that the e-mail 

address provided originally was incorrect.  In either of these cases you may want to resend the 

registration request email.  In the case of an incorrect email address, first follow the procedure detailed 

in 'Changing User Information' to enter the correct email address.  To re-send the registration request 

simply click on the relevant user on the Users screen to display the user information as shown below.  

In this case it is an Assessment Manager. 

Click 'Send Registration Email' shown above to re-send the registration request email. 

Assessment Candidate Functions 
The functions that follow are only applicable to assessment Candidates.   
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Sending/Re-sending and Viewing Links or User Credentials 

To send or re-send the System User Credentials whether it be a Link or System Generated User 

Credentials simply click on the relevant candidate in the list of Candidates to display the user 

information.   Click 'Send / View Link or Credentials' as shown below to re-send the System Generated 

User credentials to the administrator, candidate or other person.  

 

 

When setting up a quick assessment, importing or adding a candidate/s to a project, or re-sending 

credentials, the administrator will be presented with the options below: 

The administrator may choose to send an email with either a link, or user credentials by clicking on the 

desired option. The e-mail with user credentials sent to the administrator (self), is selected by default. 

Next choose to whom the link/credentials will be sent. This is done by ticking any, or all of the boxes 

shown above with the following effect: 

• Self: Sends the link/ credentials to the administrator's own mailbox. 

• Candidate: Sends the link/ credentials to the candidate's mailbox. 

• Other: Allows the administrator to enter an email address other than their own, or the 

candidates to send the link/ credentials to. 

These selections are presented in all scenarios where user credentials are sent or re-sent.  
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To view the Link / Credentials, select the particular candidate from the list of candidates and click 

'Send / View Link or Credentials' in the Candidate Detail screen shown below This is useful in cases 

where email is not accessible or there are time constraints and waiting for the email containing the 

link or credentials is not ideal. 

 Select ‘Link’ or ‘Credentials Email’ and click the ‘View Link/Credentials’, shown below. The credentials 

or link will be shown on screen and can be copied for use. 

In the example below the credentials are presented. 

If making use of the user credentials, the candidate may use the following link and enter their 

credentials to complete their assessment/s : 

https://www.assessments.integtests.com/Account/Login.aspx 

 
When making use of the unique assessment link for a candidate, as shown in the next example, it can 

be copied as shown on screen and pasted into the browser bar to gain access to the candidate's 

assessments.  Please ensure that the entire link is copied as an incomplete link will not give access to 

the system. 

The assessment link is unique to the particular candidate and should not be shared with anyone else. 

https://www.assessments.integtests.com/Account/Login.aspx
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Reactivating a Suspended Assessment 

A candidate should ideally complete an assessment in a single uninterrupted session.  It may however 

happen that an assessment session is interrupted due to a power or internet outage, or other 

unforeseen circumstance. If the number of interruptions or the duration of an interruption exceeds 

the allowed limit an assessment is suspended.  The Customer Administrator may send a reactivation 

code to a candidate by selecting the candidate from the list of candidates and clicking the 'Reactivation 

Code' button next to the suspended assessment, shown below.   

 

The email address to which the reactivation code should be sent is entered in the space provided and 
'OK' clicked to send the reactivation code.  

 

A confirmation message which contains the reactivation code, as shown below, is displayed. 

 

An email which contains the reactivation code and instructions to reactivate the assessment is sent to 

the chosen email address.  The candidate may then enter this reactivation code when prompted to do 

so, to continue with the assessment. 

Please note that the administrator is only able to reactivate an assessment once.  Please contact us at 

support@integtests.com if an assessment requires a second reactivation.  
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Deleting a Scheduled Assessment 

A scheduled assessment may be deleted by selecting the candidate and clicking on the delete button 

beside the assessment, see below.  

 

Only assessments which have not been started may be deleted.  

Adding assessments for an existing Candidate 

Additional assessments may be scheduled for an existing candidate.  Select the candidate from the list 

to view the candidate information and click the 'Add Assessments' button found at the top of the 

Assessments panel, see below.  

 

Now select the assessments to add by ticking the appropriate boxes.  

If cost centers are used, select the Cost Center to which the test should belong.  Now click 'Add' to 

add the chosen assessments to the candidate's profile.   
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Assessments 
As an administrator you will be able to set up and track candidate assessments and, on completion of 

the assessments, have access to assessment reports. 

There are two ways to manage your assessments.  You may choose to Schedule a Quick Assessment 

or set up an Assessment Project.  Quick assessments are ideal if you are assessing an individual or a 

small group of candidates.  Assessment Projects are more suited to larger groups of candidates and 

offer some additional reporting and management options. 

Quick Assessment 

 

Selecting the 'Quick Assessment' tab from the 'Assessments' menu as shown above will take you to 

the Quick Assessment Setup Page shown below.  

 

• To set up a Quick Assessment the first step, for companies making use of the cost centers, is to 

select the relevant cost center for the assessment from the Cost Centers drop down list. 

• The next step is selecting the method by which User Credentials are produced and distributed.  

You may choose to send an email with either a link/links or user credentials by clicking on the 

desired option. You will see that the email with user credentials sent to the administrator (self), 

is selected by default. 
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• You will then choose to whom the link/email will be sent. This is done by ticking any, or all of 

the boxes shown above with the following effect: 

◦  Self: Sends the link/email to the administrator's own mailbox. 

◦  Candidate: Sends the link/email to the candidate's mailbox. 

◦  Other: Allows the administrator to enter an email address other than their own, or the 

candidates to send the link/email to. 

• Next select the tests to include in the test battery by ticking the box next to the appropriate 

test/s. 

• Enter the candidate’s contact information, any additional information and physical address as 

required. The Candidate first name and last name fields are mandatory as indicated by the blue 

background.  We recommend that you fill in at least the ID number and email address fields as 

these are very helpful when searching for a candidate and verifying assessment history.  If 

credentials will be sent directly to the candidate, the email field is also required. The rest of the 

information is not compulsory but may be used in certain assessment reports. Click 'Save' to 

create your Quick Assessment.  The screen below is displayed. 

 

 

Please note:  It is advisable to add assessments@integtests.com to your email whitelist, and to the 

white lists of any companies to whom you regularly send links or credentials from the Online 

Assessment System, in order to ensure that emails from the system are not blocked by your company 

network.  Your IT department should be able to assist you with this. If you have clients to whom you 

send credentials frequently it is advisable to ask them to do the same. 

  

mailto:assessments@integtests.com
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Individual Assessment Progress and Reporting 

 

To track Quick Assessment progress and view individual assessment reports you may navigate to the 

Candidates page by selecting the 'View Candidate Assessments' tab from the Assessments menu, or 

the ‘Manage Candidates’ option from the Users menu. 

 

The Candidate List shows the most recently added candidates at the top of the list by default. You may 

choose the order in which Candidates appear by selecting your preference in the ‘Order By’ drop-down 

menu, seen above.  

Selecting 'Assessment Completed Date' will show the Candidate with the most recently 

completed assessment at the top of the list and order the candidates by the date of their most 

recent assessment, so that the newly completed assessments will appear first.   

Selecting 'Assessment Scheduled Date' will show the most recently scheduled assessment at 

the top of the list and order Candidates by the date on which their assessments were scheduled 

with more recently scheduled assessments appearing first. 

The Cost Center drop-down list is used to filter the candidates shown by Cost Center.  If 'All Cost 

Centers' is selected, all candidates for the company are shown and all assessments for a candidate will 

be visible.  If a particular cost center is selected, only candidates with assessments in that cost center 

will be shown. If a candidate has assessments in multiple cost centers only those in the selected cost 

center will be shown. 
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Assessment progress and the Cost Centers are shown in the 'Assessments | Cost Center' column.  Click 

on the page numbers shown in the bottom right corner of the list to go to a specific page of the list or 

use the search box at the top of the page to search for a complete or partial first name, last name or id 

number.   

Select the candidate by clicking on the row in the list for the required candidate. Personal Information 

and Assessment information for the candidate will be displayed as shown below.   

 

Test Reports may also be viewed by navigating to the 'View Candidate Assessments' tab. Selecting the 

candidate from the list of candidates will show all assessments for the candidate.  

In either of these places, you may click 'Select Reports' to download reports for a selection of 

assessments performed by a Candidate in either a single pdf document or as separate pdf documents 

contained in a zip file.  Next tick the boxes next to the assessments for which you would like to 

download reports, as shown below, and click ‘Get Reports’ to go to the report selection screen. 
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Next select the report type/s for each instrument as shown below, and click on ‘NEXT’ until all report 

selections are made. 

 

Once all the report selections are made select the download format, either single pdf or zip file and 

click ‘Download’ to save the reports to your device.   
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Alternately you can view or download the report for a particular assessment by clicking on the 
'Report' button for the assessment in question, and then selecting the report type/s to view as 
shown below: 

 

Once the report type selections are made clicking on ‘View Report’ will display the test report in your 

browser’s PDF Viewer which will be similar to the example below.   

 

PDF viewers differ slightly from one browser to another, but the same basic functionality will exist. 

The action buttons may be located to the side, top or bottom of the page. The example above was 

generated using Chrome. Using the scroll bar and built-in navigation will allow you to browse through 

the report.  In the top right-hand corner, you will see the print and download icons which may be 

used to save the report to your device or print a hard copy. 

Please contact support@integtests.com for assistance with your preferred browser's pdf viewer.  

mailto:support@integtests.com
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Reporting for Selected Candidates 

 

PDF and excel Combined Summarized Reports for selected candidates can be produced by navigating 

to the list of all Candidates by selecting ‘View Candidate Assessments’ from the Assessments menu as 

shown above, or to a list of Candidates for a particular Candidate Group by Selecting the Candidate 

Group and clicking ‘Candidates’, or for a particular Project by clicking ‘View Assessments’ for the 

project, on the Project detail screen shown below. 

 

 
In all of these cases a list of candidates, such as the one below will be shown. 
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Click on ‘Download Selected Reports’ and check tick boxes for the required candidates, see below. It 

is possible to page through the list and make selections, or search the list for specific candidates. 

 

Once all the required candidates have been ticked clicking on ‘PDF Reports’ to get individual PDF 

reports for these candidates in a single pdf or bundled in zip file. Please see Individual Assessment 

Progress and Reporting for information on selecting report types and download options. 

 
Alternately you can click on ‘Combined Summary Report’ to download all the assessment results for 

the candidates together in an Excel spreadsheet.   

 
If the list of candidates selected from was accessed from the Projects page only assessments included 

in the selected project will be included in the results for the selected candidates. 
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Assessment Projects 
An Assessment Project allows you to define and manage the test setup for a particular group of test 

candidates, for example which test instruments will be used for the and the time frame within which 

the assessments should be completed.  It also provides some group reporting options. 

The Assessment Project Life Cycle consists of the following phases: 

• Preparing Phase:  In the Preparing Phase the administrator specifies the test conditions and 

captures the information for candidates to be assessed.  During this time, all assessments 

have a status of 'Preparing' and candidates are not able to complete their assessments yet.  

Once the project details are finalized the project is 'Activated'. 

• Active Phase: During the Active Phase of the project life cycle candidate assessments are 

shown as 'Scheduled'.  When a candidate begins a particular assessment the status changes to 

'Active'.  Once a candidate completes an assessment the status changes to 'Completed' and 

the assessment results are immediately available. As each candidate completes the required 

assessments the administrator is notified by email. Once the administrator is satisfied that the 

necessary candidates have completed their assessments the project may be 'Completed'. 

• Completed Phase:  When a project has been completed assessments for the project do not 

continue. Any assessments that were scheduled but not completed are marked as 

'Incomplete'.   

Assessment projects can be used either for a project with a specified end date when the project is 

completed or a project could be ongoing, where new candidate groups or individual candidates 

are added over time and the project is not ‘Completed’ but left in an active status indefinitely.   
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Setting up an Assessment Project 

 

Selecting the 'Assessment Projects' option from the 'Assessments' menu as shown above will take 

you to the Assessment Projects page which displays a list of your Assessment Projects.  If you have 

not set up any projects yet the project list will be empty. 

Creating the Assessment Project 

Clicking on 'New Project' displays the screen below. 

 

If Cost Centers are used you will be prompted to select a cost center before proceeding. 

Fill in the name and optional description for this project.  

The Company name which should appear on any assessment reports may be specified in the 'Company' 

box, if no name is specified, the company name associated with the current profile will appear on the 

reports. 

You will see your own name in the Report Recipient field; this means you will receive notifications as 

the project progresses.  Alternately you may select any other Administrator or Report Viewer as the 
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report recipient. 

Select a Start and End Date for your project. This date range represents the time allowed for candidates 

to complete all their assessments and is used in notifications that are sent to yourself, the report 

recipient throughout the project life cycle.   

Please note that reaching the end date will not prevent your candidates from completing their 

assessments. 

Next, tick the boxes next to the tests which you would like to include in the test battery and make any 

Instrument specific selections. 

Once you have filled in all the relevant information you may click 'Save' to create the project or 'Cancel' 

to cancel. If you 'Save' the project a confirmation is displayed, and your newly created project will now 

appear in the list of assessment projects as shown below. 

You will notice that the status of the project is reflected as 'Preparing' this means that you are still in 

the process of setting the project up. Once the setup process is complete you will Activate the 

project to begin with assessments, but first, we need to add some candidates. 

Adding Candidates to the Project 

Click on your newly created Assessment Project to display the project detail as shown below. 
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Candidate Groups 

Candidate groups provide a mechanism to further divide the candidates within an assessment project 

into smaller logical groups, which are easier to manage during the assessment process.  Candidate 

Groups are also a handy way to group candidates logically where reporting on sub-groups within a 

project is required. 

The right part of the Assessment Project Detail Panel shows information regarding the candidates for 

this Project.  If you have not specified any Candidates yet you will notice that there are no candidates 

listed under 'Candidates Included in Group'.  To add candidates, we begin by setting up a Candidate 

Group.  

When an Assessment Project is created a Default Candidate Group (shown above) is automatically 

created. You can of course still create additional candidate groups if needed (see creating your own 

Candidate Group below) or rename the default group. 

Creating your own Candidate Group 

To add a new Candidate Group, click 'Add Group' and type in a group name and click ‘Save’. Your 

newly created Candidate Group will now appear in the list of candidate groups. 
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Adding Candidates to your Candidate Group 

Select a candidate group from the list of candidate groups for your project. If you did not create your 

own group, select the ‘Default Test Candidate Group’.  

 Clicking on the 'Candidates' button will take you to the Candidates page shown below.  Here you can 

add, remove, and change Candidates who belong to this group individually or click on Import 

Candidates to perform a bulk upload.  As we have not added any candidates yet, the list is empty. 

Capturing a new Candidate 

To capture a new candidate, click on 'New Candidate' to display the Candidate Detail Panel shown 

below. 

 

Please see the section on setting up a Quick Assessments for information on entering Candidate 

Information and selecting assessment access options. 

Click on ‘Save’ once candidate information is entered. Confirmation is displayed and your newly 

created candidate will now appear in the list of candidates for the project as shown below. 
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Adding existing Candidates to a Project 

It is also possible to add an existing Candidate, that is a candidate who is already on the system, to an 

Assessment Project.  To do this you on the ‘Candidates Not In Project' button which will present you 

with a list of existing candidates from which to select.  

 

 

Select the candidate in question and click on 'Add to Candidate Group' found at the top of the 

Candidate Detail Panel as shown below. 

 

Once added to the project, the candidate will appear in the cost center associated with the project.  

If you navigate back to the Assessment Project Panel and select your newly created project.  You will 

notice that the newly added candidate is now shown in the list of candidates on the right. 

 
Importing Candidates 

When working with larger groups of candidates you may want to make use of the bulk candidate 

import function.  This allows you to import candidate information from a spreadsheet rather than 

entering candidate information manually.   Follow the steps below to Import Candidates: 

 

1. Select your Candidate Group in the Projects Page and Click ‘Candidates’ to navigate to the 

Candidates page shown above.  Now click on 'Import Candidates' to navigate to the 

Candidate Import Page (shown below) 
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2. Click on the Download Candidate Information Template link to download the required 

spreadsheet template, if you have not done so before, or request it from 

support@integtests.com.  Save the template for future use.  This template will be populated 

with your Candidate Information.   

3. Once you have acquired the template, locate and open it and populate it with your candidate 

information.  Please take note that columns should not be added to, or removed from this 

document, as the structure of the document should not be changed in any way.  

Your populated file may look similar to the one shown below.  

 

Note the following: Each row should contain information for a single candidate.  The 

maximum number of candidates in one document should not exceed 50. 
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The first three columns; title, first name and last name, with green headings are mandatory. 

Columns four and five; ID number and email are not compulsory, but we recommend that 

these are filled in.  The rest of the information in this sheet may be filled in if needed but is 

not mandatory.  For some of the columns in the sheet the user must select from a range of 

possible values.  Where a range of values exists, this range is indicated in the heading of the 

column: For example, in the 'Gender' column either M (male) or F (female) are the only 

permissible values.  For columns with a limited range of values, any values outside of the 

allowed ranges will be ignored.    

4. Once the Candidate Information Template has been populated it can be saved to your device. 

5. Click on 'Browse' or 'Choose File' and locate the populated template file containing your 

candidate information. 

6. Now click on 'Import Candidates' to import candidate information. 

7. A list of candidates imported is displayed, followed by a log file, such as the one below, 

showing any candidates who could not be imported. 

 

For candidates who could not be imported, the log file will include the reason why the 

candidate could not be imported and, where relevant, you will be given the option to add the 

candidate to your project if they are already on the system.   
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Reasons for candidates not being added automatically may include the following: 

• The candidate is already on the system as they were added to your company 

profile at some time in the past but have not completed any assessments yet.  In 

this case you will have the option to add the candidate to your project. 

• The candidate is already on the system as they were assessed at some time in the 

past. Information regarding previous assessments, including the assessment 

instrument and date will be displayed to enable you to decide whether assessing 

the candidate again is advisable. 

• The candidate may be on the system already as they have been assessed by 

someone else in the past in this case, please contact the Integ support team 

(support@integtests.com) for assistance. 

 
Where cost centers are used existing candidates added to a project are also added to the 

relevant cost center.  

Changing Test Instruments used for an Assessment Project before Activating the 
project. 

 

Changing the battery of test instruments included in a Project once Candidates have been added will 

update the assessments scheduled for all the candidates in the Project to the new battery.  Any test 

instrument that are no longer part of the battery will be removed from the candidates, and new test 

instruments will be added.  For any new candidates added to the project after changing the battery 

of tests, this new battery will be assigned to them. 

 

Activating an Assessment Project 

When you import candidates to a project that has not been activated yet, a pop up like the one 

below will give you the option to activate your project or continue without activating. 
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Once all aspects of an assessment project are finalized you should 'Activate' the project to allow 

candidates to begin with their assessments. When a project is activated the status of all assessments 

change from 'Preparing' to 'Scheduled'. The Report Recipient is also notified that assessments have 

begun. 

Candidates will not be able to begin with their assessments until the project is Activated! 

To activate your project, (if you are not doing so when adding candidates) navigate back to the 

Assessment Projects tab and select the relevant project from the list by clicking on it.  The project 

information is displayed as shown below. 

 

Click on 'Activate Project' and then 'OK' to confirm. 

Changing an Assessment Project 
You can change the basic information of a Project, such as the Name, Description, Report Recipient, 

and dates and test instruments used while a project is still active.  

 

This can be done by clicking on the Change button for the Project in question and changing and 

saving the relevant information as shown in the screenshots below.  
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Changing the Test instruments included in a Project once the project is already active will not add test 

instruments to, or remove test instruments from candidates who are already part of the project. For 

any new candidates added to the project after changing the battery of tests, this new battery will be 

assigned to them.  No changes can be made to a project once it has been Completed. 
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Candidate Re-test Criteria 

A retest for a candidate may be allowed under the following circumstances: 

• The minimum time period of 12 (6) months has elapsed since the existing valid test was 

conducted. 

 

• If an assessment is invalid  

• For Integrity Assessments – The existing assessment is deemed invalid due to a low (4 or 

below) lie-detector score. In this case a re-test is permitted regardless of the time elapsed 

since the original test. Before such a re-test is conducted the instructions embodied in the 

Four Sources of the Lie Detector must be conveyed to the candidate. If required, please 

request the Four Sources of the Lie Detector for your specific assessment from 

support@integtests.com. 

Manual Test Re-Issue Procedure 
 
Reissuing a still valid result for an assessment done on the Integ platform under another 

company profile requires informed consent from the candidate. A request to re-issue an assessment 

result can be sent to romy@integtests.com. The request should include the first name, last name and 

national id number of the candidate in question as well as the test type of the assessment result 

required. The request should also include a completed copy of the Assessment Result Release Form 

(below) signed by the candidate.  
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Tracking Project Progress and Viewing Reports 

Once your project is active you can check on the project's progress by navigating to the 'Assessment 

Projects' page found under the Assessments menu. The Assessments scheduled and completed 

columns will allow you to see how many assessments have been completed at a glance.   

 

When you select a particular group, you can see how many assessments have been scheduled and 

how many have been completed for the selected group. 

 

Clicking on a project to view project details, and then clicking on 'Download Reports', for a particular 

Candidate Group will allow you to download the individual PDF reports for all completed assessments 

of candidates in the selected group.   

Please see Individual Assessment Progress and Reporting for information on selections to be made 

when Downloading Reports. 

  



   

 

 Integrity Online Assessments 
Customer Administrator User Guide 

  45  

 

 

Project Summary Report 

Clicking on the ‘Project Summary Report’ button for a project, or on the ‘Group Summary Report’ 

button for a candidate group within a project, allows you to download the Combined Summary 

Report which contains results for all completed project assessments for candidates within the group 

or project.  This report contains all candidate results as a Scores Summary, and where relevant a Risk 

Report Summary and Interpretive Norm Level Summary. 

The scores on a summary report are arranged in rank order of the most significant scale for the 

particular test instrument. 

The images below show The Scores Summary for an IP200VIII which includes the candidates first and 

last names, ID numbers, Job Title and the Test Structures.  
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The Risk Summary Report, shown below, shows the scores from the Risk Report for each of the 

candidates in a single spreadsheet. An average per risk score category is also included. 

 

The Interpretive Summary report, shown below, gives a pass or fail on each of the progressive norm 

levels according to the Progressive Norm Level Table for all candidates in the project or group.  
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Progress of Individual Candidates 

You may view an individual candidate’s progress at a glance by selecting the Candidate Group to 

which the candidate belongs and clicking ‘Candidates’ to display a list of all candidates in the group. 

Assessment status is showed in the ‘Assessments’ column. 

To find a particular candidate in the group you may search by selecting the search criteria, First 

Name, Last Name or ID Number and then entering the required value in the ‘Containing’ box.  

 

 

The Test Status for an assessment will be 'Preparing' if the project it belongs to has not been 

activated yet, 'Scheduled' if the project was activated but the Candidate has not started their 

assessment, 'Active' if the candidate is still completing the tests, or 'Completed' if the assessment 

has been completed, in which case results can be accessed. 

Please see Individual Assessment Progress and Reporting for information on selections to be made 

when Downloading Reports. 
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Custom Reporting 

 

The Custom Reporting Feature can be accessed by selecting the 'Custom Reporting’ tab from the 

Assessments menu as shown above. The Report Selection screen shown below is displayed. 

 

The Custom Reporting Feature allows you to view/download a combined summary report similar to 

those available for candidates in a Project. containing assessment results for a particular date range 

(up to one year), and for selected assessment instruments. You may also select which candidate 

information should be included in the report and specify the order in which results are presented.  

Once the reporting selections are made clicking ‘Download Report’ will process the results and 

produce a spreadsheet with the relevant results as shown in the example below.  If many results are 

included this may take a minute!  If multiple test instruments are selected Results for each test 

instrument are shown in a separate tab.  For test instruments that have Risk Report and Norm Level 

Report scores, those too will be shown in separate tabs. 
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Custom reporting example. 
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Cost Centers 

Working with Cost Centers 

It is possible to set up and use any number of Cost Centers for your company. 

Cost Centers are used in two ways: 

⚫ They provide you with a way to organize your assessments.  

Once you have set up Cost Centers you will be prompted to select a Cost Center when setting 

up an Assessment Project or 'Quick Assessment' and when adding an assessment to an 

existing candidate’s profile. When Viewing Projects, Assessments or Users you will now see 

the Cost Center Selection Box located in the 'Searching and Filtering' panel at the top of the 

screen. By selecting a particular Cost Center from the Cost Center selection box, users will be 

able to View Items from only the selected Cost Center. Should you choose to use Cost Centers 

the items on your invoice will also reflect the Cost Center to which they belong. 

⚫ Using Cost Centers in conjunction with the 'Report Viewer' or 'Assessment Manager' User 

Levels, allows you to limit the data to which a particular user has access.  

When adding a new 'Report Viewer' or 'Assessment Manager' you will select the Cost Center/s 

to which the user will have access. Only information relevant to the specified cost center/s 

will be visible and accessible to this user. 

 

Selecting the ‘Cost Centers’ tab from the ‘Company Information’ menu as shown above will take you 

to the Cost Centers page, which displays a list of the Cost Centers for the current company. If you 

have not set up any Cost Centers yet the Cost Center list will be empty. 

Creating a Cost Center 
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Clicking on 'Add a Cost Center' displays the screen above. 

Fill in the name and a description for your cost center, then click 'Save'. 

 

Editing a Cost Center 

To edit a Cost Center, click 'Change' with the desired Cost Center selected. From here you can change 

the Cost Center name and/or description. Click 'Save' to save the changes or 'Cancel' to cancel. 

Using Cost Centers 

Please see the sections on setting up Assessment Manager, Report Viewers and Candidates, as well 

as the sections on creating Projects and setting up Quick Assessments for information on using cost 

centers. 

- o0o - 

If you have any questions or need help with any aspect of the system, please send an e-mail to 

support@integtests.com and we will try our best to help you. 


