Assessment Centre
User Manual

'

... Doing HR Differently

NEOS Pty Ltd
March 2011

Neos Pty Ltd PO Box 70 Mt Gravatt Central QLD 4122 Ph:(07) 3420 8200 Fax:(07) 3849 8944 E: admin@neoshr.com.au www.neoshr.com.au



LS
Ao
PO Box 70 Mt Gravatt Central QLD 4122 -

Ph:(07) 3420 8200 Fax:(07) 3849 8944
Email: admin@neoshr.com.au
www.neoshr.com.au @

“HR Differently”

© Neos Pty Ltd 2010

This manual is copyright. Apart from and fair trading for the purposes of private
study, research criticism, or review as permitted under the Copyright Act, no part
may be reproduced, stored in a retrieval system, or transmitted in any form by
means electronic, mechanical, photocopying, recording or otherwise, without prior

written permission.

All enquiries to: Neos Pty Ltd
PO Box 70
Mt Gravatt Central
QLD 4122, Australia
Phone: +61 07 3420 8200
Fax: +61 07 3849 8944



e o
[ S

PO Box 70 Mt Gravatt Central QLD 4122 -

Ph:(07) 3420 8200 Fax:(07) 3849 8944
Email: admin@neoshr.com.au
www.neoshr.com.au ®

"HR Differently”

Table of Contents

1. TOLOGIN 4
2. THE ASSESSMENT CENTRE 5
3. CONDUCTING A NEW ASSESSMENT 6
3.1 CONDUCTING A NEW ASSESSMENT ......coooviimiimiiieeeeeeeeee ettt 6
3.2 GENERAL ASSESSMENT SCREEN LAY OUT......oooiiiieeeeeeeeeee e 8
3.3. ENTERING DATA ...ttt ettt e et e e ae et eateeae et e eaeenaeenseeneeenean 9
3.4 CONFIRMING AND SAVING DATA ... 13
3.5. ADDING SPECIAL COMMENTS TO YOUR REPORT ........coooviiieieieeeeeeeeeeeeee e, 13
4. CREATING A REPORT 14
5. VIEWING ASSESSMENT HISTORY 17
6. USER MANAGEMENT 19
B.1l. TO ADD A NEW USER .......ccoi oottt ee e et e e ee e eeeeee e e e e eaeeeaesene e 19
6.2 TO ACCESS USER MANAGEMENT .........ooiiiiiiiiiieeeeeeeeeeee ettt e et 21
6.3 TO EDIT AN EXISTING USER .........coiiiiiieiiieeeeeeeeeeeeeeeeeee et ettt eaeeee e eeeeesteeaeenens 23
6.4 TO DELETE A USER ........oooiiiiiiiieieeeeeeee ettt ettt e ettt et s et e enae s eneeenean 25
6.5. TO CHANGE A PASSWORD .........coooiiiiiiiiieeeeeieeeeeeee ettt ea e eaeeae s 26
7. ADDITIONAL ADVICE ........cooooioioeeeeeeeeeeeeee ettt ettt eaeenas 27
DO T ..ttt et et e et e ettt ee e eae s eaee 27
ALSO REMEMBER ..........oouoiieeeeeeeeeeeeee ettt ee et e e e et e e e e eae s eee st e st e st e e e e eaeeeaeeeeseeeaean 28
8. SUPPORT 29
-3-

Neos Pty Ltd PO Box 70 Mt Gravatt Central QLD 4122 Ph:(07) 3420 8200 Fax:(07) 3849 8944 E: admin@neoshr.com.au www.neoshr.com.au




PO Box 70 Mt Gravatt Central QLD 4122
Ph:(07) 3420 8200 Fax:(07) 3849 8944
Email: admin@neoshr.com.au
www.neoshr.com.au

@
LS
rFg

Nnz2o0s

“HR Differently”

1. TolLogIn

Go to the http://neoshr.com.au home page.

Scroll down, and you will find the log in form at the bottom of the left hand menu.

See Figure 1.

Enter your user name and password and click User Login.

achieved in four to six
weeks rather than one to
two years?
More details...
how do i...

... find expertise in salary
management?

wor here |

login
Username:

Password:

Lost Password?

Reqister now!

all sectors and sizes.

Cur focus at NEOS is on helping you and your organisation unden
processes in a maore effective and efficient way than traditional syst

Cur highly automated tocls can help you streamline your salary rg
while maintaining, if not increasing, the quality of the outcomes achi

Cur different approach to solving change and problematic staffing
your ongoing operation.

For more infomration click on the PRODUCTS and SERVICES hype
news item.

Keep an eye on this site as we continue to update the supporting m
organisation introduce ways of doing things better.

Mark Shaw
Director

our news : competency assessment and management

MNECS is pleased to annocunce its latest solution to assist line mang
assessment and management.

Figure 1: Login
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2. The Assessment Centre

The Assessment Centre is where you undertake assessments, review histories

and download records. Figure 2 displays the Assessment Centre page.

Welcome To User Admininistration
‘Walcoma to tha MECSS Ascesomant Cantra. In chis manu pou will b able to undertake 3 range of actvities by clicking on the
sppropnaty link bsiow. AL tha Supar Admidstrator you haes access b0 al Satupo and atsassment management recands -
MEDS inbermal uss only.

Figure 2: Assessment Centre Page
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To conduct a new assessment, select the module type as required on the

Assessment Centre home page. For example, if you wish to conduct a new Exit

Interview, select “"New Exit Interview” as per Figure 3. A new page will load (see

Figure 4).

Welcome To User Admininistration
‘Walcoma to tha MECSS Ascesomant Cantra. In chis manu pou will b able to undertake 3 range of actvities by clicking on the
sppropnaty link bsiow. AL tha Supar Admidstrator you haes access b0 al Satupo and atsassment management recands -
MEDS inbermal uss only.

Figure 3: New Assessment
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1.<— Adding a new Exit Interviews - Step 1.

Please ensure the informatian is correct before submitfing as the details can not be changed.

2 Company: MEOS Pty Ltd

. UserName:  Mark Shaw -
Date: February 24, 2011, 11:06 am
Please enter the following

Emp No Use employee’s employee/payroll number
3. Emp Name |

Interview Set  [\EQS Ext Interview [EXAMPLE] |
Type “Select Stream® v |

yright © by neosHR | Designed by Harmony Solutions Home About Meos News Downloads Contact Us FAGs

Figure 4: Example of creating a new assessment

Depending on the type of assessment you are performing, a slight variation of the
above screen will load. Each screen consists of:

1. Title (type) of Assessment
2. Details of Assessment (company, user, date)

3. Details needed to perform Assessment (eg. job number, job title, award,
stream, risk number, set, activity, employee, position)

To proceed enter the appropriate details for the assessment being made. Hit
Submit.

Page 7 of 29
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3.2. General Assessment Screen Lay out
A copy of the general assessment screen layout is now displayed in Figure 5.

The key aspects of the screen are:

1. Category tabs: A position is evaluated against a number of
categories. Simply click on the tab name to move

between categories.

2. Elements: Each category contains a nhumber of elements. Each
element is used to describe a particular aspect of the

position.

3. Element Points: Each element is assessed on a number of levels. The
total provides a predetermined result based on the

level selected

st

Figure 5: General layout

Page 8 of 29
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3.3. Entering data

Figure 6 is an example of the data entering screen. Each tab represents a
skill category, and on each tab are numerous elements. A level must be
selected for each element. After reviewing the position requirements
slowly move the mouse or pointer across the squares to the left of the
element “Qualifications” (see circle below). As your pointer moves across
the square a dialogue box describing the meaning of this value will appear
(see

i ——— T

Apprpizal . Raf) 1649
Postan 007 - kel ;

Bt e

Aammenw Rk §
il 1] vk i || Pyt || Widwwmintrtion || wotes |
Fagickon Far Lairang Ll I S |
Firmi Dpinian 5 @ B &
InduaTey Oyt {11 L FRee |

TN WOk in
|

o You e s d e pas] i Ind oy, snd ho e o )
g

Figure 7).
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Figure 6: Initial screen
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Figure 7: Example of a dialogue box

Check the tick box when you have identified the most appropriate level for the

element.

NB: Only one selection per element is allowable. Once an element is checked, a
total will appear on the right hand side of the screen. As a level is nominated for
each element, the total for that element will be presented and the total value of

the category will be displayed as in Figure 8.
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Figure 8: Completed category showing category total

Page 12 of 29



. ®
LS
LS

PO Box 70 Mt Gravatt Central QLD 4122 -

Ph:(07) 3420 8200 Fax:(07) 3849 8944
Email: admin@neoshr.com.au
www.neoshr.com.au @

“HR Differently”

3.4. Confirming and Saving Data

Once you are satisfied that you have selected the correct level for each element,
move onto the next category by selecting the next tab. Make a level selection for

each element under all categories.

3.5. Adding Special Comments to Your Report

The Notes tab is provided for the inclusion of free text (see Figure 9). Use this
tab to make any special comments regarding the assessment, some qualifying
remarks, or other comments (ie salary /Personal Classification) or
recommendations. The “Notes” section prints on the automatic reports. The

“"Comments” section is for internal/assessor comments and are kept confidential.

Sheam  HEQSAcmnEeaion Eﬂhlila [EEAFLE]
nre - Ll
Aslea £ B M =h e - REDS Fry L

: [rmmim e e e e e e e e e
| Gmmal || Wk Eesdonressl || Papall || Aldpsaivirstas || Wajes

| Parteen (et 01 9 ozt

]
| COFMEIE For bininai garpeass anig

Figure 9: Recording notes and comments
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4. Creating a Report

Once a level has been allocated to every element under each category, a report

can be printed. Select the Store Record button that would have appeared after

selecting the level for the final element. See Figure 10.

Appepisal . Rt fTE
Fociiiar: 00 - el
twend. MEDS Esl ilerd
Bia b HEMMMHMHME?LWM“E FEEAMPLE]
spraenpr Nark Rhaw -MECE P LI

Sl P e
| Gommal || Wors Enewmmast || Pyl 'I hdamaritiatean | Wotun |
I Tr s

Srocesse OO 0O &

seaft e &

AT R P AR T T [ | ] [=
V

gt

Figure 10: Creating a report

A new screen will open giving you three options; Print Report, Another Appraisal,

and Return to Home Page (see Figure 11). Select the desired option.

Figure 11: Report options

If Print Report is selected, the report will be generated in a new window from
where it can be printed to a local or network printer or saved PDF file. A sample
report is shown in Figure 12. Once this occurs, the internet explorer window will

return the user to the home page.

If Another Report is selected, the browser will direct you back to the starting page

to create another assessment under the same module.

Page 14 of 29
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NEOS Risk Assessment

. ‘. MEDS Piy Lid Ref: 3862 1'

‘ﬁ Assessed by Mark Shaw Diated: Cletoher 23, 2000
=

Re: Risk Assessment
(1 - sumple

Iis e assessmend. the evaluation of sample as assessed on Ceteber 23, 2009, should be graded as Level 3 (just accepiable) 3 -
under ihe Marist College, Ashgrove, Risk Assessment,

Ewaluat ion Results Ref: 3562

This assessment bas been reached on the basls tat

I The Logisties elements include:

- First aid facilities are comprehensive, but may not be checked regulardy o well spread seross the facility. First uid signage
is In place scross. the facility, apd new arvivals are given generalised instructions,

- The majority of stafl ave fiest abd trained, and there are sdequate vehicles for emergencies. Communication is not always
agsured with the local area, and sudent reconds are available but pot concise,

- Malnerance is condocied regnlarly, and high risk areas are well He All night lighting is safficlent, bt high volums 5 .
corridors are unlit.

- A detailed evacaation plan is i place, and is descriibed o all new avivals iogether. No drills occur throughout the year,
aind evacuation maps and sigis are ool comprelssnsive across the entire Facility.

- Facilities are cleaned and well maintained but not secure. Facilities are operatiosal bat redimentary.

2 The Food and Hygiene elements inclisde:

- Toilets and showers sie cleaned daily and utilise water saving featmres. Soap and hot water are available, but sanitisess o
wariecal ventilation are not employed w reduce odours. Fair emphasis on personal saniiation scowrs thieaghout the facility.

- CAUTION. Food preparation and kitchen areas are badly catdated and unsafe, Kischen practices need to be immediately
revised 1o include separate preparation of specialise {Le. celiac) meals, and it is strongly suggested storage aneas be
upgraded.

- CAUTION. Serving of food bs taking place in highly unbyglenic conditions. lnvestment is recommended in upgrading
the wse of gloves and haimets, bugscreens o protect prepared food, snd investigation into new fiod warming and cooling
SYSIEMS.

- Town water 15 used where possible, and any ground or rain wates 18 comectly stored and fliered prior o use. Al filers
and reservoirs are checked hianmually and replaced or cleaned when necessary

- Poriable food equipment is thorcughly cleaned afier use and stored in as sanitary a kocation as possible, Foodsiuifs ae
long life where possible, and cooked as close o mealtimes as possible.

3 The Water Activities elements include:
- Directions and instructions are satisfactory but could provide extra detail. Staff levels are satisfactory for the activity, and
Persoral Floation Devices are supplied,

Genermed by sentHR - www necshe.com

Figure 12: Sample report
This report contains the following detail:
1. A unique reference number
2. The date the report was printed
3. The date the assessment was made
4. A graph, indicating how many elements were rated at each level
5. Word descriptions of each level selected

6. Notes as made by the assessor (if applicable)
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This report can then be printed, saved under a general directory of an electronic
management system or emailed. This document should be stored/processed as

per your company’s policies.
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5. Viewing Assessment history

Select the history you wish to view. For example, if you wish to view the history
for Job Evaluation, select Job Evaluation History on the User Administration menu

(see Figure 13).

Welcome To User Admininistration

‘Wakome o tha MECS Assesamant Cartra. 1n thi manu pou will be abke to undertake 3 range of activibas by cicking on the
sppropriate link bodow. AL the Supar Aadminisirator you hae access to al Satupo and assasament managemant racands -
MEDS nbermal uss onky,

Figure 13: Evaluation History
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A new page will open containing the records that you have access to. These
records can be sorted by clicking on the drop down filter column headings. This
enables records to be filtered by job no., job title, date, award, stream or level.

Choose the report you wish to review, and click "Show” (see Figure 14). A box

will appear asking you to Save or Open the file.

NEOQS HE - Job Evaluation History

b i AT L
(L.} R ] il Thikn P o] Janrd Fr L]

S el P =l Tl a8 e | e 3 ] e 0 e e
WOEIT Srimy Cinrige Sugirmsr [BEC Jemry B 204 1 Lo B
(LA ] (LTSI NNy TR B asanng 5 D i Lo [}
Wi OE] ] Mpnpoyr Ve ges Jaeerops Jprepey 530S0 1 4] ¥
el 1 rinrumges Bhar. O pera rcen Jersanry 5 S Ded 1 {81] E
YFEIDE Wignuger Facdiey Seeacan Jeary X 2008 1 41} E
TeA Wi Camea Bty Haakh apd Cowphasce Jarainy 5, 3 [ad4 | Lo &
DL Sgmistrkostine O Jeraapry 7, 20004 1 Lo i
TODE TREL L Jeriinry 7, 2 [ 1 [3:] x
TONNTEST Tering tha blmk Yoy 0. 2006 1 Lo &
Falda Tk HEwkarSakey Progact Aanry T8, DO i (1] 3
FapTH HE 2yuouren Suppur O | 1 11 d
FalTe Sdwa s eeranen OFkes Tes ning i 1] 1
Fapra Frporrsl OFicer Falruary L, 2G04 1 Lo L
Fapa? Bkl B T et by ol ARTET Fakraapy b, 2004 1 Lo 5
FaraE Sorlplace Saslth and Bebwtw Sehdinnr Fubranry L. D02 1 L 3
Falma sdminioraian O Fios Falraary L. 020 i (] 2
Fos] rehuperinl Pl nbiory CRicee Fabraars L, 300 1 Lo B
FalTd Pasroriresl Ciifecbr Fabraarg L. 00 i Lo L
1 bl I Fabranry L, 200 1 Lo 1
o Lewt I Fabisarw o 2004 1 (1] F
> bl 3 1 4] ¥
a bl 4 1 Lo E
- byegl 2 1 Lo 3
[ b i w0 &
? bread T 1 Lo 7
5 el B Fabisarg L. 00= i Lo E
k) bl 3 Fatraary [ 200 1 Lo ¥
i mar Fakraary 3. 2304 i 5] &
FapEg Trmsing gud Daresinp e Conrginsdor Fakranrs 3, 2002 1 Lo B
- Pkl MU ch g B H L BTl Fabraary 4, 2004 1 Lo &
et} Spprsiner Werkakay Fubranrs &, D02 1 Lo 3

132 RS mesikeabeop Mok dhep Fabirmany 4, DE0< i ] 3

LETE | = (L1 Fabruars LD TOEAE 1 Lo 1

Figure 14: Evaluation History record list
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To add a new user

To add a new user, select Add New User from the User Admin menu. See Figure

15 below.

Welcome To User Admininistration
‘Wakome o tha MECS Assesamant Cartra. 1n thi manu pou will be abke to undertake 3 range of activibas by cicking on the
sppropriate link bodow. AL the Supar Aadminisirator you hae access to al Satupo and assasament managemant racands -
MEDS nbermal uss onky,

Figure 15: User Admin Menu

A new page will load (see Figure 16).
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Figure 16: New User

To complete a new user:

1.

Fill out all the appropriate details

2. NB. Email address: admin@neoshr.com.au

3.

4,

5.

Ensure the box marked “Active” has been checked

Check all applicable module boxes

Click Add at the bottom of the screen

@
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NEOS will issue an email to the new user providing their username and password

for log-in.
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6.2. To access user management

User management can only be accessed if you have the appropriate level of

access.

From the Add New User menu, click User Management located on the bottom,

right-hand side of the screen. See Figure 17.

thanks for viewing neoshr

I woid hava ey Arthar nguanas - pleasa 9o nok hesitats to . i,

Figure 17: User Management

A new screen will load (see Figure 18).
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irialii TR ‘ Uzer Management

LT, T 4 Aphmg drkhany L g Dl -
(TT=T AT gl Huper & Ehpw Ha 3 Elx el o
LOLE.  Supe 2 Thaw Hark 40 Edk Dl
L 28 Qwp &dmen 5. Crgshy P 1.} Ei% - el
FitHir LOO Supar 4 Gibart Pacaal 40 Edt Dl
Changs Password Ltz Qg Adeen 5 Hamke R a0 Bl L=
Lok LI04 DvgAdman 5 Mipgell Paul 23 Ede Dl
L s Qvg Admen 5 Earies Pesine 3 Bk D
THE (41511 Cerg Adrran H] FlcEslvm [t ] ] -] Edi Dhj
CoFia T Mane L7 Qg Adrin 5 4 Eim 1B Bk L)
LB Crg Admin -] Cranby Pais LB EdE- D=l
i LIS Qg Adrndn 5 QDamdl Tarihd 1B B E
TR arho L0400 Crg Admsn 5. Hzlowwy alan ] Edg
LME.  Qep Admen 5. Dumbdeen L L=l] 25 EdE ﬁ
e L LOHE Crg Admen - Harmgan Hiky 4 =13
- rxm Etrichma E0dT. Qv Admen 5 Harabd Eve d HE E:I
-~ - Lo4n Crg Adrman 5 Oeknzm urins aB Edg
En Qeg Adrven 5. Lyndt Chiistine a8 Elr el
i} il Ko Lo g Admen 5 Fugram Trardm 25 Edt Dl
Lird A g B Groer Lindsyy ih Ei% el
" Lz Cirg Adrman Hi ok Iacrusne 24 Edg Dal
-.I LiG3 Qg &dren £ Chapman Peier e Eik L=
: Liss Dvp Admin - Carwy Cawd & EdE Dal
! s L056  Qrg Adrn B Howsdon [ampbiez 17 Ed&- Dl
'I-' - ' LB  Cep Admin = Camphal] VETTREE L] rdt Dl e
ENEE fin SArdn =R ST A D ie Edir Fual
i i = = 3 e iy 2 i
.

Figure 18: User Management Menu

From here each column can be sorted by clicking a particular heading within the
table. For example, to sort all employees alphabetically by surname, click

Surname and the list will refresh to display all employees alphabetically.
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6.3. To edit an existing user

On the User Management screen find the user you wish to edit. Click Edit next to

the users name in the right hand column. See Figure 19.

irialii TR Uzer Management

LT, T 4 Aphmg drkhany L g Dl -
(TT=T AT gl Huper & Ehpw Ha 3 Elx el o
LOLE.  Supe 2 Thaw Hark 40 Edk Dl
L 28 Qwp &dmen 5. Crgshy P 1.} Ei% - el
FitHir LOO Supar 4 Gibart Pacaal 40 Edt Dl
Changs Password Ltz Qg Adeen 5 Hamke R a0 Bl L=
Lok LI04 DvgAdman 5 Mipgell Paul 23 Ede Dl
L s Qvg Admen 5 Earies Pesine 3 Bk D
taie LG Crp Admin % Fckslvm il ] Edt D
CoFia T Mane L7 Qg Adrin 5 4 Eim 1B Bk L)
LB Crg Admin -] Cranby Pais LB EdE- D=l
i LIS Qg Adrndn 5 QDamdl Tarihd 1B B E
TR arho L0400 Crg Admsn 5. Hzlowwy alan ] Edg
LME.  Qep Admen 5. Dumbdeen L L=l] 25 EdE %
e L LOHE Crg Admen - Harmgan Hiky 4 =13
~n Elrichms 7. Qwp Admeny 5 Haraed Eve 4 Eix E
-~ - Lo4n Crg Adrman 5 Oeknzm urins aB Edg
En Qeg Adrven 5. Lyndt Chiistine a8 Elr el
i} il Ko Lo g Admen 5 Fugram Trardm 25 Edt Dl
Lird A g B Groer Lindsyy ih Ei% el
" Lz Cirg Adrman Hi ok Iacrusne 24 Edg Dal
-.I LiG3 Qg &dren £ Chapman Peier e Eik L=
h LS4 CvgAdmn 5. Cmrwy Canid s EdE Dl
! s L056  Qrg Adrn B Howsdon [ampbiez 17 Ed&- Dl
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Figure 19: To Edit Users

A new page will load (see Figure 20).
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You will be able to amend the user’s details. Please note that the User password
can not be changed. Ensure the “User Active” button is checked before saving the

changes. Click Update to save changes.
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Figure 20: Editing Users
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6.4. To delete a user
To delete a user, click Delete next to the users name on the right hand column in

the User Management menu. See Figure 21.
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Figure 21: Deleting Users

A new page will load as per Figure 22.
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Click “Delete” at the bottom of the screen.

1

B
Figure 22: Deleting a User
6.5. To change a password

Due to our current security settings users are unable to change their passwords
themselves. Should you desire to change your password please contact

admin@neoshr.com.au and we can arrange to have it changed for you.
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7. Additional Advice

Do

Don't

Look for the general overall scope of the job
Ie: Supervise V's manage, type of qualification needed

Interpret and place your value judgement on the written position

description

Look for consistency across the categories and elements
Refer to the company policy if necessary

Scroll over the pop up just near the probable element level

After generating a report, click on <return to menu> to return to

members page

Complete every assessment you start. Cancelling part way through

will “crash” the system

” n

When researching the role ask, “show me evidence”, “show me an

example of the work” and “demonstrate”

Use the Internet Explorer <<Back> key when processing
Use single or double quote symbols (

AWAR\Y Il)

Trust reports where multiple reports have been incorrectly
generated from the one specific assessment you have completed.

The data in the report will probably be corrupted

Cancel an assessment part way through
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Also remember

&

Check you have ticked all elements - otherwise the report and level

will be wrong and the report will generate with NUL

Check you have put in any necessary “additional notes” before you

generate a report

Data cannot be amended after it is saved. You need to add a new

appraisal, evaluation, or competency assessment

Jobs with incorrectly generated data because of using the <<back>

key or other issues will generate incorrect reports
If all else fails, log out of internet explorer and log in again

Use the notes area to explain variance
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8. Support
Initially, all support calls to:
Neos Pty Ltd: Phone: 07 3420 8200

Email: admin@neoshr.com.au

Technical Support
Starvision IT: Phone: (07) 3822 1717

Email: tayling@starvision.com.au
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