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- OPPassessment user guide

OPPassessment is a simple and user-friendly tool that enables practitioners to administer The
Myers-Briggs Company's psychometric instruments online. It also allows respondents to submit
their completed questionnaires.

This user guide takes you through the process and the various options step by step, and includes
notes on grouping your respondents into campaigns.
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Signing in
When you receive your email containing your username and password, follow the link to
https://www.oppassessment.eu.com/

Using the sign in details contained within the email, fill in your username and password and click
“Sign in”.

[D
OPPassessment Practiti it
by The Myers Briggs ractitioner site
Company
Go to The Myers-Brigas Company website  Help English (European) -
Welcome to the OPPassessment website, OPPassessment enables The Myers-Briggs Company's psychometric
Usgrname instrurnents to be completed on screen.
" l | If you are qualified to use our products and have reqgistered for our OFPassessment service, you can use this site to
adrminister guestionnaires and produce reports,
Paspword
| L | If you have registered for this service, please enter your username and password. If you would like to register to use
\ 4 the service please contact the Custorner Service department.
For mare infarmation about available instrurnents, benefits of use, and registration, please visit the main The Myers-

Briggs Company website,

Forgotten your password? )
By continuing to use the site, vou agree to the use of cookies,

Accepting terms and conditions

On the next screen you will be asked to read the terms and conditions of the OPPassessment
service.

Once you have read these, click the “Yes, | accept” button at the bottom left-hand corner of the
screen.

OPPassessment

b B Practitiongr site
* o Iy e

Go to The Myers-Brigg npa wehsite English (European) -

OPPassessment Service/ Terms and Conditions of Use

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

As circumstances change, we may modify fhese 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.

-
Terms of business for OPPassessment
1. Definitipns
1.1/"Materials" means all our electronic praducts availahle via the Service and all data gathered by use of the
Sefvice;
.2 "The Myers-Briggs Company" means The Myers-Briggs Company Limited together with its European branch
offices {including The Myers-Briggs Company - France, The Myers-Briggs Company - Metherlands and The Myers-
Brigas Company - Germany);
1.3 "Purchaser” means the cormpany or individual who has contracted for the Service (who may, or may not, also
be a Registered User); bt
4| | »

If you havy/y queries about the service, or the terms on which The Myers-Briggs Company offers it, please contact the Customner Service department.

If you accfpt the above Terms of Use of the OPPassessment service, click "ves, I accept”.

[ ¥Yes, I accept ] [ Mo, I do not accept ]

You can find these terms and conditions again using the link at the bottom of every page of the
OPPassessment site.
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Changing your password

The first time you sign in you will be required to change your password.

= 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.

= Your new password must be at least eight characters long and contain at least one each
of upper case, lower case, numeric and special characters (1#$%&()*+-./;;=2@[]*_{|}). You
cannot repeat one of your last four passwords. Your password cannot include your

username.
You can also adjust other preferences such as your report delivery choice.
PFfassesament Practitioner site
by The Myers-Bri
(o o Rl ey

Horne Man-campaign Carnpaign Search  Account details  Help English (European) -~ Il W11

|( Uzer details -H( Credits j( Preferencaes ‘]( Dafault ernail -H( Thermes w

Preferences

Use the options below to change your preferences,

Cefault site language English (European) -

Change your password

Current password | |

Mew password | |

F.e-anter new password | |

Paszword last changed 23 August 2019 12:032 UTC
Enable ernail contact r
Report delivery ¥ Ermail and downlaad

C Download anly

 Ermail anly
Receive order confirmation email? 12
Purchase order number required Iz‘
Fractitioner site theme
Respondent site there
If an this information is incorrect, please contact our Custormer Service departrent:

Tel. Balgid 02 710
Tel. Belgique D& DOS
Tal. Frapca 08 20 80 &3
Tel Denrmark 80 88 32 90
Tel. Dewtschiznd 01807 000 7
Tel. Nederlznd 020 20 13 757
Tal. Ttalia 848 800 630

Ernail: info.eu@thernyersbriggs. com

Save changes by clicking on the “Save"” button.
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Ordering campaign questionnaires

OPPassessment allows you to group your activity into campaigns, and also enables you to order
one-off non-campaign items.

OPPassessment

by The MversBri Practitioner site
O I payerseriggs

Home  Mon-carmpaign Campaign - Search Account details Help

Campaign surmmmary

Campaign status Hew campaigr
Campaign details
Campaign name Add respondent(s) :tstiunnaires EDUI'?IT
B—— Qrder reports 1
Report b
Rebrand B's Download reports i
Rebrand A's archive ’
test 2010 ’
B Server °

To order a campaign questionnaire, begin by clicking on the “Campaign” menu option and select
“New campaign” from the drop-down menu.

On the next screen, you will need to enter a unique name for your new campaign. A reference
number and description can also be added to aid later navigation.

Certified

OPPassessment » _
by The Myers-Briggs Practitioner site
Company —

Home Mon-campaign Carmpaign Search Account details Help 5h {European) ~ LR

Create new campaign

This page enables you to set up new campaigns, either by copying an existingAampaign or by creating one afresh,

Enter campaign details

Each new campaign must have a unigue campaign name. rou may Also add your own campaign reference code and
description. To create the new campaign, click on the "Create" byfon at the bottom of the page.

* .
Campaign name:
Carnpaign reference:

Campaign description:

Respondent site theme:

Default ~

Create or manage your thernes

[ pisable demographic survey @

[ Disable dermoaraphic survey - ethnicity questions anly @

Copy existing campaign

Once you have done this, click the “Create” button.
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OPPassessment

by The Mvers-B] Practitioner site
CY'{) Co%wpg?ﬁr; 1%

Home  Mon-carmmpaign Campaign Search Accoont details Help

My latest Campaign Edit details Edit email

This page allows you to rmanage campaign communications, maintain records al
respondents, check the box next to their nameds) and click on the "Send out gu

[#] Existing respondents

Tou do not have any respondents in this campaign. Please click on the 'Add res)

Add respondent(s]) Upload respondents ] [ Add name/MBTI type ]

Show archived respondents

Now that you have created a campaign, you can add respondents by clicking “Add
respondent(s)"”.

OPPassessment

b A Practitioner site
y cy-b Eger-ﬂ i\gmr; Briggs

Home  MNon-campaign  Campaign  Search  Account details  Help

English (European) ~ IR

Add respondent(s)

This page allows yvou to add respondents to a campaign either manually or via a bulk upload using a CSY file,
Campaign name: My latest campaign

Campaign reference:

& Manually add respondent(s)

Instrument Language Forrmat

[MBTI Step 1 A | [English {European) 'I [web |
First name .R Last name Ernail

w \ | Iﬂth | jsmith@company.com

First name Last name Email

First name iast name ail

First name iast name Emai.

Upload multiple respondenis

\
Enter the instrument you wish to have completed, and the chosen language. We

recommend each respondent take the questionnaire in their native language if possible.
The format will be set to Web automatically. You can enter multiple respondent details,
consisting of first name, last name, and optional email address.

Once the details are complete, click the “Add” button (bottom left, beneath the “First
name” fields) and your respondent(s) will be added to your campaign.

If you have more than four respondents, enter the first four, click the “Add” button, and
then continue entering respondents in batches of four until all are entered.
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= Return to the Campaign details page by clicking on the campaign’s name at the top of the
page, or selecting “Campaign details” from the “Campaign” drop-down menu.
OPPassessment . :
b v The MyersBriggs Practitioner site

Company

Home  Mon-campaign  Campaign Search nt details  Help

English (European) ~ IR
Campaign name

. " ) . |M latest campaign ;l
My |atest Campalgn Edit details Edit email B Ha'g

This page allows you to manage campaign commmunications, 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 questionnaires” button to initiate the carmpaian.

[#] Existing respondents
Show fhide the filter

Name = Username Instrument Status Language Format Select all

ol
John Smith JEmitl METI Step I X

12} en-GE Web E v
1
Tou are wiewing page 1 of 1 Total: 1 Display per page

[(naa dent(s) | [ Upload dents | Add name/MBTI type | Send email | Forgotten yourpasswrord? | [ Unlock }[ Archive | ["send out questionnairdy |

Show archived respondents

To order a questionnaire for your respondents, you must click the check boxes to the right of

each respondent’s record. The final step is to click the “Send out questionnaires” button at the
bottom-right of the window.

OPPassessment Practitioner site
b By

* oD It

Home Mon-campaign  Campaign Search Account details Help

English {(European) ~ [

Campaign name

My |atest Campalg n Edit details Edit email | iyllatesHeampaon ;I

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 questionnaires” button to initiate the campaign,

‘ﬂ Questionnaires ordered successfully w

(& Existing respondents
Show/hide the filter

MName « Username Instrument

Language Format Select all

John Srnith 1smitl MBTI Step [ IE n-Ge web r /]
1

“fou are viewing page 1 of 1 Total: 1 Display per page E

[ ada dent(s) | [ Upload dents || Add name/MBTE type | | Send email | [ Forgotten your password? {Nunlock ][ Archive | [ Send out questionnaires |

Show archived respondents

A green confirmation message will now appear stating “Questionnaires ordered successfully”.

Each respondent will receive an email with their sign in details and a link to complete the
questionnaire.
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OPPassessment
. o
y cyb Eger.n ngmr; Briggs

o to The Myers-Briggs Company

Welcome

Username
| |

Password

Practitioner site

English {European}) ~

welcome to the OPPassessment website, OPPassessment enables The Myers-Briggs Company's psychometric
instrurnents to be completed on screen.,

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

If you have registered for this service, please enter your username and password. If vou would like to register to use
the service please contact the Customer Service departrnent.

For more information about available instruments, benefits of use, and registration, please visit the main The Myers-

Briggs Cornpany website,

Forgotten your password? o .
By continuing ta use the site, you agree to the use of cookies.

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

The first page you will see is the Announcement screen.

OPPassessment
: o
y cy-{) Eg?"n ﬁggﬁ;s Briggs

Practitioner site

Home  Mon-carmpaign Carmpaign Account details  Help

_armpa i an summmary

Campaign status :armpaign
Carnpaign details
estionnaires [Que|

Campaign name Add respondent nt con

My latest carnpaign 1]
Report histo

Rebrand B nload reports !

Rebrand B's n

Rebrand &'s 2

test 2010 0

You can select the report that you wish to order by clicking on the “Campaign” menu option and
selecting “Order reports” from the drop-down menu. The Order reports page will then appear.

OPPassessment

by The MyersdBri Practitioner site
D T Myers iggs

Home  Mon-carmpaign  Campaign  Search  Account details  Help

English {European) - Il

Campaign name

| My latest campaign -

Order reports

Use this page to order reports, archive selected respondent records, or to change the respondent's name. Start by selecting an instrument and report below,

Zan‘t find a submission? Checl that you haven't archived it by looking on the Archive page, / ‘

Mo questionnaires have been submitted for this campaign.

You can change the campaign you wish to order reports from by changing the selection in the
“Campaign name” drop-down in the top right-hand corner of the page.
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OPPassessment Practitioner site
by -Bri
orb Izt
Home  MNon-campaign  Campaign  Seard account details  Help Sig
Campaign name
[04.04.2018 |

Order reports

Use this page to order reparts, archive selected respondent recards, or to change the respondent's name. Start by selecting an instrument and report belaw.

Cant find a submission? Check that you haven't archived it by looking on the Archive page.

Instrurnent | MBTI Step 1 ~ Report | Career Report -
Show/fhide the filter
ID -~ First name Last name

strument Questionnaire languag Language Pre-assessed type  Best-fit type Select all
2663575 MBTISEep 1 English {European) ease select (|
2663574 MBTI Step 1 English {(European) -
FEAISTE MBTI Step 1 Engli®R(European) Please selec (|
1

You are viewing page 1 of 1 Total: 3 Display per page

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

Select the instrument you require from the drop-down. The available reports will appear in the
drop-down to the right of the instrument drop-down. To find out more about the different
reports, visit The Myers-Briggs Company's online shop.

All respondents who have completed the questionnaire in your campaign will then appear below
the drop-down selection.

OPPassessment Practitioner site
by The Myers-Briggs
CY'b L’:ornp)c'm),f 9
Home  Mon-campaign  Campaign  Search  Account details  Help Sign out
Campaign name
[04.04.2018 i |

Order reports

Use this page to order reports, archive selected respondent records, or to change the respondent's name. Start by selecting an instrurmnent and repart below,

Zan‘t find a submission? Checl that you haven't archived it by looking on the Archive page.

Instrurment | MBTI Step 1 - Report | Career Report ;l

Showfhide the filter

ID = First name Last name Instrument Questionnaire language Language Pre-assessed type  Best-fit type Select all

sh (European)
isplay per page

[ Archive (0) ][ nddmhasket)ml{(hiue ][ Add to basket ][ Checkeut (0) ]

ZE635TS MBTI Step 1 English {European)

ZBE3574 MBTI Step 1 English {Euro

2663572 MBTI Step 1 E

1
You are viewing page 1 of 1 Total: 3

Select the language you want your report to appear in and click the checkbox of the respondents
for whom you wish to order a report.

cvb The Myers-Briggs Page | 8
Company


https://eu.themyersbriggs.com/shop

OPPassessment | User guide _

Click on the “Add to basket” button (not the “Add to basket and archive” button) at the bottom of

the screen.

Order reparts

Use this page to ardeN reports, archive selected respondent records, or to change th

Can‘t find a subrnission? Check that vou K

Instrument [ MBTI Step I

- Feport| Career Report

Showfhide the filter

Tou are wiewing page 1 of 1

ID ~ First name Lastnamge Instrument Questionnaire language
ZBE3ETS MBTI Step I English (European)
2663574 BTI Step I  English {European)
2663572 MBRI Step I Enaglish (European)

1

Tatal: 3

Ch\splay per page

[ Archive [0) ] [ Add to basket and archive ] [ Add to hasket/u Checkout (0) ]

To proceed with the purchase, click on the “Checkout” button.

= The checkout page (“Checkout basket”) summarises the reports you are about to order.

OPPassessment
; o
" o Tl oo

Home  Nom-campaign  Campaign  Search

Checkout basket

Please review and confirm your order.

Product First Last

D
code name name

Practitioner site

Account details  Help

English (European) - [N

Instrument Language Report Ccredit Price Remove

3085993 OPOO0G Mbti Stepl

Total: 1

Change payment method

English

Practitioner
oo E

MBTI Step I MBTI Step 1 Profile Report et £0.00

Subtotal (excluding €0.00
tan) ’

YAT €0.00
Order total £0.00

= If you have any available prepaid credits applicable to the reports being ordered they will
be allocated to the items in your basket and an applicable label displayed against it.

= You can override this preference in the “Change payment method” expandable section.
This selection will then affect your current basket of items.

= For example, if your basket is using your allocation of company (shared) credits, you can
specify that you wish to pay for the contents entirely and retain your existing company

cvb The Myers-Briggs
Company
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credits. To do so, change the “Use first” drop-down from “company” to “buy”.

[z} Change payment method

There are iterns in your basket that can be paid for using the

aid credits on your account, If you would like to pay using a different method,
please use the dropdown options below,

Zelecting 'buy' as your first option will resulti
vou will still need to set the final dro
order.

Use first

Recalculate bashet < 

= If you make this or any other change to the “Change payment method”, click on the
“Recalculate basket” button so that your basket contents accurately display the amount
you will be charged. If you attempt to continue by clicking on the “Buy” button without
doing this then the application will advise you to recalculate.

wou being charged for all of your order. If you are using prepaid credits for all or part of your order
n option to 'buy'. If your credits do not cover the full order you will be asked to pay for that part of vour

= You can remove an item from the basket by clicking on the red cross icon in the
“Remove” column.

OPPassessmer Sractitionar site
b o ac
7 o ity oo

Home Mon-campaign Campaign Search Account details English {(European) - EE=GLNCIN

Checkout basket

Please review and oonfirm your order.

iU Product code First name Last name Instrument Language Report Credit Price Remove
2663572 OPOOOG MBTI Step I English (European) MBTI Step 1 Interpretive Repart for Organisations £43.00 E
Subtotal (excluding tax) £43.00
¥YAT £8.60
Order total £51.60
Total: 1

Furchase order number:

= 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 the “Buy” button in the bottom-left corner of the page.

= If you are paying by credit/debit card, you will be taken to Worldpay to securely enter the
card details.

OPPassessment

by The MversBrl Practitioner site
O Zshter

Home  Mon-campaign Campaign  Seard A ce t & English (Furopean) ~ BT

Checkout basket

Please review and confirm your order,

|0 Order placed successfully, Your reports will be emailed to you or can be downloaded directly depending on your preferences,

rour basket is empty. Pleas# go to the "Order reports” page to add iterns to vour basket,
Feedback support mat

Mow that yvou've arder

Revowces

A green status bar should appear informing you that the order has been placed successfully and
your report(s) will be emailed to you or made available to download, depending on your
preferences. If you usually download your reports, click on the “Campaign” menu option and
select “Download reports” to find them.

reports don't forget to obtain your feedback support materials,
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Company



OPPassessment | User guide s

Further help

If you require any further assistance with OPPassessment, our friendly, multi-lingual Customer
Service team are here to help you. Call us on 01865 404 610.

You can also find more advice on the Help pages of the practitioner site.

OPPassessment n
5 (v TheMyersriggs Practitio

Company

Home  Mon-campaign  Campaign Search  Account details

) ) Display the help text For the current page
Order reports PO Display the help text for the current page |
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