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Introduction

This training guide gives you all the information you need to create and manage your Forms and
Questionnaires within the TalentLink system.

This guide goes through the following;
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5. Creating dependencies 29-31
6. Defining scores for questions 32
7. Localisation view 88
8. Saving a Form — making a form ‘Active’ 34
9. Updating a form 35
10. Copying a form 36
11. Moving a form 37
12. Archiving a form 38
13. Re-storing a form 39
14. Troubleshooting/FAQ’s 40-43

Throughout the guide, you will see the following icons which indicate the WMJobs Team’s
recommendations which will help you with all your [title] queries.

'n' Top tips
o Important Information
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1. Understanding Forms & Questionnaires

In TalentLink, you are able to create document templates such as questionnaires and feedback forms
which capture information/data which is then fed back into the system.

This allows you to standardise the information you receive from managers and candidates, and in some
cases, attach scores to candidate answers. When scores are attached, candidates can then be identified
in pre-screening or shortlisting by the score and can be used for automation purposes.

In a practical sense, Forms & Questionnaires within TalentLink are used, for example, to make up the
different elements of your online application form — if you wanted to create a new application form, you
would do this through Forms & Questionnaires. They are also used to create the feedback forms which sit
against your Selection Process.

The forms that you create in TalentLink are broken down into ‘Form Type’ and each form type relates to
where the forms are used and for what purpose.

See below a list of the Form Types available a brief description of each;

Form Type
Diversity Questionnaire

Description
Diversity Questionnaires are used to collect personal details from your
candidates relating to equality and diversity information and is usually used
as ‘Questionnaire #2' of your Application Process.

You can build an ad-hoc report which compiles the diversity information of
your candidates, which can help you identify trends and highlight any
possible inequalities.

Because of the sensitivity of information that is being collected from
candidates through a Diversity Questionnaire, there is extra security
surrounding this type of document.

You are unable to search for Diversity Documents within TalentLink and you
need a specific role assigned to your user profile in order to view these
documents within the system

Profile

Profiles can be used to collect information from candidates, but more
specifically, can be used with the ‘Matching Candidates’ functionality in
TalentLink. By using a ‘Profile’ within your application process, you can
specify criteria to match candidates on a job-by-job basis

Questionnaire

Questionnaires are used in the Application Process, more commonly to
capture reference information, but can also be used in your Selection
Process to send to a candidate via a hyperlink in an email which contains
additional information you want a candidate to complete, for example, an
offer acceptance

Cv

A CV is used in your Application Process to collect a candidate’s
employment, education and training history as per the WM Jobs set up

Feedback Report

A Feedback Report is usually completed by a manager and are used as part
of your Selection Process to capture results of a step, for example, capture
shortlisting information or interview feedback

Candidate PIF

A Candidate PIF is the Personal Information Form (PIF) and this is
completed by a candidate as part of the Application Process when applying
online for a role
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2. Creating a new Form/Questionnaire

To navigate to ‘Forms & Questionnaires’, log-in to Talentlink, and from the left-hand menu, click the arrow
next to ‘Settings’ and select ‘Forms & Questionnaires’;

DASHBOARD

JOBS

CANDIDATES

MEETING SESSIONS

CALENDAR

REPORTING

SETTINGS

Forms & Questionnaires

Communication Templates

System Administration

User Management

Queues management

You will then see the bank of Forms & Questionnaires which sit in your environment;

Lurrfesse Q searcn

- FORM TYPES
i Forms in organisations Form type Form master language  View
All Organisations v Form types v Al v| Current forms |
.
a2
QEAR FILTER
® 0 o = e = scion
(] (@) (do not use) Lateral movers application farm Lateral movers application form =% 0@ (s
n {do not use) Priority Movers redeployment Form to capture Priority Movers employment Application form used on ]
¢ o sppication ety redeployment pool avert o =
Part 1 Master WMJobs Safeguarding plus (New application form re-design - \ B
] ¢ (5ep1)appicaten form ity S 2013 s Impmamaon o S
= ication Form art 1 Master WMjobs Standard plus eligibil (S apbaton foun =l s L@
) (@) (ep16) Application F Part 1 Master WMJobs Standard plus eligibility e e o A2 (3
o (@) (Sep16) Caldicor Code of Practice Confidentality Clause Sep16 Implementation Questionnaire 0@
(@) (5ep16) Candidate Personal Details Form o asicfor Bank Details and NI Number for Includes Medical Diversity Questionnaire L@
To ask for Bank Details and NI Number for L@
e} (55p16)Concaate PersanalDerals Form 2 ek D ane i —— Onersy Quesonnare L@k
(@) (5ep16) Candidate Personal Details Form V2 To asicfor Bank Details ana NI Number for Exciudes Medical profile L@ (s
cendidates affered 2 role.
(@] (5ep16) Health Surveillance Questionnaire To ask for Medica| detalls candidates offered 2 Sept6 Implementation Questionnaire L@
5 . (New application form re-design - B
(@) (Sep16) Internal Application Form Part 1 Master WMjobs Standard plus eligibility el o o (v (&
(Sep16) Internal/redepioyment Application vt 1 Msster WifJoss Standard olus el (New application form re-design - .
(@] Form Pert 1 Mser Wijobs Sandard plus ity Sept 214) Sept Implementation e G20
(@) (5ep16) Management Accountasility Management Accountability Sepl6 Implementation Questionnaire 0y @ [
0] (5e916) New iarterCheckise Torecor he dtesof pre employment implementaton2016 Feedback Regor o2 s
<p16) Notification of Appointmen Form completed by tne manager fellowing mplementation eedback Repo L@
(@) (Sep16) Notification of Appointment P Implementation 2016 Feedback Report 0@ [
Form includes new reference
o) (Sep16) Part 2 Master Whijobs Safequarding 2T \WNljobs Safegurading application (2 Ticks format, 2 Ticks scheme wording )
Partners) - Application Form Redesign Sept 14 - < Profile NN 7 AP
e and dedlarations (Sep16

You are able to filter the forms within your environment by using the filter criteria along the top of the

window.

You can filter by Organisation, Form Type and View (this will allow you to filter by current forms or

archived form).
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To add a new form, scroll to the bottom of the page and click on ‘Create New Form’;

CREATE NEW FORM

This will then take you to the ‘Form Details’ screen;

+

Lurresse Q Search...

1] FORM DETAILS
Form details

- Form category Diversity Questionnaire e

Form name *
G Form description *
m Form comment
‘I.

[ J Departments Associate Opportunities hd

# Form language English (UK) V|

Display type Mormal b |

D Answerable many times

CANCEL SAVE AND EDIT

Firstly, you will need to define the ‘Form category’ for your new form — this is the Form Type outlined on
Page 2.

You will then need to enter the ‘Form name’ and ‘Form description’ for the new form that you are creating,
with the option to add a ‘Form comment’.

Under ‘Department’, you will need to select the Organisation you want the form to sit under in TalentLink.

.n. Depending on your set-up, you may only have access to one Organisation or you may
have access to several — this will be different based on the user

‘Form language’ will always be defaulted to ‘English (UK)'.

‘Display type’ has two options — ‘Normal’ and ‘Next answerable’. Select ‘Normal’.

At the bottom of the screen, you’ll see an option ‘Answerable many times’. By selecting this option, you
are allowing the user who has access or receives the form, to edit the form once it's been saved.
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[ ( v, \" As best practice, we would suggest that this , however can be useful for
\"/ forms included in your application process

Once you have completed the form details, click ‘Save and Edit’.

Once you save the form, you will then see the Form Builder view within TalentLink;

Lurr:esse Q, search..

» FORM BUILDER : TEST QUESTIONNAIRE FOR GUIDE

NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW FORM SETTINGS
o — —_—

Fiter questions [English (UK}

nt Reports

e

Through Form Builder you can;

Add, remove and edit questions
Reorder questions

Preview the form that you created
View the form information

Create custom questions

Define dependencies for the questions
Translate the form

Assign scores to questions

To start building a form from scratch, you can use the options on the left-hand side of the screen which
are the questions you can add to the form.

Under ‘Question library’, you can add Lumesse standard questions to the forms, or underneath, you can
create and custom questions through ‘New question’.

(/;\ ./\" The Lumesse standard questions are commonly used in the forms which make up your

\ > , to ensure that candidates applying online are able to transfer information
between multiple applications such as Employment History. The have been pre-set by the
WMJobs Team. You will find that you will use the ‘New Question’ function more commonly
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3. Creating Custom Questions

Within Form Builder, click the white arrow next to ‘New question’ and you will see question options you
have to add to your new form;

[=] Section question

[=] Freetext guestion

[=] Multiple choice question
[=] Single choice question
[=] Upload File

[=] Simple text no answer
[=] Image no answer

(=]

Each question in the list has a different function which you can build into your form. See below a table
outlining a description of each question type in the list under ‘New question’;

Question Type Description
Section Question A Section Question is written in a different font colour and is bigger than

other questions — this question acts as a container for an explanatory
paragraph prior to the set of question that relate to it. You can pin a Section
Question to the end of your questionnaire or anywhere else you would not
expect to find a question. If can also be used to visually divide questions in
the form into various groups

Free Text Question A Free Text Question is one that is entered into the form and an answer can
be typed in response to the question — it allows free text to be typed in
Multiple Choice Question | This option allows you to create a question with a list and a candidate or
manager can select more than one option from the list that you define
Single Choice Question | Similar to the Multiple Choice Question, however, a candidate or a manager
will only be able to select one option from the list that you define in the
question

Upload File An Upload File question allows you to enter functionality into your form that
allows the end user to upload a document which will be fed into TalentLink,
for example, if you ask a candidate for a copy of their qualifications, you
could use this guestion on a form as function to allow them to do this
Simple Text no Answer This question allows you to enter text into your form as an instruction to a
candidate or manager on the form. It doesn’t require a response from the
end-user

Image no Answer This question allows you to insert a logo into your form

To add a custom question to your form, hover over the type of question you want to add and drag and
drop this into the Form Builder;
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LLII'I'?ESSE Q Search.__

A FORM BUTLDER : TEST QUESTIONNAIRE FOR GUIDE
. NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW FORM SETTINGS
22

»  Question fibrary
o=

m [=] Section question
[®] Free text guestion
[=] Multiple choice question

‘= (&] Single choice question
(¥ Upload File
[=] Simple text no answer
f ol (5] Image no answer
=
o
o

Once you drop the question, this will then appear as a section in your form;

= Lun-;se O, search..

# FORM EUILDER : TEST QUESTIONNAIRE FOR GUIDE
. NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW FORM SETTINGS

=
®

m [=] Section question
[®] Free text question
[=] Multiple choice question
'= [®] Single choice question
(=] Upload File

BE® Custam Question

[®] Simple text no answer
(=) Image no answer

2]
7]

You can then edit the text of the question by clicking the [ icon, or you can delete the question your form

by clicking the % icon, under ‘Actions’.

When you edit the question, you will be given several formatting options;

Lum?esse Q, search...

1] FORM BUILDER : TEST QUESTIONNAIRE FOR GUIDE
™ s% -8
.
a2
S
Question Label (In UK) a Required
m ® B 7 U FontFamilye FontSizesw A =
@ = a Answer inline
® I
¢ ® a Question inline
® Custom Question Lot ‘
® ~
o @ Fren v
O]
e Minimum length
Characters left 495/510 Maximum length
o Answer size Tiny x1 Line v‘

CANCEL

The options available here will depend on the question type you have entered into your form.

The table below outlines the layout options available against what Question Type is relates to. It also gives
a brief description of the layout option;
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Description Section Free Multiple Single Simple Image

Text Choice Choice Text
Has title? Display the question title

Required This  will make the
question mandatory in
your form and will be
identified in the form to the
end user
Question This is to do with the
inline formatting — this will display \/
the question on the same

line as the previous
question
Answer This will display the answer

v
Vv
inline on the same line as the \/
v

question

Indentation | This will align the text
right, left of centre

ST K]S K
N
N

Presentation | This option will display the
answers as a dropdown list,
or single, or multiple
columns

NS N G R

v/

With certain questions, you will also have content properties which are again, dependent on Question
Type. Content properties may be defined for free text, multiple choice and image type questions as follows;

Free Text Question | Multiple Choice Question Image Question
e Answer type (number, e Select at least (minimum e Image Title
date, etc.) number of sections) e Description
e Minimum and maximum e Select at most (maximum e Image Size (width and
length (in characters) number of selections) height)
e Answer size (one to 8
lines)

You now know what different questions there are available and the different formatting available in
accordance to question type, see below all questions and an example of adding this type of question into
a form within TalentLink;
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Section Question

Drag and drop a ‘Section Question’ into your form;

+
Lumesse Q_ Search...
f FORM BUILDER ; TEST
[ ] R =
. NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW
2
S
6 o
5] Section question Actions Question
e [®] Free text question B T Section question
(&) Multiple choice question [CR 4O
= %] Single choice question
5] Upload File
[®) simple text no answer
.; (&) Image no answer
5

Under ‘Actions’ click the || icon to edit the question;

Question inline

Question Label (In UK) O

B 7 U |FontFamilyr FontSizesv A ~

L&

‘ Has title Yes v

Section question

Characters left: 494/510

CANCEL SAVE

Within the text box, you can add a title within your form or explanatory text, by typing it here — you do have
a character counter underneath the box to keep track of the characters you’re using;

B 7 U FontFamily» FontSizes~ A ~

L &

Candidate Detaild

Characters left: 493/510

Once you have entered the text, you can use the formatting options along the top of the window to format
the text;
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IB 4 U Arial * 14px - A -

T ®

Candidate Details|

Characters left: 433/510

.ﬁ. If you want to add a title AND explanatory text, bear in mind, the text entered into a Section

Question can only be formatted one way. So, for example, if you wanted the title in bold and

the explanatory text unformatted, you would need to add two section questions and format
appropriately

Once you are happy with the text you have entered, click the green ‘Save’ button;

Question Label (In UK) D Question inline
IB I U Ir‘-\rial ~ 14px iR s Has title Yes v
o

Candidate Details

Characters left: 493/510

CANCEL SAVE

You will then see the title of the question, sitting in the overview of the Form Builder;

+*
Lumesse Q_ Search...
" FORM BUILDER : TEST
[ ] 22 =W
. NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW
2
S
6 o
(=] Section question Actions Question
e (=) Free text question E I Candidate Details
(&) Multiple choice question o] B
= %] Single choice question
5] Upload File
(=) Simple text no answer
.; (&) Image no answer
®

As you are building a form or adding new question to an existing form, you can use the preview function
to see what the form would look like to an end user.

At the top right of the screen, click the = icon to preview your form;
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Lurr:esse Q Ssearch...

" FORM BUILDER : TEST

P »  Form Information
o
»  Question library

@. ¥ New question

5] Section question
(") 5] Free text question
(=] Multiple choice question

m (W) single chaice question
(%) Upload File
(%) Simple text no answer
¢ () Image no answer
=
o
(7]
(]

A pop-up will appear on

NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW

FORM SETTINGS

LOCALISATION VIEW

Actions Question

P Candidate Details
& &+

the screen with your created questions;

GENERIC FORM PREVIEW

Diversity Questionnaire:
Form id:

Form description;

Form update date:
Form comment:

Form language:

[1] Candidate Details

Test (Version1)
38695

Test
12/03/2018

English (UK)

PRINT CLOSE CALCULATE
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Free Text Question

Drag and drop a ‘Free Text Question’ into your form;

Q Ssearch...

+
Lumesse

S FORM BUILDER : TEST

.
o

»  Question library
&

(%) Section question
(") (%) Free text question
(%) Multiple choice question

& (] Single choice question
(5] Upload File
(&) Simple text no answer
‘; (&) Image no answer
o
7]
(/]

NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW

FORM SETTINGS

Actions ‘Question

Candidate Details

BEE

&= Custom Question

Under ‘Actions’ click the [] icon to edit the question;

Question Label (In UK)

L &

B 7 VU |FontFamiyr FontSizes i -

Custom Question

Characters left: 495/510

O

O

O
Indentation Left
Answer type Free text
Minimum length
Maximum length
Answer size Tiny x1 Line:

LOCALISATION VIEW

Required
Answer inline

Question inling
A4

v

CANCEL SAVE

Within the text box, you need to enter the title of the free text field you want the end user to see on the
form when typing into the question;

Question Label (In UK)

I W

B 7 U FontFamiyr FontSizesv A +

Namg

Characters left: 506/510

You can format the text if you wish by using the formatting options along the top of the window.

Using the options to the right, you can specify the formatting if the cell. You can align the answer, specify
an amount of characters and the answer type. Refer to page 9 for options.

Once you have created the question, click ‘Save’.
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Use the preview function to view the question you have created as outlined page 12.

.ﬁ. The preview option is particularly good for previewing the layout of your form. If you are
formatting your questions by using the ‘Answer inline’ and ‘Question inline’ functionality, this
is a great way to see what each individual question will look like
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Multiple Choice Question

Drag and drop a ‘Multiple Choice Question’ into your form;

LLII’T”ESSE Q_ Search...

ﬁ FORM BUILDER : TEST
™ o=
o NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW

x
® romusETTNGS

(&) Section question Actions ‘Question
® (3] Free text question R Candidate Details
(%] Multiple choice question E@EE
& ) Single choice question
5] Upload File
(&) Simple text no answer -
¢ (%) Image no answer i @ = Name
° EBEE Custom Question
(7]
[~

Under ‘Actions’ click the |«] icon to edit the question;

Question Label (In UK) D Required
B 7 U |FontFamily= FontSizes~ A ~
| 1 = D Answer inline
I &
D Question inline
Custom Question Indentation Left v ‘
Presentation Dropdown select ¥ ‘
Alphabetical sort in Mo v ‘
Front Office
Characters left: 495/510 Alphabetical sorting only applies to the dropdown select presentation.
Select at least
Select at most
Assigned Order Label (In UK) Default
1 O
D Last

CANCEL SAVE

Firstly, within ‘Question Label’, type in the name of the question and format as appropriate;

Question Label (In UK)

|B I U IFontFaminv Font Sizes» A

X

Please select which qualifications you have

Characters left: 467/510

Underneath, you will see a small list — this is where you specify each of the options the end user can see.
Start to type your first option into the first field within the list;
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Assigned Order Label (In UK) Default

1 GCSE English| |
2 O
D Last

As you start to type, you will see that more options appear for you to specify more options.

Under the column ‘Assigned’, you will see checkboxes. Here, you can select which ones your end user
can see. If you need to edit the options in your list, this is particularly useful to use if an option is no longer
relevant in the list on your form.

The options will appear in the order you type them in the list and will correspond to the ‘Order’ number
specified.

The column ‘Default’, allows you to define a default option to the end user. This is particularly useful for
‘Yes’ and ‘No’ questions or defining a common default answer;

Assigned Order Label (In UK) Default
1 GCSE English
2 GCSE Maths O
GENERIC FORM PREVIEW )4
Diversity Questionnaire: Test (Version1)
Form id: 38695
Form description: Test
Form update date: 12/03/2018
Form comment: -
Form language: English (UK)

[1] Candidate Details

[1] Name

[1] Please select which qualifications you have
[0] GCSE English
[0] GCSE Maths D

PRINT CLOSE CALCULATE

Within the list, you will see a ‘Last’ option. If you are specifying options and you want your end user to be
able to specify an ‘Other’ option in a free text field, select ‘Last’ and this option will appear to the user as
a standard field;

16 | T:0121 569 2070 E: helpdesk@wmemployers.org.uk W:www.wmemployers.org.uk



Assigned Order Label (In UK) Default

1 GCSE English O
2 GCSE Maths ]
O 3 O
Last
GENERIC FORM PREVIEW x

Diversity Questionnaire: Test (Version1)

Form id: 38695

Form description: Test

Form update date: 12/03/2018

Form comment:

Form language: English (UK)

[1] Candidate Details

[1] Name

[1] Please select which qualifications you have
[0] GCSE English D
[0] GCSE Maths D

Other:_l

PRINT CLOSE CALCULATE

Once you have specified your multiple-choice options, you can then choose how you want these options
to be displayed (you can use the preview function so see what the different options would look like);

Presentation - Checkbox -1 ColL v

Dropdown select
Checkbox - 1 Column

Alphabetical sort in

Front Office Checkbox - 2 Columns
Checkbox - 3 Columns| @
Select at least Parallel boxes

If you have selected ‘Dropdown select’, you can choose whether you want the options you have specified
to be displayed in alphabetical order;

Alphabetical sort in ' Mo 4
Front Office

Yes nl

With a multiple-choice question, you can set limits for the end user on how many options they can choose
as a minimum and maximum;

Select at least

Select at most

If you want to force your end user to select at least 1 option, specify ‘1’ in ‘Select at least’ and whatever
you choose in ‘Select at most’
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.¢. You don’t have to specify limits for a multiple-choice question — it’s thinking about what
you are using the question for and how specific you'd like the answers to be. If you want your
end user to be able to select as many options as they’d like, you can leave these fields blank

Once you have specified all fields, click ‘Save’.
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Single Choice Question

Drag and drop a ‘Single Choice Question’ into your form;

Lun\'"esse Q Ssearch...
S FORM BUILDER : TEST
& L2 -/
. NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW

x
& romusETTNGs

(=] Section question Actions Question
e (®) Free text question ‘ﬁ T Candidate Details
(% Multiple choice question el |
= 5] Single choice question
] Upload File
&) Simple text no answer -
¢ & Image no answer EEE Name
] — Please select which qualifications you have
‘ | q ¥
] % [+
O GCSE English
0 D GCSE Maths
o EE= Custom Question o

Under ‘Actions’ click the | icon to edit the question;

Question Label (In UK) Required

B 7 U | FontFamilyw FontSizes~v A ~
| | — Answer inline

000

A
Question inline
Custom Question Indentation Left v |
Presentation Dropdown select v |
Alphabetical sortin No v |
Front Office
Characters left: 495/510 Alphabetical sorting only applies to the dropdown select presentation.

Assigned Order Label (In UK) Default
O 0 O]
1 O
O Last
CANCEL SAVE

A single-choice question is similar to a multiple-choice question in functionality, however, you are forcing
your end user to select one option only to this question.

Firstly, within ‘Question Label’, type in the name of the question and format as appropriate;

Question Label (In UK)

IB I U lFontFamilyv FontSizes+ A ~

L &

Are you HCPC registered?

Characters left: 486/510
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Underneath, you will see a small list — this is where you specify each of the options the end user can see.
Start to type your first option into the first field;

Assigned Order Label (In UK) Default
o o ®
1 Yes O
: o
O Last

As you start to type, you will see that more options appear for you to specify more options.

Under the column ‘Assigned’, you will see checkboxes. Here, you can select which ones your end user

can see. If you need to edit the options in your list, this is particularly useful to use if an option is no longer
relevant in the list on your form.

The options will appear in the order you type them in the list and will correspond to the ‘Order’ number
specified.

The column ‘Default’, allows you to define a default option to the end user. This is particularly useful for
‘Yes’ and ‘No’ questions or defining a common default answer;

Assigned Order Label (In UK) Default
o o O
1 Yes O
2 No ®
3 O
O Last
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GENERIC FORM PREVIEW X

Diversity Questionnaire: Test (Version1)
Form id: 38695

Form description: Test

Form update date: 12/03/2018
Form comment: -

Form language: English (UK)

[1] Candidate Details

[1] Name

[1] Please select which qualifications you have
[0] GCSE English I:l
[0] GCSE Maths ]

[1] Are you HCPC registered?
[0]No ¥

PRINT CLOSE CALCULATE

With a single-choice question, within the list of options, as default field which appears is ‘Please select /
No answer’;

Assigned Order Label (In UK) Default

0 ®

(<]

Yes

&

No

N <
O O O

Last

If you select the ‘Presentation’ as ‘Dropdown select’ and set this option as a default, it will appear to the
end user when completing the form;

GENERIC FORM PREVIEW X
Diversity Questionnaire: Test (Version1)
Form id: 38695
Form descrlptlnn: Test
Form update date: 12/03/2018
Form comment: -
Form language: English (UK)

[1] Candidate Details

[1] Name

[1] Please select which qualifications you have
[0] GCSE English |:|

[0] GCSE Maths M

[1] Are you HCPC registered?

Please select ¥ |

PRINT CLOSE CALCULATE
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Within the list, you will see a ‘Last’ option. If you are specifying options and you want your end user to be

able to specify an ‘Other’ option in a free text field, select ‘Last’ and this option will appear to the user as
a standard field;

Assigned Order Label (In UK) Default

i
®

1 Yes O
2 No O
3 @
GENERIC FORM PREVIEW X

Diversity Questionnaire: Test (Version1)
Form id: 38695

Form description: Test

Form update date: 12/03/2018
Form comment: =

Form language: English (UK)

[1] Candidate Details

[1] Name

[1] Please select which qualifications you have

[0] GCSE English D
JOLGCSE Mathe ]

[1] Are you HCPC registered?

Please select ¥

Other:

PRINT CLOSE CALCULATE

Once you have specified your options for your single-choice question, you can then choose how you want

these options to be displayed (you can use the preview function so see what the different options would
look like);

Presentation Dropdown select v

Dropdown select

Radio button - 1 Column
Radio button - 2 Columns
Radio button - 3 Columns %

Alphabetical sartin
Front Office

If you have selected ‘Dropdown select’, you can choose whether you want the options you have specified
to be displayed in alphabetical order;

Alphabetical sortin ' Mo v

Frant Office
Yesg m

Once you have created the question, click the green ‘Save’ button.
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Upload File
Drag and drop an ‘Upload File’ question into your form;

Q_ Search...

+
Lumesse

f FORM BUILDER : TEST

. NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW
22

-
6 ouserms

(%) Section question Actions Question
Q 5] Free text question — Candidate Details
(&) Multiple choice question ] B
= 5] Single choice question
3] Upload File
5] Simple text no answer R
¢ & Image no answer EEE Name
] BRE Please select which qualifications you have
] B [+
D GCSE English
0 O GCSE Maths
& & Are you HCPC Please select v

registered?

RS Upload File Choose File

Under ‘Actions’ click the || icon to edit the question:

Document Type
P S M Required

Warning: guestion not visible to candidate, if used in Application Process

Choose File

A File formats allowed: .bmp, .doc, .gif, jpeg, jpg, .odg,
.odp, .ods, .odt, .pdf, .png, .rtf, .tif, .tiff, .text, .txt, .xls,
.docx, xlsx, .ppt, .pptx, .sxw, .wpd. Question Title Upload File

Maximum: 5120 KB

Answer inline

000

Question inline

Indentation Left v

CANCEL SAVE

Firstly, under ‘Document Type’, specify the type of document you would like the end user to upload
(normally ‘Other’ for this type of question) and under ‘Question Title’, type the question you will to appear
to the end user;

Required
Answer inline

Question inline

O 00

Indentation Left v

Question Title Please upload a copy of yol
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GENERIC FORM PREVIEW x

Diversity Questionnaire: Test (Version1)
Form Id: 38695

Form description: Test

Form update date: 12/03/2018

Form comment: -
Form language: English (UK)

[1] Candidate Details

[1] Hame

(1] Please select which qualifications you have
0] GCSE English (]

[0] GCSE Maths D
[1] Are you HCPC registered?

Please select v

[1]Please upload a copy of your certificate
Choase File (Warning:only usable by candidate)

PRINT CLOSE CALCULATE

Once you have completed the question, click ‘Save’.
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Simple text no answer

Drag and drop a ‘Simple text no answer’ question into your form;

LUI’T;SSE Q Ssearch...
f
22 =®
- NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW
. -
.
@' 5] Section question Actions Question
[®) Free text question B m T Candidate Details
0 (&) Multiple choice question & BE
(3] Single choice question
(=) Upload File
m (&) Simple text no answer -
[®) Image no answer EEE Name
¢ :
»
BEE Please select which qualifications you have
F o] = 0O GCSE English
D GCSE Maths
@8 Are you HCPC Please select ¥
o registered?
@8 Please upload a copy of
your certificate
BRG Custom Question
. . - ) . . L
Under ‘Actions’ click the |« icon to edit the question;
Question Label (In UK) D Question inline
| B 7 V . Font Family=  Font Sizes = i hd Indentation Left v
I &
Custom Question
Characters left: 495/510
CANCEL SAVE

This is a question to give instruction to the end user completing the form and is different to a section
guestion as these are more prominent.

Type in the text you would like displayed:;

Question Label (In UK)

B 7 U |FontFamily» FontSizes~ A ~
1 |

I &

Thank you for completing the form - we'll be in touch

Characters left: 457/510

Choose whether you would like this inline with the last question by ticking ‘Question inline’ and click ‘Save’
once you have finished creating this question.
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Image no answer
Drag and drop an ‘Image no answer’ question into your form;

Lurr;zsse Q_ Search...

»  Question library

] (%) Section question Actions Question

5] Free text question
(=] Multiple choice question

Candidate Details

BEE

oa =] Single choice question
(=) Upload File
@ (w] Simple text no answer .
(=) Image no answer EGBE Name
®
- Please select which qualifications you have
=l =
m D GCSE English
D GCSE Maths
¢
v -
[« &= Are you HCPC Please select ¥
o registered?
(2] BE® Please upload a copy of | Ghoose File
your certificate
o - Thank you for completing the form - we'll be in
i B touch
B& Custom Question

Under ‘Actions’ click the [] icon to edit the question:

Choose File | No file chosen O Question inline
Indentation Left v
Image Title Custom Question
Accepted images: .png, .gif, .jpg, Smaller than 100kb.
Description
p
width
Height

CANCEL SAVE

To add an image on your choice, click ‘Choose File’ and browse your local drive for the image you'd like
to upload to the form.

You can then edit the properties of the image, and if need be, you can change the dimensions of the image
you've uploaded by entering new figures into ‘Width’ and ‘Height’;

D Question inline
Indentation Left v
Image Title Custom Question
Description
4
Width
Height

Once uploaded and the properties have been defined, click ‘Save’.

Once you save, you will see the image with Form Builder;

26 | T:0121 569 2070 E: helpdesk@wmemployers.org.uk W:www.wmemployers.org.uk



LUTT’ESSE Q_ Search...

|=] Single choice question

PS =] Upload File

5] Simple text no answer

(=) tmage no answer ERIC R
— Please select which qualifications you have
22 @ue ;
D GCSE English
@ O GCSE Maths
o @R Are you HCPC Please select ¥ |
registered?

& &= Please upload a copy of | Choose File

your certificate
e
4
R Thank you for completing the form - we'll be in
o PR A0 touch
0 \;J ,i o Custom Question

’ . WMJobs
mWe Manage Jobs
Your Public Sector Job Site
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4. Re-ordering Questions

Once you have created all the questions that need to sit in your form, it doesn’t matter what order you’ve
created them in as you have the ability to re-order questions.

You can do this one of two ways — firstly, within ‘Normal View’ where it lists all your questions and a
preview of content, you can simply drag and drop questions into a different order;

Lun.';sse Q Search...

A FORM BUILDER : TEST

. NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW
2

: S

6 omserms

[®) Section question
") (&) Free text question =] %+
(=] Multiple choice question
m (W) single chaice question
3] Uplozd File
(5] Simple text no answer
¢ () Image no answer
=

Candidate Details

o - Please select which aualifications vou have

Q_ Search...

+
Lumesse

f FORM BUILDER : TEST

. NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW
22

-
& ouserms

(%) Section question Actions Question
O (8] Free text question — .
(=] Multiple choice question B Name
& [ Single choice question
(] Upload File
(] Simple text no answer — Candidate Details
¢ (=) Image no answer QEE
<] [ Please select which qualifications you have

Secondly, you can click on the ‘Reorder View’ tab and this will show you the questions in number order;

Q, search...

+
Lumesse

S FORM BUILDER : TEST

. NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW
2

- > Quesﬂon “m’y —————————————
® o

1 Name
=
(") 5
=
=
m ® 2 Candidate Details
®
¢ ®
=
3 Please select which qualifications you have
[2) 4 Are you HCPC registered?
5 Please upload a copy of your certificate
6 Thank you for completing the form - we'll be in touch
7 Custom Question
htt lobal3, tlink.com/tl icted/conts -form/formbuilder?form|d=386958_t=1520851930271#caaaaaa

Here, you can drag and drop the questions into the correct order, the same as you would do in ‘Normal
View’.
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5. Creating Dependencies

Within the Form Builder, you can enter ‘Dependencies View’ which enables you to create dependencies
between questions.

By defining a dependency, you can enable/disable selected additional questions based on the answers
provided by the end user of the form. Before you create dependencies, it's important to plan how you want
the gquestion to look and ensure you have created all the relevant questions in your form to correspond
with your dependency-based questions. Dependencies can only be set for Single and Multiple-Choice
questions and you will only find these questions available in the ‘Assigned Questions’ section with
‘Dependencies View'.

To create dependencies, within the form you have created on an existing form, click ‘Dependencies View’,

NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW

This will show you ‘Assigned Questions’ — which are the questions available for you to set dependencies
against and the Dependencies Workspace, showing the tree of linked questions;

NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW

(] > Question llorary

o

- . 4 )| Assigned questions

O Please select which qualifications you

@ e

Q © Are you HCPC registered?

¢ &

= e you — a—

No

0 ' Please en
— T2k YO

P P rease vt
EEE— "7 YO
EEE— CuSOM C

The tree helps you to visually see the which options have been linked to which questions, which is useful
if you are setting multiple dependencies.

As and when you work through them, you can ‘Reload Tree’ to update this view by clicking the @ icon.

To create a dependency, firstly, under ‘Assigned Questions’, check the question you wish to set
dependencies against. This will then bring forward the ‘Options’ available in this question.

FORM SETTINGS

F] Assigned questions F] Options
O Please select which qualifications you O Yes
have
O no
(3) Are you HCPC registered?
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In the example I've shown here, | want to set a dependency against the questions ‘Are you HCPC
registered?’.

If the end user selects ‘Yes’, | want them to provide their HCPC number.
If the end user selects ‘No’, | want a message to appear to ask them to continue with the form — at this
point, | have created the initial master question along with a Free Text Question for the end user to enter

their HCPC number, and a Simple Text No Answer Question for the ‘thank you’ statement.

To set an answer against ‘Yes’, click this under ‘Options’ — this will then bring forward all ‘Available
questions’ within the form that’s been created;

FORM SETTINGS

a Assigned questions 4 Options 4 Available questions
O Please select which qualifications you ®ves [ Name
have
O No [] candidate Details
@ Are you HCPC registered?
[ Please select which gualifications you have

[ please enter your HCPC number
[] Thank you, please continue
[] Please upload a copy of your certificate

[] Thank you for completing the form - we'll be in
touch

[ custom Question

Against ‘Yes’, in ‘Available Questions’, ‘Please enter your HCPC number’ has been selected. Once your
options have been selected, save the form in the top right of the window — if you move away from the
screen, this will save your changes;

2 =&

Once saved, if you reload the tree, you can now see the question linked to the ‘Yes’ option;

— o — T
C—

Next, in this example, ‘No’ has been selected under ‘Options’, and this has refreshed the available options;

FORM SETTINGS

a Assigned questions Pl Options 4 Available questions
O Please select which qualifications you O Yes ] Name
have
@®Ino [] candidate Detzils
® Are you HCPC registered?
[[] Please select which gualifications you have

[ Please enter your HCPC number
[] Thank you, please continue
[] Please upload a copy of your certificate

[[] Thank you for completing the form - we'll be in
touch

D Custom Question

Against ‘No’, ‘Thank you, please continue’ has been selected and the form has been saved.

The tree has been reloaded and can now see an option appearing next to ‘No’;
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(N0 Thankyus

Now that the dependencies have been set, | can preview them by selecting the = icon.

If I navigate to this question, | can see how the dependencies will work. If | select ‘Yes’;

[1] Are you HCPC registered?

Please select
Please select

a copy of your ¢

The form provides me with the dependency | created;

[1] Are you HCPC registered?
[0] Yes v

[1] Please enter your HCPC number

If | select ‘No’;

[1] Are you HCPC registered?
[0] No v

[1] Thank you, please continue

The available question | selected appears.

) \‘) You can have other available questions linked to your master question, it depends how you
want the form to be set up. so you have a clear picture
in mind of what you want to achieve
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6. Defining scores for questions

Within the Form Builder, you can enter ‘Scoring View’ which lets you use the scoring results to;

Rank candidates by the scores they achieve

Automatically move candidates through the Selection Process

Automatically reject candidates

And more commonly in our set up, use a score to easily identify how a question has been
answered by looking at the Selection/Hiring tab on a vacancy.

The questions which can be scored against are single of multiple-choice questions.

To set a score, click on the ‘Scoring View’ tab within your form;

NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW

You can then see all the questions within your form and the questions you are able to score;

LUI’T‘ESSE Q_ Search...

H s Name Cannot s
= 0 Candidate Details Questionweight: [ |
= Please select which qualifications you have Questionweight: [I___ ]
-
Options Option score
0
GCSE English
e GCSE Maths o
m Are you HCPC registered? Questionweight: |1
Options Option score
1Y
G Yes d
<] o 0

Q Please enter your HCPC number Cannot score free text
o Thank you, please continue

Please upload a copy of your certificate

Thank you for completing the form - we'll be in touch

Custom Question Cannot score image

To add a score, simply enter this into the field under ‘Option score’;

Are you HCPC registered? Question weight: 1

Options Option score
Yes
No L

You can also weight questions to identify them as more important, however, this is something that is not
commonly used in our set-up.

Once you have entered scores, save the form by clicking the icon at the top right-hand of the screen.

Now, because | have set a score on this question, | can use this if | am creating an automated Selection
Process (see our Selection Process Training Guide for more details). Also, if | ask candidates to
complete this form as part of the application process, when they apply, if them have a score of ‘50’, | know
they have answered a particular way to this question.
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7. Localisation View

Localisation View enables you to translate the questions and options available on the form into any
languages available for our Company.

I's not something that is widely used with our set-up at WMJobs, however the option is available so only
one form is created available in different languages.
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8. Saving a Form — making a form ‘Active’

When you create a new form within Forms & Questionnaires, it's important to save the form within
‘Normal View’ as saving the form makes it active within TalentLink. When we say ‘active’, it means that
you are able to select the form when creating a Selection Process, or when linking a form to a
Communication Template.

It's also important to save a new active version of your form if you make changes so that these appear
straight away, and it updates the form if it’s linked to a specific Selection Process step.

To save a newly created form or save changes you've made, click the El icon whilst is ‘Normal View’;

,'&Jﬁ

NORMAL VIEW REORDER VIEW DEPENDENCIES VIEW SCORING VIEW LOCALISATION VIEW

FORM SETTINGS

When you click ‘Save’, the following message will appear;

Saving this form will create new active version. Do you want to

continue?

You want to make the form ‘active’, so click ‘Ok’.

By clicking ‘Ok’, you will be taken back to the bank of Forms & Questionnaires which sit in your
environment.

From this view, you can tell which forms haven’t been activated as they will have an j icon next to
them in the far end column, ‘Actions’;

Personal Information

Form for External .
Site. Application Candidate PIF Il @[3
Redesign Project -

Sept 2014

New Personal Information Form for External

O personal Information
Site
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9. Updating a form

To make changes to a form which has been created, navigate to the form through ‘Settings’ in the left-
hand menu and select ‘Forms & Questionnaires’.

Use the filter along the top of the screen to find the form you wish to change — ensure you have the
correct organisation, form type and ensure you in the correct view.

When you find your form, under ‘Actions’ you can click one of three icons;

— =]

By clicking the . icon, you can edit the form details including the name, description, form type and
which organisation this form primarily sits under.

By clicking the el icon, this takes you straight into form builder where you can edit, delete or add new
questions to the form.

You can preview the form from this view by clicking the icon.

Ensure when you make changes you save your form as outlined on page 34.
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10. Copying a form
Rather than create every form from scratch, you have the functionality within TalentLink to copy forms.

To copy a form, navigate to your Form Bank and check the form you wish to copy;

® Test

At the bottom of the screen, you will see the following dropdown options;

Maove selected form to: Please select v

Copy selected form to: Please select v

From the dropdown list next to ‘Copy selected form to’, select the name of the organisation you want to
copy the form to.

0 By selecting the organisation from the drop-down list, this is the system’s prompt to copy
the form — you are not asked to confirm whether you want to copy the form, this will
automatically be done by choosing an option from the list — be mindful before copying your
forms

This will then copy the form to the organisation you choose from the dropdown list.
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11. Moving a form
You can move the forms you create within TalentLink between your different organisations.

To move a form, navigate to your Form Bank and check the form you wish to move;

® Test

At the bottom of the screen, you will see the following dropdown options;

Maove selected form to: Please select v

Copy selected form to: Please select v

From the dropdown list next to ‘Move selected form to’, select the name of the organisation you want to
move the form to.

0 By selecting the organisation from the drop-down list, this is the system’s prompt to move
the form — you are not asked to confirm whether you want to move the form, this will
automatically be done by choosing an option from the list — be mindful before moving your
forms
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12. Archiving a form
You are able to manage the forms you no longer use by archiving them under Form Management.

To archive a form, firstly, access ‘Forms & Questionnaires’ from the left-hand menu ‘System
Administration’.

Filter your templates to which ‘Organisation’ the original template sits in and what ‘Form Type’ the template
is (see page 4).

From your list, select which template you wish to archive;

@ Test

Once selected, at the bottom of the screen, click the ‘Archive’ button;

ARCHIVE FORM

o By clicking on the archive button, this is the system’s prompt to move the form to
archived — you are not asked to confirm whether you want to archive the form, this will
automatically be done by clicking the button— be mindful before archiving your forms
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13. Restoring a form

If you have archived a form previously, TalentLink allows you to restore the form so it can actively be used
again and will sit under ‘Current forms’ rather than ‘Archived forms’.

To restore a form, firstly, access ‘Forms & Questionnaires’ from the left-hand menu ‘System
Administration’.

Along the top of the screen, firstly, filter all the forms to ‘Archived forms’

View

Cumrent forms ¥ |

Current forms
Archived forms

This will then show you the list of forms which sit in your archive. Check the form you wish to restore;

® Test

At the bottom of the screen, click the ‘Restore’ button;

RESTORE FORM

o By clicking on the restore button, this is the system’s prompt to move the form back to
‘Current Forms’ — you are not asked to confirm whether you want to restore the form, this
will automatically be done by clicking the button— be mindful before archiving your forms

This form will now be sitting under ‘Current Forms’.
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14. Troubleshooting/FAQ’s

| can’t find a form I’ve just created

When creating a form within TalentLink, using the filters along the top of the screen, you need to select
which organisation you want the form to sit under and what form type at the point of creation;

Forms in organisations Form type

All Organizations ¥ Form types ¥

When you create the new form, under ‘Form Details’, these can be changed,;

Form details

Form category Diversity Questionnaire ¥

Form name *
Form description *

Form comment

Departments Corporale Library ¥
Form language English (UK} ¥
Display type Mormal o

If these were not changed or specified at point of creation, it's more than likely that your form is sitting
under the organisation ‘Corporate Library’.

To find the form, if you filter ‘Forms in organisations’ to ‘All organisations’ and ‘Form type’ as ‘Form
types’, this will show you all the forms available in your environment, without being organisation specific,
therefore, you should be able to find the form.

As outlined above, you can change this by editing the form. See page 35.
I can’t find a form I’m trying to attach to a selection/application process

More than likely, you have created the form, however you haven’t activated the form. If you navigate to
Forms & Questionnaires, next to your created form — is this isn’t active, you will see an ! | icon;
WMjobs Safeguarding application (None 2

Part 2 - Master WMJobs Safeguarding Form Ticks Partners) arm Redesign
Sept 14

To active the form, follow the steps on page 34.
My dependencies aren’t working correctly

Before building your dependencies on a form, it's always recommended that you map out which
dependencies are based on which questions, to avoid any confusion.

It's important that when creating dependencies that you save as you go along (page 30) and preview
the form (page 31) where possible to see how your dependencies are working. It's always good to preview
your dependencies tree as well to see where the dependency may be failing — it is a case of trial an error
in this case, to try and identify and correct the issue.
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One thing to bear in mind is the order of the questions sitting within your form — if you change the order of
the questions within your form, you may find that a dependency question may appear in the wrong place
if that question is sitting in the form before or after the parent question.

Using the example form created within this guide, a dependency was created based on the question ‘Are
you HCPC registered’. If answered ‘Yes’, the end user would be prompted to enter their HCPC registration
number — if they answered ‘No’, they would receive a message to say ‘Thank you, please continue’;

5 Are you HCPC registered?
6 Please enter your HCPC number

7 Thank you, please continue

The above is taken to ‘Reorder view’ within the Form Builder.
If I move this question, for example, to the bottom of the form;

5 Are you HCPC registered?
6 Please enter your HCPC number
7 Flease upload a copy of your certificate

8 Thank you for completing the form - we'll be in touch

9 Thank you, please continue

When | preview the form, and answer ‘No’ to ‘Are you HCPC registered’, you can see that the ‘Thank you,
please continue’ statement, now appears at the bottom of the form rather than underneath the initial
question;

[1] Are you HCPC registered?

[0] Mo v

[1]Please upload a copy of your certificate

Chooze File (Warning:only usable by candidare)

[1] Thank you for completing the form - we'll be in touch

[1] Thank you, please continue

You need to ensure that your questions are sitting within your form in the correct order, especially when
linked to dependencies so that they appear correctly in the preview.
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| want to make changes to a form in use

You are able to make changes to forms in use — if you update a form which is attached to an active
selection process, the changes will automatically update (therefore, you won’'t have to upload new
versions of the form in your selection process).

When you make changes to an active form, the system will ask you if you want to create a new active
version — by clicking ‘Ok’, the form will be updated in the system;

Saving this form will create new active version. Do you want to

continue?

You can also make changes to forms which are attached to your application process. If you edit a form
which is active in an application process, the system will prompt you how many vacancies there are with
this particular form in the application process and will ask you if you want to update them to the new
version;

There are 1 live postings using this form in the application process.
Do you want to update them to use this new version?

NO

If you click ‘Yes’, note that the change that you have made will appear to new candidates who click
apply. If a candidate is part way through an application form and has saved and resumed, they will submit
an old version of the form, rather than the new.

What happens if | archive a form that is a part of a live selection/application process?

If a form is linked to a selection or application process which you then archive, this should have no affect
on your live processes — candidates will still be able to apply for a role and you'll still be able to move
candidates through a process.

If at some point you wanted to edit the form, include this in a selection process elsewhere on the system,

because the form has been archived, if you are actively searching for this in ‘current forms’, then you would
be unable to select this.

I've created a form as the wrong form type — what do | do?

This can easily be changed — you would do this one of two ways - through ‘Form Settings’ within the Form
Builder;
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You can also change the form type within your form bank view — next to each form, under ‘Action’ you will
see 3-4 icons;

2@ [

Click on the _} icon to view the form details;

Under ‘Form category’, you can change this;

+
= Lumesse Q. searcn..

11 FORM DETAILS
i Form details
"; Form category [ Profile i

Diversity Cuestionnaire

Form name *

Profile
@ Form description * Questionnaire ks
cv
Form comment Feedback Report
& Candidate PIF

Assessment and Background Report

Click ‘Save’ once you're done.
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You can now create and manage Forms & Questionnaires!

We have outlined in this guide the essential information you need to create and manage within your
TalentLink environment.

For more information on  Configuration, please visit the Service Centre at
http://wmemployers.freshdesk.com/helpdesk

Forms & Questionnaires is a short module featured in our Open House Configuration
Training. If you or any colleagues are interested in attending an open house training
session, please contact the team who will be able to provide you with further information.
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