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Finding the SHL Teams app from the Microsoft App

Store

Microsoft Teams allows access to its marketplace from the ‘Apps’ menu which contains a list of all
available apps. The SHL app can be found within this app store.

Open MS Teams (web or desktop) from the left side panel of MS Teams.

1. Click on the three dots (...) to open the app store

2. Search for the SHL app by typing SHL

Q Search

Teams Y ' General Posts Files Stream Channel + ©0rg St Meet| v (@ <

ICmAW eyrauun U
VADC Solution
Virtual Portfolio ©

Q

SharePoint News
Receive news updates from your SharePoint site.

SHLEE:

SHL's Talent Assessment app to boost your prod...

Shifts
Plan shift schedules, broadcast open and unfilled...

Sheetgo
Manage your team’s connected spreadsheets an...

o [mond;y.com] Your daily... N 10:01

[EXTERNAL EMAIL] This email originated ...

[ T
You may have missed so... 09:05
[EXTERNAL EMAIL] This email originated

= MyAnalytics
" MyAnalytics | Focus Editi... 03:38
MyAnalytics Discover your habits. Work s...
6 replies from you, Mark. Ailsa, and 2 others
< Reply

Yesterday

O Shortlinks
l§ Shortlinks shortens long links to better paste int...

Short URL
h Create Custom named Short URLs with Click Ana...

& Axure Share
ST T SO S

More apps >

P Ca
88" Join or create a team 3

Last read

Robin Raven Yesterday 8:58 PM
Updated link
https://365shl.sharepoint.com/:x:/s/productpeeps/EQBf04DH5QdOqy24I0dA4nYBqTILsYYiSnGafwujGSYxIQ?e=5ImvxX

<« Reply

(£, New conversation

Installing the SHL Teams app

After you have located the SHL app within the app store, click on the SHL app. This will open the SHL app
'‘About’ page. Click on the add button to add it to your personal apps.
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SHL
Sl | L 365shl

SHL's Talent Assessment app to boost your productivity.

With the SHL app for Microsoft Teams, you can complete talent acquisition or
About management related tasks faster and more efficiently right within Teams. Hiring teams
can get real-time notifications about participant progress and share reports with others
More from 365shl for a truly collaborative hiring process

Permissions. The SHL Teams App is quick and simple to use, and makes collaboration effortless. All
you need to get started is an active TalentCentral account.
Bots
Chat with the app to ask questions and find info

Personal app
Keep track of important content and info

Created by: SHL Incubation Labs
Version 1.0.5

More from 365shl

SHL

Incubation ...

The SHL app is now added and you'll see a welcome message. The app will display in the left-hand side
bar of your MS Teams account.

Pinning the SHL Teams app

You can pin the SHL Teams app to the side bar by clicking on the pin option. Pinning the app will fix the
apps position in the sidebar. You can unpin it anytime.

skl PN —

SHL. SHL  chat My Interviews  About

- -o

Connect your TalentCentral account to Microsoft
Teams
Click on log in belew and connect e your TalentCentral account. Flease

use yaur existing TalentCentral credentials.

Login

Welcome!.
Tar get started, log in using your existing TalentCentral credentials.
artype 'Help' to see all commands

Block Connect your TalentCentral account to Microsoft
Teams

Uninstall
Click en log in below and cannect te your TalentCentral account. Flease
use your existing TalentCentral credentials

Login

Type your questions here

Be @ [ B B 0 O& o owm o

Version: 1.0 | Last updated: 14 October 2020 | © 2021 SHL and/or its affiliates. All rights reserved. | Page 4 of 14




SHL.

Connecting the SHL Teams app with your
TalentCentral Account

Once you have installed the SHL Teams app, you'll see a welcome message triggered automatically from
the app. You'll also see an option to connect your TalentCentral account with MS Teams. Alternately, you
can type in login command in the chat and you'll see login option.

SHL. SHL

Connect your TalentCentral account to Microsoft Teams.

Please choose the region you want to access.

Talentcentral EU

Connect your TalentCentral account to Microsoft Teams,

[Enter your TalentCentral Username

Enter your TalentCentral Password

LOGIN

Using the Help Menu

To get started and understand how the SHL app can assist you, type Help in the chat and a list of actions
you can perform using the app will appear. The Help command can be used anytime you need to learn
more about certain operations.
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Microsoft Teams Q Search _

SHL SHL  Chat Smartinterviews About

leams

Click on log in below and connect to your TalentCentral account. Please
use your existing TalentCentral credentials.

Login

You are successfully logged in. Type Help' to see all commands
Today

231 aM
Help

SHL 231AM
SHL
°

How can | help you?

Choose one of the following commands to complete a task straight
from Teams

@ Hire Create a quick assessment
link and share with
candidates

[ GetReport Download a copy of 2
participant’s report right here.
Type their email address to
find available report(s).

(3 Smart Interviews Check your upcoming
interviews and
instantaneously schedule new
interviews. Go to Smart
Interviews tab for the same.

Hire Get Report Smart Interviews

Type your questions here

AQOBEF® R CbLQO s ® P - B

Login/Logout Commands

Login

To start with, make sure you log into TalentCentral through the app and connect your TalentCentral
account with MS Teams. When you install the SHL Teams app, the app will prompt you to login and
connect your TalentCentral account with Teams app. Click on the login button and enter

your TalentCentral credentials on the login screen which opens within the Teams application. Once
logged in, you'll be able to access TalentCentral operations right from Teams.

Logout

You can also logout from TalentCentral and stop the connection between TalentCentral and MS Team:s. If
you do not logout, the app will automatically log you out after 24 hours for security.

Notifications Settings from TalentCentral

You can configure whether you'd like to send notifications to yourself and your team while configuring a
project in TalentCentral. Notifications can be enabled for basic projects only (not for Volume
Recruitment projects).

1. Go to the notification setting in ‘Create Project'.
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2. Enable "Send notifications on SHL App”. Once enabled selected users will receive notifications on
the SHL app along with email notifications. For enabling SHL app notifications, you need to
choose user first; project creator, all users or both.

SH L # Homepage 4 CreateNew v I Manage v & Review v i D T L v 4 Exit SHL
. .

» Products* Assessment Profiles : Selected Products :

» Users* User Group Chosen* : Additional Users: Not Defined

» Candidates*® Candidates 0 Single-Use Links : 0 Multi-Use Links : 0

¥ Notifications Results Recelved : true

Select the email notification preferences for this project. All emails will be sent from talentcentral@shi.com

@ Send notifications to the project creator & Send notification to all users who are assigned to the project [ @ Send notifications to SHL App (@

SHL's Microsoft Teams Beta app is
available in Microsoft Teams
marketplace. Once notifications are
enabled, you can receive instant
candidate completion notifications on
SHL app directly on MS Teams. For
instructions regarding installation and
set-up of SHL app, check out our
support site.

|
Select preferences for receiving BCC of emails sent to candidates. All emails will be sent from talentcentral@shl.corq

® BCC project creator @& BCC all users who are assigned to the project & BCC the following emall address shree_pr{‘

» Emalls Reminders: O Reminder(s) set

» Candidate Messages

“Required Flelds Save as Draft Project

Candidate Completion Notifications

SHL App notifications are instant and will be trigged as soon as candidates complete their assessment.
The notification will consist of:

e Candidate name
e Candidate email
e Report availability status
e Project name/id

From the notifications, users can perform the following actions.
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SHL SHL  chat My Interviews About
Completed on: ~ Wed Dec 02 17:53:59 GMT 2020
Reports Available: No

View in TalentCentral

11:34 PM
Help

SHL 11:34PM

SHI°

How can | help you?

Choose one of the following commands to complete a task straight
from Teams

@ Hire Create a quick assessment
link and share with
candidates.

[}, Get Report Download a copy of a
participant's report right here.
Type their email address to
find available report(s)

(B My Interviews Check your upcoming
interviews and
instantaneously schedule new
interviews. Go to My
Interviews tab for the same.

Get Report

Type your questions here

A QW E B @ B om ..

Share Report

Reports can be shared with other members of a hiring team using the Share action. There are two
options to share a report:

Email: Share via email will require the user to enter the email ID of the recipient. An email will be
triggered from TalentCentral to the recipient with a link to download the report. Each report would have
a separate download link.

MS Teams Chat: Share via Teams will also require the email ID of the recipient. This email ID should be
present as a connection/member within the user’s Microsoft Teams. The user would not be able to share
report links through the Teams chat channel to users outside of their organization. Once shared, a chat
message would be sent to the recipient with report download links.
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SHL SHt

Share reports and collaborate with the Hiring Team

Share Report

priyanka Jishnoi@shl.com

Hi
Priyanka.vishnoi Vishnoi has completed all their assigned assessments,

If you'd like to download a report, click on the link.

Live Video Interview Assessment Report :
h. it

port/6107477/15507/19752/7
_US&SesTc i ESCC4-88A0-4724.0D33-

FE0A36DSTEFA

Share via Email

Download Report

Reports can be downloaded once the completion notification is triggered. Clicking on the Download
action would bring up all generated reports with a single download link.

SHL
SHLmissd Concicate reports

Here's what we found for this participant. Click on the

name of the report to download it.

Detailed Report

Interview Report

Development Report
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Get Report Command

You can use the Get Report command to download candidate reports. When you select Get Report from
the Help menu, you will be asked to enter the email ID of the candidate. If the candidate exists in more
than one TalentCentral project, you'll be asked to select the project.

When you click, ‘get report’ from the pop up, links to download all available candidate reports will be
made available right from Teams chat. Clicking on the link will download candidate reports directly to
your computer.

SHL
SHL Download rej

ports of known candidatss.

pv2@shl.com|

GET REPORT

Hire Command

You can use the Hire command to quickly create an assessment link which can be sent to multiple
candidates or posted on job boards.

To create a candidate multi-use link, you will enter basic details and select a product(s).

Basic details: Name of the project/recruitment drive, deadline date and number of candidate links.

Products: You can add one or multiple assessments and one or multiple reports. Virtual products are not
available from the Hire command as they require some additional configurations. To schedule a Live
Video Interview through SHL MS Teams app, check ‘Scheduling new interviews’ within the ‘Smart
Interviews’ section of this document, below.
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SHL

Hire- Create a quick candidate assessment link.

SHL

Create an assessment link quickly by selecting the SHL products you want to include and deadline date for the participants. You
can copy the assessment link and share it with participants. More project settings (like individual links to each participant or tailor
email messaging, must be completed in TalentCentral)

1] 2 3

Basic Details ‘Choose Products Project Details

Basic Details

Project Test

12/25/2020

Once all details are added, a multi-use link will be created and sent to you on Teams chat which can be
shared with candidates. In case you need to edit your configurations or update project details, a direct
link to edit the project on TalentCentral is also provided.

SHL SHU

Hire- Create 3 quick candidata assessment fink.

Create an assessment link quickly by selecting the SHL products you want to include and deadiine date for the particpants. You
can copy the assessment link and share it with participants. More project settings (iike individual links to each participant or tailor
email messaging, must be completed in TalentCentral)

Basic Details Ghoose Products Project Detals

Project Details

Here is a multi-use fink_3 which can be shared vith partcipants’ or
posted on any job board.

1f youd like to edit your configurations or update project detais,

use this project link to manage the project in TalentCentral
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Smart Interviews

Smart Interviews tab

‘Smart Interviews' tab lists all 'upcoming live interviews' within the SHL Teams app and allows users to
schedule new interviews.

Please note that before a new interview can be scheduled through the Teams App, you will first need to
configure the interview set-up directly in TalentCentral.

Scheduling new interviews

This allows you to directly schedule interviews from the app using Smart Interview Live and leverage MS
Team'’s calendar for finding available slots with interviewers.

For scheduling a live interview, select Schedule Interview button present on My Interviews tab. This will
open a quick wizard to add interview details like title of the video, interview set-up (already created from
TalentCentral), interviewer email ids and candidate email ids.

e Title of interview: This title would be sent shown in upcoming interviews list.
e Candidates: email ids of the candidates should be added here.

e Interviewers: email ids of interviewers should be added here. Note that the interviewers should
be an active user on TalentCentral.

e Interview set-up: enter the name of the interview set up which has been created from
TalentCentral (from the workflow Create-> Video Interview > Live Video Interview). This set up
includes evaluation parameters and interview questions.

e Date, time and duration: enter the date, time and duration of the interview.
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Q Search

SHL SHL  Chat My Interviews About

Interview name * Timezone *

Interviewe (UTC+05:30) Asia/Colomba

Interviewer(s) *

Hlmanshu Sahu Mark self as Interviewer

Candidate email(s) *
priyanka@shl.com x

Separate keywords with a comma or enter key
Start Date/time * Duration *

12/03/2020 11:39 pm Q v Mins

Available Slot(s) Refresh Availability
12/04/2020 11:00 am - 11:40 am  12/04/2020 12:00 pm - 12:40 pm  12/04/2020 01:00 pm - 01:40 pm  12/04/2020 02:00 pm - 02:40 pm
12/04/2020 03:00 pm - 03:40 pm

Smart Interview setup *

LVi Test M

Choose a pre-configured interview setting which consists of evaluation parameters and interview questions. If you do not have any pre-configured
interview setting, go to your TalentCentral account and create an interview configuration from create -> video interview -> live video interview.

Schedule Interview

Allowing SHL Teams app to access your calendar

You can allow SHL Teams apps to access your calendar by clicking on ‘Connect Your Calendar’ in the
schedule interview pop up. Once connected, SHL Teams app would bring up availability of all
interviewers for the selected day. You can check availability and choose a slot that works for all the
interviewers. Scheduling the interview will send a notification and calendar invite to candidates and
interviewers.

Upcoming Interviews
All interviews (up to next four weeks) scheduled by the user or with the user will be listed within this tab.

Interviews will be visible to the organizer and all the interviewers (the organizer may not be a part of the
interview).

Upcoming Interviews displays all upcoming interviews and allows users to:
e Start an interview

e Cancel an interview
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My Smart Interviews

Here are your upcoming interviews for the next 4 weeks. (UTC+05:30) Asia/Colombo

Thursday, December 03

Interviewe

Duration : 40 mins

Thursday, December 03

Interviewe

If the user who has scheduled the interview is not added as an interviewer, he/she will not be able to
launch the interview. (e.g. if a recruiter has scheduled an interview with candidate and hiring manager,
recruiter will be able to view it in upcoming interview list but will not be able to launch/start the
interview.)

Interview Scheduled Notification

When an interview is scheduled, a notification will be sent to all assigned interviewers through email with
following details: Title, Interviewers, Candidates, Duration, Time and Date.

Further Support

If you have any questions around the features and functionality of the app, or experience any technical
issues with using the app, please contact our SHL Technical Support team.
https://www.shl.com/en/contact/#client

3 Search
S SHL  cha smrtinenieus bt If you have any suggestions,
i or want to provide

® s vl feedback, please fill the

Vit o or e e feedback form present

within the app. Type

= ‘Feedback’ in chat to

CveREE launch feedback form.

SHL £47 1

We would love to hear your feedback o we can
improve!

Slease provide your valuable feedback by clicking the button below

Feadback
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