
Get started
with Assessio 
Bloom



Manual explanation
In this manual, multiple functionalities of the Bloom platform will be 
explained.

Every functionality has multiple actions. In the screenshots are numbers 
added, to visualize the step-by-step actions. 

The manual starts with the basic explanation of the platform. Next the 
different functionalities are explained. The explanation is different for 1 
candidate then for multiple candidates, this is split in the manual.

It might be possible that the platform you’re working with, has a differen Look 
& Feel or other functionalities then described in this manual. 

Some functionalities are only available for Recruitment or only for 
Development.

Questions? Please let us know.
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Log in to Back office
www.assessiobloom.online/name_of_organisation

1. Log in with your consultant account

2. Manage assessments & candidates

Back to Table of contents
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Dashboard overview
1. Create assessments

2. Filtering assessments

3. Go to candidates of a specific assessment

4. Go to all candidates

5. Information about the assessment

6. Options for the assessment

• View candidates

• Compare candidates

• Add candidates

• Clone assessment

• Edit assessment

• Archive

7. Manage groups

8. Manaage consultant users

9. Export invoice events

10. Edit your own account

11. Information
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Candidate overview

1. Creating candidates

2. Fast search (search term must match exactly)

3. Advanced search and filtering

4. Actions for a group of candidates

5. Edit candidate account

6. Information
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Search and filter candidates

1. Quick search 

Search term must match exactly.

2. Advanced search
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Choose assessment

1. Go to ‘assessment’ tab

2. You can see the list of assessments

3. Under the i you can see more information about the 
assessment 

4. Multiple actions for this assessment

5. Filter which assessments you can see

6. Click the three dots
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Add candidates to your assessments

Go to the tab ‘assessments’

1. Click the three dots for the assessment you want 

2. Choose “”Add candidate”

All candidates you create now will be automatically linked to your 
assessment.

1

Back to Table of contents



Add candidates: one by one 
When adding one candidate:

1. Add username and email address.

2. Keep this checkbox ticked if you want to invite the 
candidate right away. 

• Want to send the invite later? Don’t check the 
box and see slide ‘send activation mail’.

3. Choose language.

4. “Save”
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See slides ‘More options create candidates’ for more options to create multiple 
candidates.
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A. If you want to make adjustments for this 
candidate, press “Save and edit”.
B. If you want to add more candidates, press 
“Save and next”.
C. Save

B
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Send activation email
To send out an activation email. 
Go to the candidate tab:

1. Press the three dots

2. Activate candidate 

3. Send activation email

Group of candidates:

A. Select candidates

B. Perform an action

C. Activate

D. Send activation email
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Linking assessments from 
the candidate tab

If you have created candidates from the candidate tab and want to add
the assessment later, or you want to add more assessments to the
candidates. 

Then go to the candidate tab:

1. Three dots behind the candidate

2. Edit dossier

3. Add program

4. Select the assessment

5. Link program

6. Choose to notify via email 

7. Link program
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View results
Did the candidate submit the results? View results:

1. Click on the graph

2. Report results

3. All results are shown in orde of the assessment

4. Click on PDF for the full report.
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Creating assessment
Start from the Assessments tab

1. Click Create assessment

2. Choose a job profile or General assessment to 
start with

3. To use a previously created assessment, make 
this a template first

1

2

Back to Table of contents



Configure assessment

1. Does the assessment have a deadline? Add it here. This deadline 

applies to all candidates that will do this assessment. 

Deadlines trigger reminders for candidates that are not yet 

finished

2. Give the assessment a name for each available language.

3. Add a description for the candidates. 

Add a description for the back office (only visible to you and your 

colleagues).
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Creating an assessment: services

1. Switch ON Edit mode to make changes

2. Add section to add more tests

3. Choose the tests – when you start from an 
existing assessment, there are already tests and 
services added

• Choose the norm when necessary

4. Add information services if needed

5. Show services not visible for candidates

6. Delete and/or change the order. 

1
2

4

6

3

5

Back to Table of contents



Compose a fit profile
Determine the important criteria for the assessment. 

1. Switch on Edit mode

2. Add score item for fit profile

3. Choose the weights of each trait or competency

• The more important, the greater the weight

• The fit score will be computed as a weighted mean of 

all the selected fit score items (traits or 

competencies)

2

1

3

Back to Table of contents



Set reports, extra scores and statuses (I)
Multiple actions:

1. Tick so all linked consultants receive
email when assessment is finished*

2. Set which reports are visible for
candidate and/or consultant*

3. Add manual scores*

4. Set review statusses*

5. Extra score items to show in 
compare screen, but not part of the
fit profile
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Set reports, extra scores and statuses (II)

5. Make this assessment a predefined
profile within your organisation, to
use as a template for new 
assessments*

6. Save

* These settings can be adjusted after the
assessment has been created, by clicking
on the ‘i’ in the assessment tab.
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Add candidates

There are multiple ways to add candidates:

1. One by one

2. Create demo (only for Assessio Bloom)

3. Create Login code

4. Multiple login codes

5. Importing candidates from CSV*

6. Add multiple new candidates

* Requires the CSV template

1 2 3 4 5 6
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Multiple new candidates

1. Add the e-mail addresses

2. Choose language

3. Tick the box if the activation email should be send, do not tick

the box if the activation email should not be send right away.

4. Option to edit the activation email of edit new session email.

5. Give instructions what to do when an e-mailadress already

excists. 

6. Create candidates
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Add candidates: create login code

When creating a single login code:

1. Select the date on which the login code can be 
used.

2. Select the language in which you want to send the 
invite.

3. If you want to make adjustments for this candidate, 
press “Save and edit”.

4. If you want to add more candidates, press “Save 
and next”.

5. If you just want to invite this candidate, press 
“Save”.
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Add candidates: multiple login codes
When creating multiple login codes:

1. Submit the number of login codes you need.

2. Select the date on which the login codes can be 
used.

3. Select the language in which you want to send 
the invites.

4. Press “Generate”.
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Add candidates: import

When importing candidates:

1. Select the language in which you 
want to send the invites.

2. Press “Upload CSV”.
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Edit candidate dossier
1. Three dots

2. Multiple options:

a) Edit dossier

b) Edit review status

c) Edit deadline

d) Forgot password

e) Block candidate

f) Archive candidate

g) Add to a list 

h) Delete from a list

i) Add to a group

j) Add to a group as manager
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Candidate forgot password?
1. Three dots

2. Forgot Password

Mail is sent directly to candidate
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Groups functionality
Create groups

1. Click on ‘Groups'

2. Create a new group next page explains how to add group 
members
Edit group

3. Change group (name/ description)

Actions per group

4. Click on the name of a group 

5. Advanced
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Groups functionality
Multiple employees at the same time

1. Select the employees

2. Advanced

3. Add to group

4. Choose an existing team or create a new one

Per candidate

5. Three dots

6. Add to group as an employee

7. Add to group as manager 
(just FYI, the manager has no 
other permissions)
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Linking consultants (colleagues)
To a candidate:

1. Three dots

2. Edit dossier

3. Linked consultants 

4. Click on pensil to edit

5. Link consultans

6. Select colleague(s)

7. Tick to inform via 
email or not

8. Link consultants
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Coordinator profile
Let the candidate know who to contact.

See next page for creating a profile.

Back to Table of contents



Profile Creation Coordinator
How to create a profile:

1. My account

2. About you as a consultant

3. Fill in the details and upload a photo if necessary

4. Save
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Link coordinator
To a candidate:

1. Three dots

2. Edit dossier

3. Linked consultants 

4. Click on pensil to edit

5. Select who is coordinator
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Add consultant
Only available to specific users

1. Manage consultants

2. New consultant

3. Fill in the details and choose the right permissions

4. Save

Activation email is sent to consultant
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View results

Did the candidate submit the results? View results:

1. Click on the graph

2. Presentation visible 1

2
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Report options
When you open the report, a few options can
be avaible. This depends on the type of test 
and settings of the portal:

1. Change report type 

2. Change norm 

3. Change language of the report

4. Download report as PDF

1 2 3 4

Back to Table of contents



Results Details

Go to Report results

1. Detail analysis

2. Detail report all tests PDF

3. PDF will show details from each tests (if 
available)
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Share results
1. Go to the assessment

2. Select the candidates 

3. Click ‘share’

4. The assessment needs to be finished

5. Fill in the details of the recipient and send the 
results
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View shared results

1. The recipient gets an email

2. Goes to the Assessio Bloom platform and receives a code

3. Fill in the verification code 
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Default Analytic reports
Follow these steps:

1. Select the candidates

2. Advanced

3. Analysis

4. Select the analysis report

5. Generate

6. Download the file
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Create Export: Candidate Data
1. Select the candidates

2. Advanced

3. Export Candidates

4. Flat format: select the assessment 

5. Make exports. 

6. Download CSV file
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Convert CSV to MS Excel
How to convert the export CSV to an Excel spreadsheet:

1. Open the downloaded export file with Excel

2. Select column A 

3. Go to Data and click on the Text to Columns option. 

4. Now a drop-down menu will open. Choose the following 
options consecutively:

• Data Type: Separated

• Separator: Other. In the input field, enter the Pipe 
character: | 

• Then click Finish

1 2

3

4

Back to Table of contents



Linking Assessment
You can also link assessments to multiple candidates, by selecting them
first. 

1. Select candidates

2. Advanced

3. Add program

4. Select the assessment

5. Save
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Link consultants
To multiple candidates:

1. Select the candidates

2. Advanced

3. Link consultants

4. Tick the consultants 

5. Tick to inform via 
email or not

6. Link consultants
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Link Coordinator
To multiple candidates:

1. Select candidates

2. Advanced

3. Link coordinators

4. Tick consultant(s)

5. Tick to inform via 
email or not

6. Link coordinators
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Compare candidates
To compare your candidates. 
Go to the Assessment tab:

1. Click the three dots and select ‘Compare 
candidates’

2. You can sort the scores by column

3. You can open the candidate results by 
clicking the graph icon

4. You can open the candidate account by 
clicking their name

5. You can set the status of the candidates by 
clicking TBD
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Review Presentation

1. Go to Add review

2. Please indicate your review. Optionally, you can also 
add a comment. This is also visible to your colleagues.

3. Delete review
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View reviews

1. Go to Review Overview.

2. The average rating can be seen.

3. Click on the text bubble to view the reviews of 
colleagues.
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Candidate flow



Activate
Candidate receives an activation email

Candidate: 

(1) chooses language 

(2) sets password 

(3) sees privacy statement and terms of use 

(4) has option to enable Two factor Authentication 

(5) submits personal data

Candidate reaches personal home page

Back to Table of contents



The assessment

The candidate can now start the assessment. The steps in the 
assessment can be different for each position, role, team or 
organisation. 

The candidate goes through the parts step by step.

Back to Table of contents



Submit assessment results (optional)
Completed everything? To get started with submitting your 
application:

• View results 

• And then submit the application

The linked recruiters/consultants will now receive an email 
that the assessment has been submitted. They can now view 
the results.

Back to Table of contents



Need help?

Contact support via:

support.nl@assessiobloom.com

Back to Table of contents
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