Log-in

Restaurant Managers
* Username: “mrm” followed by 5 digit store number

e Password: “mrm” followed by 5 digit store number

e Example: mrm01234 / mrm01234

Operator Aon Global Assessment &
» Username: EID Talent Engine | GA.T.E.

Enter your Username and Password to access the system.

sername

Password

Please note that passwords are case sensitive

Sign In |




D a S h b Oa rd Select the preferred language in which to display text

throughout the administrative site

\

m To data enter/score a paper assessment for a candidate you will User: Sample Owner M

need to click the “Candidate” tab.

mmmnf&{ Welcome to the

FORMS Thank you for using Hiring To Win!

MY PROFILE

REVIEW USERS

Hiring Ta Win Admin Site Overview English/ French

For general questions about Hiring to Win, please contact your HR RepresentaNve as listed below

This is the first screen you will see upon logging in. The white space will be used for messaging.

The menu options to the left are :

e Forms — where all users can view and print all the HTW documents (e.g., assessments, OJEs, interviews, etc.)

e My Profile— has the O/0 information (will only appear for 0O/Os)

* Review Users — gives an O/0 access to the list of users tied to each store that falls under his/her ownership (will only appear for
0/0s)

Matasha Cowani@ca. mecd com Ern Mooref@ca mcd.com Amelie Duclos@ca med. com
(7a0) 414-5328 (416) 446-3754 (514) 421-4859

Should you experience difficulties with this site, please contact the Aon Support Desk at 1-800-596-25549



Resources

This is where you can view and
| administrative console print all documents relevant to
the Hiring to Win process.

CANDIDATE Display Hosted Document

Hiring to Win Resources

FORMS

MY PROFILE All resources below are available by clicking the link
REVIEW USERS

Hiring to Win Changes

- Hiring to Win Admin Site Overview - English/French

Hiring Crew Hiring External Manager

- Crew Assessment Questions - English/French - Manager Assessment Questions - English/French
- Crew Answer Sheet - English/French - Manager Answer Sheet - English/French

- Crew Interview Guide & Evaluation Form - English/French - Manager 1st Interview Guide - English/French

- Reference Check Form - English/French - Manager 2nd Interview Guide - English/French

- 0JE Candidate Preparation Booklet - English/French

- OJE Rating Booklet (Manager) - English/French
- Reference Check Form - English/French

Promoting to Swing Manager
- Manager Assessment Questions - English/French

- Manager &nswer Sheet - English/French

=lallall

- Readiness for Advancement Checklist - English/French

English
- Realistic Job Preview for Swing Manager - English/French

- lob Profile (Swing Manager) - English/French

=lalla’l

- OJE Peer Rating Exercise (Situation 7) - English/French

=allall

- OJE Maximize Business Performance (Situation 14) - English/French

—alial

- QJE Travel Path Documents - English/French




My Profile

| administrative console

CANDIDATE

DASHBOARD

(i

FORMS
fields marked with an * are required fields.

Y PROFILE
REVIEW USERS

Username: x1234567

First Mame:* Last Mame:*

Sample Owiner

Frimary Phone:* Secondary Phone:

talalaisatataioatatatal

Email Address:* To enter muitiple oddresses, separate the emails with a semicolon.
o o

sample.owner@aonhewitt com

(Applicant reports will be sent to the email address(es) you enter here. )
Text Msg Address:
<€ m—
You ‘e applicant reports by text message, just enter your mobile phone & Check your phofe

5. €.g. I0digitnumber@&vtext.com)

This is the top section of My Profile. It
shows the O/0 information for the 0O/O
logged into the HTW admin site. (Will only
appear for 0/Os)

If you wish to receive emails for reports,
please ensure the correct email address is
listed in the Email Address section and check
the box next to the corresponding promo
code at the bottom of the screen (not shown
here).

You can also add additional email addresses
— using a semicolon to separate them.

If you wish to receive text messages you can
add a text message address and again, check
the appropriate codes at the bottom of the
screen you want to receive messages for.
Standard text messaging rates from your
mobile provider apply.

Password Expiration: MANAGE PASSWORD

5/23/2021

STatus: Account Active




My Profile (continued)

Text Msg Address:

MAMAGE PASSWORD

REPORTS
r Promo Code Job
r MCD209990C Crew [ Equipier/ére
r MCD99999aM Manager / Gerant/e
First || Prev || 141 Mext || Last | |10 =

then the

This is the bottom section of My Profile. It
will list all promo codes (Crew & Manager)
for each store on HTW. If an O/O wishes to
receive emailed or text messaged Crew or
Manager results for a given store, insert a
check in the box provided and click Save.
This email address is not setup to receive any
emails for reports because nothing is
checked.

If you wish to receive emails for reports you
can check the box next to the corresponding
promo code.

You can also add additional email addresses
— using a semicolon to separate them.

If you wish to receive text messages you can
add a text message address and check the
codes you want to receive messages for.
Standard text messaging rates from your

mobile provider apply.




Manage Password

| administrative console

User: Sample Owner M Sign Out

CANDIDATE Change Password

FORMS Current Password
MY PROFILE sssssssssssssnssnns
REVIEW USERS 0/0s can manage their password from this
New Password screen. Your current password is encrypted

and provided for you in the Current
Password box. You will need to enter a new
Confirm Password password in the “New Password” box and
then confirm by typing in the same
password in the “Confirm Password” box.

SUBMIT

The rules for creating passwords are

Passwords must comply with the following rules: .

provided for you.
m Minimum Length: & characters.
m Change History: 24 previous passwords cannot be re-used.

Global Assessment Talent Engine - @ Copyright 2010 - Aon.




Review Users

Store: 20919

Job Promo Code
WIEVY DETAILS | Crew / MCD20915C
Equipier/ére
VIEVW DETAILS | Manager [/ MCD20219M
Gerant/e
Store: 23913
Job Promo Code
VIEVW DETAILS | Crew [ MCD235813C
Equipier/ére
WIEWVY DETAILS | Manager /f MCD23913M
Gerant/e

User Name

o

mrm20e19

mrm20919

User Name

First Name

Restaurant

Restaurant

First Name

Restaurant

Restaurant

Last Name

Manager

Manager

Last Name

Manager

Manager

Email Address

20515@ post.mcdanalds.ca

Email Address

23813@post.mcdenalds.ca

23813 @post.mcdonalds.ca

User Names mrmit#### are for the crew and manager report emails

If you click View Details you will get the following screen with the details for that location.

This is the Review Users screen. It will show a list of all the User Names, by store, that fall under the O/0’s ownership. At a
glance you can see what emails addresses are getting what reports.

The email reports for crew and manager are managed from this screen. Due to security requirements promo codes can no
longer be connected to email addresses. Instead promo codes must be connected to User Names.




Review Users (con’t)

Right now crew reports are being emailed to
the indicated address. You can add/change
email addresses as well as add a text
message address.

nt reports by text messoge, just enter pour mobile phone & Check your phone plen for text

Paseword Bxpiration: 5,/31,2011 RESET DASSWORD |

Restaurant Manager

— |f you only want crew reports for store 20919
to go to this email address then you need to
uncheck mcd20919m.

Roles List shows the “role” this admin ID has

The table at the bottom allows you to assign
which reports this User (mrm20919) will
receive. This user is receiving both the crew
& manager reports for store 20919.

N




Candidate Search - Basic

There are two types of searches —
Basic and Advanced. The default is
Basic. To switch to Advanced
Search click the radio button.

| administrative console

All of the most frequently used
DASHBOARD [R¥GLL 10} search filters are included. You my

W ezsic search T Advanced Search choose to use one or any
CANDIDATE SEARCH e - S -

. mbination of the filter hel
REGISTER CANDIDATE ¥ Candidate Search - tb 'at e ed'(;etSto e: It
Eirst Name: Last Name: customize your candaiaate searcn.

:I is strongly recommended that you
use at least one filter.

Completion Date I Date Range j From: To:
| I o~ ] To enter your own date range, click
lob: LAl ~ A -
s in the box and a calendar will
Crew Overall: Manager Overall: appear to help guide your search.
[ an) | (All) =l

Searchl




Candidate Search - Advanced

| administrative console

DASHBECOARD - DIDATE

CANDIDATE SEARCH

REGISTER CANDIDATE P Candidate Search

W Candidate Information

First Name:

} Assessment Date

W lob Information

o Basic Search r:i:l-;an:ed Search

[ Inc ude Demo/Test Candidates

job: | (Al

W Scoring Information

Last Mame:

Crew Overall: I[,&.ll]

This is the Advanced Search screen.

8 There are five categories that can be

used for filters — you can use one or all,
or any combination of the categories to
customize your candidate search.

Clicking on the triangle expands that
category. The categories are:

eCandidate Information
eAssessment Date

eJob Information

eLocation Information (not shown)

eScoring Information

Currently the Basic and Advanced
searches contain the same filters with
the exception of Location.

Manager Overall: I[r'f'-.ll::




Summary Report from Search

== = Once you have entered your filter information you will
receive the results as a summary report. If you need to
see the Individual reports for a candidate you can click
View Details.

Crew Prescreen:

| (All) |
Search

Display Results As: |Summary Ii] Search Results: 40 Candidates Save as Favorite Sea I’Ch
44 applications  on Dashboard

EWIILL 3 sries:

Group By: | M Order By: Date M COPY TO EXCEL

S ¥ Last + First = Phone Mumber = Date * Nat # % Crew - Pre Screen = Crew - Ovenall
View testa test 0o900905909090995000 06/08,/2010 | 11743 GREEN RED
Details A
You can also Save a Favorite Search to your

Vew. testh test 9990999999999909 06/08/2010 | 11743 dashboard
Details : :

|
View Test oA 06,/08/2010 | Unassigned | GREEN | RED ! H
Details
View | Testa John 06/08/2010 | 00797 YELLOW RED
Details
View Test John 06,/08,/2010 | 07405 GREEN RED
Details
View lee timothy | 111111 05/08/2010 | 11744 GREEN YELLOW
Details
View | Test Pete 05/08/2010 | 11744 GREEN RED

11

3/28/2012



Save as Favorite Search on Dashboard

Crew Prescreen: Manager Prescreen:

(All) v (A1)
Display Results As: Summary A Search Results: 3% Candidates
T 43 Applications
ee timaothy || Save results to your Dashboard:

[Feal]

Te Pete
ee thomas
ream gleam 222222 05/08/2010 | 11744 GREEN
Questions About Hiring to Win?
f you have questions about Hiringto W

Saved Search Results

P Search Results: Last 30 days

delete

view details

ment Talent Engine - @ Copyright 2010 - Aon.

Save as Favorite Search € -

What's This?

on Dashboard

YELLOW

YELLOW

nor your account, please contact HR Consulting at 1-877-623-9150.

When you have created a search that you
would like to save as a favorite — follow
these steps:

¢Click “Save as Favorite Search on
Dashboard”

eIn the pop-up box, give your favorite search
a name (e.g., Crew Green Last 30 Days) and
click “Go”

e After you have saved the search — it will
appear on your Dashboard

eYou will be able to click on View Details to
be taken to the search

*The search will automatically update - for
example, if you used Last 30 days as a filter
whenever you view the search it will give
you candidates for the last 30 days. You will
not need to use the search filters to create
the search again.

Note: Don’t use specific dates (e.g., 8/1/10-
8/8/10) in your saved searches or it will only
give you those results.




Individual Details

SHBOARD  CLIENT CnI*-JDIDATE Candidate Details

ga-test, melissa

A SSH- i
Lesta s # View Candidate Demographics
Birth b
Birth Day: a1 r Click here if candidate is a test candidate
UserlD: ujDmgo
PIN: B428

" . Details
Applications
PP Pracess: Crew
: Jab: Crew
B Aug 05, 2010 - Crew Location: 02775
E| Reports Status: CompletedPass

Registration Date: Aug 05, 2010 - Aug 15, 2010

" All Reports Completion Date:  Aug 05, 2010
P Hiring Winning Crew Last Step Crew Scoring
E| Steps Completed:
. Last Step Aug 05, 2010 8:29(local)
""" Crew Assessment - [Cofiplete - Success] Completed Date:
Push Results M/A
Status:
Actions

In this example you have clicked on the View Details for U
Melissa Qa-test. Click on the Hiring Winning Crew link to get ar
| to the candidate’s assessment report.

On the right you can see details for the candidate.
. B TN e e

3/28/2012



Individual Report

HBOARD  CLIENT E‘.AF-JDIDATE Candidate Details

ga-test, melissa

View Candidate Demographics

Birth Month: 04 - April

Birth Day: 31 r Click here if candidate is a test candidate
UserlD: ujbDmlgo

FIN: 8428

Applications

. Reports
B aug 05, 2010 - Crew MName: Hiring Winning Crew
E Reports
- All Reports
¢ " Hiring Winning Crew Actions
E A View [ Save [ Print
- Steps
i Crew Assessnfent - [Complete - Success]
. Email

Once you have clicked on Hiring Winning Crew it is
highlighted and you are able to see the actions that can
be taken. By clicking on View/Save/Print will get you
access to the PDF report.

3/28/2012 14



Online Scoring Instructions

| administrative console To score a paper assessment for a candidate, you will m Sign Out
need to click the “Candidate” tab towards the top of
your screen and “Register Candidate” from the left

WO CANDIDATE __—" | menu. Register New Candidate

CANDIDATE SEARCH i elds marked with an * are required fields.
REGISTER CANDIDATE

First Name *
Last Name *
1. Complete the

Last 3 of SIN * information on this
screen — all fields

Birth Month * IF'Iease choose. j required. The User/ID
and Pin will

Bireh Dy [Please choose = automatically populate.

UserlD* Js)@"Hig 2. Click Save

FiM~ 8931

SANME | EXIT |




Online Scoring Instructions (con’t)

DASHBOARD cn.NmDATE Register New Application

CANDIDATE SEARCH 0 The candidate has successfully been saved.

REGISTER CANDIDATE

For Test, Kathy - Js}@"Hig

Registration Window

3. Select the job and Click
Select Date Apply Filter

From:  6/1/2011 4. 0/Os with multiple

To B/15/2011 locations will also have
the ability to select the

Restaurant for a given
Assign Candidate to Job and Locatig applicant

lob / Location Filter —

lob: I[AH] j Restaurant: I[AH] "I

APPLY FILTER |

Assign Position

~ Job ~ Location + Process

First || prev || 11 Next || Last | |10 =




Online Scoring Instructions (con’t)

Ta 6/15/2011

Assign Candidate to Job and Location

lob / Location Filter

Job: | Crew / Equipier/ére =} Restaurane (A 7]

APPLY FILTER |

5.  Click Select next to the
correct job and location
to register the candidate.

Assign Position

‘/Jub ¥ Location * Process
SELECT Crew / Equ'p'er_.-'ére 05634 Crew Asmt
SELECT Crew / Equipier/ére 10696 Crew Asmt
SELECT Crew J Equ'p'er_.-'ére 20919 Crew Asmt
SELECT Crew [ Equipierfére 23913 Crew Asmt
SELECT Crew J Equ'p'er_.-'ére 40042 Crew Asmt
First || prev |11 Mext || Last |10 =

CAMNCEL REGISTRATION |

3/28/2012 17



Online Scoring Instructions (con’t)

Process:

Crew Assessment

This button can
be used to save
your progress
and return at a
later time.

Auto Advance to Next [tem

Assessment Dare{08/05/2010

tem Response Options

1: 2 12345

2 3 12345

% 3 12345

4 2 12345

5: 1 12345

B: 2 12345

I: 3 12345

22 J 12345

This button can be |z 3 12345
used to clear 2
entered answers 1
1
1

SAVE SAVE DRAFT

Enter in the candidate’s
responses.

You do not need to hit
enter! You will be auto
advanced through the
items.

Once complete, click
“Save”.

CLEAR RESULTS ONLY

Global Assessment Talent Engine - @ Copyright 2010 - Acon.




Online Scoring Instructions (con’t)

1r:
18:
19:
20:
21:
22
23:
24:
25:
26:
2T
2B:
29:
30:
31:
31
33:
34
35:

VIEW CANDIDATE REPORT

T T T T T S Sy S gy o
[ T T o e A S T I <1
L B L T 7 T B T
= I = = =] = I I = I = =
L L L L L [Sa) L o L L L L

oy
(%]
L

I
in

VIEW CANDIDATE DETAILS

10.

After clicking SAVE it will gray out
your entries and add buttons to the
screen. From here you have four
choices:

View Candidate Report — Takes you
directly to the candidate report

View Candidate Details — Takes you
to the Candidate Detail Screen

Return to Candidate Search —
Allows you to add another new
candidate for data entry

Exit

If you select View Candidate Report
you will go directly to the
candidate’s assessment report.

RETURM TO CANDIDATE SEARCH ‘ BEXIT |

;




Individual Report (continued)

HIRING WINNING MANAGER/
EMBAUCHER DES EQUIPIERS GAGNANTS

Performance Report/Rapport de rendement

Applicant/Candidat/e : Test 0525, Susan Date Tested/Date du test : 05/25/2011
Job Applied For/Poste convoité : Manager/Gérant/e Location/Emplacement : Test
Street/Adresse : e Address City/Ville : ee City
Province/Province : Alberta Country/Pays :
Postal Code/Code postal : ee posta Phone Number/Téléphone : 555-555-5555
Email/Courrier électronique : e emalil Source : Newspaper

Grean/\Var -

Yellow!Jauna <

Red'Rouge -

Commnmss Customar Coaching & Leadng & Ratensan COrvaral ! En
[0 Excallence ¢ Focusd | Axdla hdanaging Executing / Mairitien an rp il
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