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Logging in
Once CEM create your account, you will receive (a) a welcome email and (b) an activation email. The
activation email will ask you to create a password to access your account.

You have been invited to join [CP5Qaccount name] 1 inbex x

Cambridge Assessment on behalf of [(PSQ account name] no-reply@cambridgeassessment org uk via dkim mimecast org

You've been invited to join [CPSQ account name]

You have been invited to become an administrator for Cambridge Assessment products for [CPSQ account name).
To setup your account, use the link below to set a new password

Setpassword

This will allow you to set up tests, users and results on behalf of your centre

Thank you,

Cambridge Assessment, on behalf of [CPSQ account name]

Click on the Set password link to create your password and access the platform.

Once you have created your password, you can log in using the CPSQ login page below:
https://cpsq.cambridgeassessment.org.uk

Cambridge
Assessment
Welcome to CPSQ

yours@example com
your password

Don't remember your password?

LOG IN >

If you have forgotten your password, click the Don’t remember your password? link, enter the

email address linked to your account, and click SEND EMAIL. You will then receive an email with
further instructions.

4 Cambridge
Assessment

yours{@example com

SEND EMAIL >
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Setting up a CPSQ group

Your groups are where you can invite students to take the questionnaire, and where you manage
your students.

When you log in, you will see the following page:

Welcome,

You can manage your assessment products provided by
Cambridge Assessment.

®

CcPsSQ

Cambridge Personal Styles Questionnaire

Click CPSQ on the menu on the left or the CPSQ button in the middle of the screen.
The next page will allow you to do the following:

1. Add new groups

Search for existing groups

Sort the list of groups by their title or the date you created them

Search for archived groups

ks W

Access an existing group to get more information

Your groups e e
Your groups are where you can invite and manage your candidates.

@, Search for groups

Sortby: Date created = Title @ Show archived groups (1)

Test group 2
Created on 27 September 2023

0/ 1 completed 0%

To set up the new group, click + New group in the top right of the screen. This will open a new
page that allows you to create the name for the group. You will also have the option to allow

the students to access the reports. Once you have done this, click Create. You can amend this
information later if needed.
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New group

Group name:

Candidate access to report:

o Candidates can access reports

Candidates cannot access reports

Cancel Create

You will see a confirmation message that the group has been created, and you will have the option
to return to the main groups menu or add your students at this point.

Group is now created.
Ta finish setting up the group, add respondents.

+ A responents

If you click Return to group, you will return to the Your groups screen that lists all the groups you
have set up. Here, you can click on any group to edit and update them. Click on +Add respondents
if you want to add students to the group. See the Adding respondents (students) section of this guide

on page 8 for more information on this function.
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Editing groups

At the Your groups page, click on the group you want to edit.

Your groups

Your groups are where you can invite and manage your candidates.

Q@ Search for groups

Sort by: Datecreated ~  Title

& Show archived groups (1)

Test group 3
Created on 15 October 2023
0 added 0%
Test group 4
Created on 18 October 2023
0%

0 f 2 completed

Once you have selected the group, you will see the following information:

Test group 3

Respondent [= leted Date created Invite expiration date
0% 18 Oct 2023 Not expiring

Respondents CAnnot Seé repans

D Email address T

Sorry, no matching records found
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Editing and archiving a group
Clicking Options will allow you to edit the group settings or archive the group by selecting Archive
group:

= Add respondents

|4 Group results

Options =

# Edit group sattings

B Archive group

If you choose to archive the group, you can still assess it from the Your Groups page. You can
always reinstate an archived group by clicking on Options on a specific archived group.

Clicking Edit group settings will allow you to amend the following information:

Edit group

Expiration date:

Group name:

Test group 3

Candidate access to report:

Candidates can access reports

o Candidates cannot access reports
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Adding respondents (students)

If you select + Add respondents, you will see the following screen. Add the email addresses on
separate lines or separated by commas or spaces.

Add respondents

Enter emails manually:

Paste, one email on each line or separated by commas or spaces.

Once you have entered all your email addresses, you will have the option to Save and exit if you
don't want to send out the invites at that moment in time. If you want to send the invites, click
Next. You will then see the following screen:

Create email

Respondent to complete by [optional)

Sender

(CEM5323) CEM TEST 54321a

Subject

Please take the Cambridge Personal Styles Questionnaire

Body
Please complete the Cambridge Personal Styles Questionnaire (CPSQ). It will take you about 30 minutes.

Additional infe [optional)

[Link to complete questionnaine]
Thank you,

(CEMS5323) CEM TEST 54321a

Preview Save draft and exit m

Add the optional information as required. You will then be presented with three options:
1. Preview the email that will be sent

2. Save the draft and exit

3. Send the invitation
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If you send the email, you will see confirmation of how many people have received it:

Email sent

Email sent to 2 respondents.

///

.

Back to Dashboard

If the emails are saved as a draft, they will appear in the Not Sent section of the group dashboard.
To send the email, click on Not sent and select the check box next to the email address you want to
send. Click Invite respondents.

Test group 3 o Nk wespcalents

Baspandents Completed Dt craated Imvite sxpiration dats

1 0% 18 Oct 2023 Mot expiring 1 Growp resuits

[-TE

m Semt Complete W Remove dreapendents || B tnuite & respondent

B Email address T

(]

E | cem@cambridge.ong
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Sending reminders to respondents
(students)

The group dashboard will show how many invites have been sent and how many students have
completed the survey. When you click on the Sent button, you will see all students who have
received the invite but have not completed the survey yet. You can send a reminder email to
students who haven't taken the survey. To do this, either click on Remind all respondents or select
a specific student you want to remind by checking the box next to their name.

Test group 3 + add respandenty
B Lpondents Compalatis Duibe C batad IRl B pITETa A B

1 0% 18 Oct 2023 Hot expiring [T Trmg——
REapOEchiats: cRtil Bok FEORS Dpfiam =

Hetagnt 0 m Lomplets 0 BB Remind 1resescdeat

B Bl address + Dt imvited Cate last reminded

cemEcambridge o 19 Octodeer 2003 B Sendfe

Removing respondents (students)

An email cannot be deleted once you send it to a student. If the email hasn't been sent, you can
delete it by checking the box next to the email address and clicking Remove respondents:

Test group 3 o Add respondents
Respondents Completed Diate created Invite expiration date
1 0% 18 0ct 2023 Mot expiring |4 Graup results

Bespondents cannot see nports Optlons =

m Sent 0 Complete 0 . Remove A respondents | @5 nvite 1 respondent

Email sddress T

cem@cambridge.org B Send invite
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The question format for the CPSQ

There are forty-one questions in the Cambridge Personal Styles Questionnaire. We arrange each
guestion into a section containing a range of statements. You can only choose one answer per
statement from Strongly agree through to Strongly disagree.

Question 18 of 41

Strongly
Strongly agree Agree In-between Disagree disagree

I remain focused until a task is done ®

I like to be able to explain how things work L

I enjoy the excitement of an unpredictable .
situation

I keep things tidy ®

In each question section, the system will ask the respondent to rank the order of importance for
any statements with the same answer. See the example below where the respondent answered
two of the statements in Question 18a with the same answer (Strongly agree):

Question 18a - Because you rated two or more statements the same, you must now rank them.

1 - More like
me 2 - Less like me

| remain focused until a task is done

| keep things tidy

Copyright © 2024 Cambridge CEM. All Rights Reserved. 11



Optional information to add at the end of
the survey

Respondents are welcome to provide the following details at the end of the survey, although this is
not compulsory:

* Age
* Ethnicity
¢ Gender

* |Is English your first language?

Questionnaire complete

Your answers have been submitted.
More about you

We want to make sure results are fair for everyone. In order to do this, it would help us to know more about you. This step is optional. You can read more about how
we Lse this data on our website.

How old are you: (opticnal)

Select age %

‘What is your ethnlcity: (optional)

Select ethnicity

ar

what is your gender: {optional}
O Male
O Female

O Other, or prefer not to say

Is english your first language: (optional)
O ves
O no

Respondents will see the screen below when they press the Submit button.

Questionnaire Complete

Your answers have been submitted.

You can close this window.
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Results

You can access the results feature by going to a specific group and clicking Group results or by
clicking Results on the left-hand menu.

< Back
CPSQ Test Group 2 4 Add respondents

tion date

Respondents  Completed Date created
0% 30Jan2024  Notexpiring L Group results

Options ~

X - oo

[0 Email address 1

To add groups to the results, click in the search box and select the group:

Results

Review and analyse the results from your candidates across growps. Start by selecting a group.

< Back

Once the groups are selected, they will appear under the search box. These can be removed by
clicking the X next to the name of the group.

Results

Review and analyse the results fram your candidstes scross groups. Start by selecting 8 group

£ Back

I Testgoups ) Testgroup1 @ I

Under this, you will see the Respondent scores:

Respondent scores

Respondent Coping Thinking Study

The three icons at the top right of the table (see also below) will allow you to do the following:
& Download the scores in the format of a Comma-separated values (CSV) spreadsheet
I View specific columns
= Filter the table
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Clicking on the Results feature on the menu on the left will allow you to add and remove results
from any of the groups.

Tests
CPSQ
Results

Test usage

Help Centre

Clicking on Group results will prepopulate the results page with the results from that group.
You will have the option to add other groups to the results, but the platform will not allow you to
remove the pre-populated group.

£ Test group 4

Q

To download the reports, go to the specific group, click on the Complete tab, and click Download
all reports.

Test group 4 <= Add respondents

Respondents Completed Date created Invite expiration date

3 67 % 18 Oct 2023 Not expiring L4 Group results

Respondents cannot see reports Options -

Notsent 0 Sent 1 Complete 2 IE Download all reports I

This will download a folder containing a PDF report for each student who completed the
guestionnaire.

You can also download reports for individual students. To do this, go to the specific group, click on
the Complete tab, select the check box next to the student’'s name, and click Download 1 report.
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Test usage

The Test Usage section shows the number of invites sent and number of tests completed in both

graph and table format. You can access them from the menu on the left of the screen.

CPSQ

Results

Test usage

Help Centre

Jan Feb Mar Apr May Jun Jull

Date 4 Breiled Sl

Jadwsy 3131

Feltrusry 2023

March 1923

Bepril 2023

MEy 3013

June 2033

Juty 2023

L]

TR 1010

Conebar 3520

Howembar DA [cerrent)
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Manage users

You can access Centre settings from the bottom of the menu on the left of the screen.

Centre

settings

This feature will allow you to (a) manage users (also known as admins) and (b) view the test groups
you created.

When the page loads, it will open on the Manage users section.

‘e Manage users

From here, you can add new admins (additional users of the platform). Type the email address into
the field and select it when it appears in the blue box.

ﬂ e preuee

Once selected, click Add:

Q i e

The new admin user will appear on a list on the page. You will have the option to Resend invite or
delete the admin.

44 Resendinvite X%

To delete the admin, click on the X next to their email address and then confirm the deletion from
the pop-up screen:

Delete this user?

This user will no longer be able to log in or access centre data.

Delete
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