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CANDIDATE SELF-SERVICE GUIDE 

 
Part 5: Instructions for Taking Online Assessments 

Click here to access these instructions in a video format 
 
After applying for a posting at HRSD, you will receive an e-mail confirming your application and notifying you 
that you have an assessment that needs to be completed. 
 
Assessments are brief questionnaires designed to assist HRSD’s recruiting staff in reviewing all interested 
candidates.  Answers provided will be used to identify those candidates whose qualifications most closely match 
those in the job description. 
  

 Step 1:  Launch the Candidate Self-Service Login Screen by clicking on the link ‘Log-in to Candidate 
Self-Service’ from the ‘Jobs at HRSD’ page accessible from www.hrsd.com.  HRSD Employees can also 
get access from the Human Resources page on Sharepoint.   

 
 Step 2: Provide the information requested on the Candidate Login Screen shown below.  If you forgot 

your password, click the 'Forgot your password' link and a new password will be  
e-mailed to you (refer to instructions “CSS Password Request and Reset” if you need assistance). 

 

 

http://www.hrsd.com/tutorials/HR/HowToTakeAssessmentsREV/HowToTakeAssessmentsREV.html
http://www.hrsd.com
http://www.hrsd.com/tutorials/HR/Part6-CSSHowtoRequestorResetYourPassword.pdf
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 Step 3:  The next page is the Candidate Self-Service (CSS) Splash.  Assessments are listed under the 
'My Assessments' section.  Click on the specific assessment to be completed or click on the link ‘CLICK 
HERE TO VIEW ALL MY ASSESSMENTS’. 

 

 
 

 Step 4:  The next screen will list all the assessments you need to complete.  Note that you must allow 
pop-ups from HRSD in order for the assessment to open.  Firefox and Internet Explorer users can use 
the following instructions for how to allow pop-ups. 
   
Click on the link 'Take Assessment Now' to launch the assessment.  If you have multiple assessments to 
take, you must finish one assessment completely before starting another.  When you finish an 
assessment, the assessment will be removed from the list of scheduled assessments and will show up 
under completed assessments (see Step 9). 

 

http://www.hrsd.com/tutorials/HR/Part5A-HowtoAllowPop-UpsInstructions.pdf
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 Step 5:  An assessment similar to the one shown below will open up in a new window. You must allow 
pop-ups from this site in order for the assessment to open.  If the assessment has multiple pages, 
completely answer all the questions on each page before you click 'CONTINUE' or '>' button to go to 
the next page. To go back to a previous page, click the '<' button. 

 
 Step 6: Before you click ‘Complete’ be sure to review your answers for accuracy.  Once you complete 

an assessment you are not able to modify your responses.  Once you have reviewed your answers, lick 
the 'COMPLETE' button to finish your assessment. 
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 Step 7: When you click 'COMPLETE', the final assessment page will be launched stating that you have 

completed the online assessment.  Click 'CLOSE' to exit. 
 

 
 
 
 

 Step 8: After completing an assessment, its status will change from 'to be completed' to 'completed’. 
You can review your answers to your assessments by clicking on the link 'Click here Go to Assessment 
History'. 
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 Step 9: The Assessment History page shown below lists all of the assessments you have taken along 

with completion dates and your answers to the questions. 
 

 
 
 
 
Tip: When launching assessments, it is important that you take only one assessment at a time and check the 
header or the title of the assessment before starting.   
 

 
Congratulations! 

You have successfully completed the instructions for taking assessments online. 
 

Next Lesson: 
Part 6 – How to request or reset your password 

http://www.hrsd.com/tutorials/HR/Part6-CSSHowtoRequestorResetYourPassword.pdf

