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Section 1 Registration & Login 

  

 

 

Register by clicking ‘Create New’. 

  

Insert Forename, Surname and Username. 

 

Insert Email address. 

 

Insert Password (minimum 8 characters) 

Back to Index 
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Section 1 Registration & Login (cont’d) 

  

 

 

Confirm entered Password. 

 

 

Enter Secret Word. 

 

Register. (Activate your account by clicking the link in 

the registration email*). 

*Check to ensure activation email is not captured by your email 

filter. 

  

Enter Username. 

 

Enter Password. 

 

Login. 

Back to Index 
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Section 2 Dashboard 

 Sign-out 

 

Support 

 

TILE settings 

 

Profile 

 

Add Interview 

  

 

Search interviews. 

 

Interview folders. 

 

 

Back to Index 
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Section 3 Add New Interview 

  

Click Add New Interview icon. 

   

 

Complete basic interview details. 

 

 

Complete Interviewer details. 

 

 

Save Details to ‘Create’ Interview 

 

 

Back to Index 
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Section 3 Add New Interview (cont’d) 

  

 

Add persons present & roles. 

 

Click ‘Add’. 

   

 

Insert objective into first interview area ‘Interviewee 

Areas’. 

Choose TILE type from drop-down menu. 

Name TILE and add to interview plan. 

 

 

Repeat process of adding TILES to each Interview Area 

(previously named TILES will appear in drop-down menu 

in order that further objectives can be added to the 

same TILE if required). 

 

 

Back to Index 
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Section 3 Add New Interview (cont’d) 

  

 

Click to Edit TILES or delete them. 

 

  

   

 

Once in ‘edit’ mode, use ‘set link’ to hyperlink digital 

media to the TILE.   

 

 

 

Once uploaded, click ‘save’. 

 

 

Back to Index 
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Section 3 Add New Interview (cont’d) 

  

 

Enter event in timeline. 

 

Set time and date for event. 

 

Set ‘Time to’ (if entry relates to a period in time) 

 

 Add event to timeline. 

   

Search for place in map search bar.   

 

 

 

Or click on map pin to collect pin and then click on  

chosen location on map. 

 

 

 

 

Back to Index 
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Section 3 Add New Interview (cont’d) 

  

 

Name map pin. 

 

Save pin. 

 

 

   

 

 

 

 

 

 

 

Back to Index 
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Section 4 Interview Summary 

  

 

 

View summary of each interview area or minimise/

expand all. 

 

 

   

 

Add notes to TILES.   

Save notes by hitting ‘Enter’ or clicking ‘Add’. 

 

 

 

Delete notes if not required. 

 

 

 

 Back to Index 
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Section 5 Share function 

  

Click ‘Link’ icon to share interview. 

 

Enter email address of registered TILES user. 

 

Click ‘Add’ to share interview. 

 

 

   

 

 

 

 

 

 

 

 

Back to Index 
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Section 6 Interview Screen 
  

Timer. 

Use Play, Pause, Continue & Stop buttons to control 

interview timer.  

Whilst timer is running, a forensic log of all actions is 

recorded including all notes added & deleted.    

The Forensic  Log Table is available to export following 

the interview together with the  Interview Report (Pro 

User/Enterprise User only). 

 

 

   

 

Click, hold and then drag new TILES into position.   

 

Delete TILES if not required. 

 

 

 

 

Back to Index 



© IMS 2015  V2.1-February 2015 

 

Section 6 Interview Screen (cont’d) 
  

Name new TILE. 

Save new TILE.  

  

 

 

   

 

Add notes.     

 

Hit ‘Return’ or click Add to ‘enter’. 

 

 

 

 

Back to Index 
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Section 6 Interview Screen (cont’d) 

  

Click ‘Check’ to review prompts. 

 

  

  

 

 

   

 

Scroll through prompts.     

 

Close prompts by clicking ‘check’ again. 

 

 

 

 

 

Back to Index 
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Section 6 Interview Screen (cont’d) 

  

Close TILE after marking TILE as ‘Complete’ if required. 

TILES marked ‘Complete’ will show as ‘faded’ on Inter-

view Screen and depict the ‘’ symbol. 

 

  

  

 

 

   

 

Stop interview to conclude interview.     

 

 

 

 

 

Back to Index 
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Section 7 Timeline Screen 

  

Click ‘Timeline’ tab to review timeline at anytime. 

 

  

  

 

 

   

Toggle minutes, hours, days, months & years buttons to 

zoom in/out on timeline. 

     

Scroll left/right & up/down to move through timeline. 

 

 

 

 

 

Back to Index 
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Section 8 Map Screen 

  

Click ‘Map’ tab to review map at anytime. 

 

  

  

 

 

   

View map data.  Click individual map pin to expand label 

on map. 

     

Delete map pin. 

 

Expand/minimise all labels. 

 

Add additional map pins via search function or by click-

ing pin icon and clicking on location on map. 

 

 

 

 

Back to Index 
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Section 9 Evaluate Screen 

  

Click ‘Evaluate’ tab to evaluate interview at anytime. 

 

  

  

 

 

   

Scroll through Evaluation Screen to evaluate individual 

TILES. 

     

Notes compiled during interview (attributable to the 

interviewee) appear in a blue font. 

 

 

 

 

 

Back to Index 
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Section 10 Exporting the Interview Report 
& Forensic Log Table 

  

Click the ‘Export’ icon. 

 

  

  

 

 

   

Click ‘Export Report’ to export ‘Interview Report’. 

 

Click ‘Export Log Table’ to export ‘Forensic Log Table’. 

     

 

 

 

 

 

Back to Index 
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Section 11 Administration  

  

Click ‘Profile’ icon to access Profile settings from Dash-

board. 

 

  

  

 

 

   

‘User Information’ tab provides an overview of Profile 

details. 

Set and Save ‘Time Offset’ to set TILES™ System timings 

to local time zone. 

  

     

 

 

 

 

 

Back to Index 
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Section 11 Administration (cont’d) 

  

Click ‘Account’ tab to access Account details. 

 

  

  

 

 

   

View current Account status and upgrade options. 

Unsubscribe via email to: 

support@interviewmanagementsolutions.com 

  

     

 

 

 

 

 

Back to Index 

mailto:support@interviewmanagementsolutions.com?subject=Unsubscribe%20enquiry
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Section 11 Administration (cont’d) 

  

Click ‘Support’ tab to access Support options. 

 

  

  

 

 

   

 

 

Leave us some details and let us know how we can help? 

 

Phone number and time zone? We’d love to follow up 

and make sure you’re on track… 

 

Submit your query. 

Alternatively for any queries or feedback, drop us an 

email at: support@interviewmanagementsolutions.com 

  

     

 

 

Back to Index 
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Section 11 Administration (cont’d) 

  

Click ‘TILE’ settings to edit TILE settings (Pro User only). 

 

  

  

 

 

   

Edit individual TILE prompts by choosing each TILE from 

left hand menu. 

Edit existing TILE prompts by clicking ‘Edit’ icon. 

Delete TILE type if not required. 

Refresh TILEs to default TILE settings (all changes to all 

TILE settings will be lost). 

 

Add new ‘Prompt’ Title and associated ‘Prompts’ 

  

     

 

 

 

 

Back to Index 
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Section 11 Administration (cont’d) 

  

Add new TILE (Pro User only). 

 

  

  

 

 

  Name new TILE. 

Choose Pre-fix for TILE and Save new TILE. 

(The Pre-fix will be the two letters which identify the 

TILE type on the Interview Screen e.g. for a new TILE 

titled  ‘Transaction’ the Pre-fix may be ‘TR’). 

Save the new TILE. 

(Once the new TILE has been created, Pro User can then 

create custom prompts by editing the new TILE prompts 

(see page 25)).    

To return to the Dashboard click ‘Previous’. 

     

 

 

 

 

Back to Index 


