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B-01: The JAMS User Guide
Test Registration 
The JOFI Assessment Management System 
(JAMS) is the online platform that allows 
registered users to:
•	Invite test takers to complete any of the 

three JOFI assessments
•	View scores against 70 system score profiles 

that cover the world of work

•	Generate JOFI Job Fit reports 

JAMS Dashboard 
When you log in to JAMS at www.jofiscore.com,  
the Invitations menu is your home screen. There 
are four menu screens: Invitations, Test Takers, 
Prescreens, and Dashboard. Figure 1: Sign-in page

Figure 2: Invitations Menu
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How to Create New Invitations
From the Invitations menu you can create,  
send and edit invitations. To create an 
invitation, click New Invitation (see the Create 
Invitation box in Figure 2).

Fill out the invitation form and choose the 
assessments you would like to assign. You 
can choose to send the invitation by email, 
text message, or both. JOFI assessments are 
optimized for mobile phones. (See Figure 3)

If you have set relevant defaults (see below), 
these will auto-populate in your new 
invitations.

The Prescreen is used as a first stage for jobs 
with high volumes of applicants and is not 
used simultaneously with the other three core 
assessments.

When required fields are complete, you will be  
able to Create Invitation.

The Invitation Menu 
will then begin to track 
the status of your 
invitations. When
test takers Accept and 
begin an assessment, 
a test taker record will 
be created and will be 
accessible from the Test 
Taker menu.

Figure 4: Invitations menu with recent records

Figure 3: The Create Invitation form
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Editing Test Taker Information or Re-assigning Tests
To modify test taker 
information or to 
assign an additional 
test or a retake, go 
to the Test Taker 
menu. 

Click on the Test 
Taker’s name or the 
View/Edit button 
to get to the Test 
Taker Record.

From the Test Taker record, you can make any 
necessary edits:

•	 Update contact information, including email

•	 Copy and paste links to take assessments or access 
the careernavigation.org website

•	 See Test history and assign additional tests (see 
Figure 7). If you re-assign tests, make sure to select 
“Use for Scoring” on the most recent scores when 
the test taker finishes the assignment.

•	 Edit initial invitation details and resend invitations 
(if necessary)

Figure 5: The Test Taker menu

Figure 6: A Test Taker record

Figure 7: Edit Assigned Tests
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How to use the Bulk Upload Feature
Some organizations have jobs that attract very high volumes of applicants. The bulk upload feature 
allows users to invite large pool of applicants efficiently. From the Invitations menu, click Bulk Upload. 
(See Figure 2, to the right of the Create Invitation button.) A set of simple instructions will appear on 
the screen to guide your use (see Figure 8).

 
 
How to Search for Scores
Each of the main menus – Prescreen, 
Test Takers, and Invitations – has 
a search bar. You can select “load 
the most recent 50” to display the 
relevant records.

The expanded list will show test taker 
names, tests assigned, the status of 
these tests, and the five-star rating 
for the selected score profile. 

Figure 8: Bulk invitation upload instructions

Figure 9: Search bar
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How to Generate PDFs of Score Profiles or Job Fit Reports
From the Test Taker menu, choose either View Scorecard or View Job Fit on the right for a particular 
test taker to open that test taker’s scorecard. (See Figure 5)

At the top right of the scorecard 
is a button to Generate PDF. 
Clicking once will generate 
the form, and, when ready, a 
second click will download it. 
(Note you can go to the Test 
Taker record or the Job Fit 
reports from here too.)

 
 

For general guidance on the use of Scorecards and Job Fit Reports, note:

•	 Individual scorecards are not shared with candidates or career navigation participants.

•	 Scorecards are for recruiters and coaches only and should be treated as confidential employee / 
client / student records.

•	 The JOFI Job Fit Report is designed to be shared with test takers.

•	 JAMS allows Users to send test takers a link to download any one of the three JOFI Job Fit reports.

Figure 10: Top of the Scorecard, with Generate PDF near the upper right.

Figure 11: The Job Fit Report options
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JOFI Default Settings for Users
The JOFI Assessment Management System (JAMS) has a menu of default settings that are designed to 
facilitate core functionality and productivity. Some of these defaults are critical to proper functioning 
and others are optional. In the case of optional settings, our recommendations are included below.

To find the default settings menu, click on My JOFI Profile in the upper right-hand corner after you have 
signed into JAMS.

 
 
At the top of the profile we include 
JOFI User’s contact information, dates 
that Training Modules were completed, 
and Certification Status. Certification is 
available to anyone who has completed 
Modules 1, 2A OR 2b, and 3. Inquire 
at support@jofiscore.com for details. 
Contact us at the same address if you 
need to update any contact details. 

Figure 11: JAMS landing page with “My JOFI User Profile” 
in the upper right

Figure 12: JOFI User data
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Next, there is a toggle switch for Notifications. Turning this switch on will send you an email each time 
a test taker completes all assigned assessments. We recommend starting with Notifications on and 
turning off only if you begin to feel like you are receiving too many emails.

Then you will see the Teams default 
menu. Teams for your organization are 
determined in the JOFI set up meeting. 
There must be one Team selected 
in order for the site to function 
properly. Set a default here and you 
can always change the team you are 
working in from the Dashboard (note 
the Change Team button next to the 
Team identification in Figure 11) or by 
returning to this menu. 

Next, we see the Email Signature 
feature. Click Edit to draft a closing you 
would like to have included on your 
email templates.

Typically, we recommend you include 
a recruiter or coach’s name, the 
organization name, and a contact 
email address and/or phone number. 
Generally, the body of email templates 
will refer to the contact information in 
the signature.

Then we have a Scheduling Links 
feature. This optional feature allows 
you to embed a link to your scheduling 
software program so that candidates 
can self-schedule the next meeting.

Below this we have the Invitations 
default menu. Here you will see one or 
more email templates that have been 
created during the set-up meeting to 
accompany invitations you send to 
test takers. You will typically only have 
more than one if you anticipate using 
more than one combination of tests. 
A default should always be selected, 
even if there is only one option.

Figure 13: Notifications, Default Team, and Signature settings.

Figure 14: Scheduling links and Invitation defaults
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The Congratulations toggle switch 
allows to you choose whether to send a 
congratulations email to the test taker when 
they have completed all assigned tests. It 
includes a link to the JOFI Job Fit Report or 
Job Fit Summary, depending on the account 
settings. The link enables a test taker to 
download the report for themselves. If the 
switch is on, you must choose a default.

The selections you make here will auto-
populate the relevant fields of the 
Invitations you create.

Next, you’ll see a set of toggle switches 
for the JOFI Assessments themselves. 
Assessments switched on will auto-populate 
any new invitations. Keep in mind that 
the Prescreen, if used, should always be a 
first stage, with one or more of the other 
assessments to follow once you have 
narrowed down your pool of applicants. 
Also, you can always add or subtract a test 
from any invitation that you create even 
when the defaults are set.

Finally, you will see a list of JOFI score 
profiles that have been turned on for your 
account. Select any one of them and the 
profile will automatically be selected as you 
navigate to various pages in JAMS. This is 
good for Users who are looking at a list of 
candidates for a position and wish to avoid 
selecting the profile manually every time 
they switch screens or candidates.

But choosing one of these as a default 
also governs how scorecards load, so we 
recommend you always have one set as a 
default. You can always change the profile as 
needed by using the drop-down menu (note 
the box under Score Profile in Figure 1).

Figure 15: Congratulations emails and Test defaults

Figure 16: A list of Score Profiles

As always, you can contact us at support@jofiscore.com with questions.
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