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What's New

Validus Test Registration, Administration
(VTC Admin / VTC RSP / MyWorkKeys)

RELEASE: 7.0
GENERAL AVAILABILITY: WINTER, 2010

Features At-A-Glance

If a corresponding help topic is available in the VTC Admin User Guide, the link provided after each will
take you directly to that section.

Use the "What's New" page listed on the Table of Contents to return here.

NOTE: Depending on your assigned User Role, the following changes and enhancements may not affect
your use of the VTC Admin Console.

EXPORT EXAMINEES

Repackaged the ‘Export Examinee’ data function from User Management into a report that is available
under ‘Reports’. The report is now run in the batch environment and not as part of the user's session.

e Reports, Export Examinees

ACT INVOICE REPORTS
New security model for the ‘Invoice Details Report’.

e Reports, ACT Invoice Report

FINANCE REPORTS

Two new Financial Reconciliation reports allow ACT Finance to better track order data between the
Validus system and the eBusiness system. An ‘Orders not in Oracle’ report and an ‘Orders not Booked or
Closed'.

e Reports, Financial Order Reconciliation




What's New

New ‘Financial Charge Back report’ that allows retrieving aggregate count information system about the
number of registrations created in the system and the number of assessments taken. New ‘financial
charge back’ data fields for Programs and Realms.

e Reports, Financial Charge Back

USER BATCH LOADER

Validus Registration Loader (Batch Loader) enhancements include: True duplicate record checking within
an input file, duplicate file checking within a realm, and strict validation requirements checking for
attributes. New data fields on Realms and Attributes.

e User Batch Load

e Create a Realm, Realm details tab

e Create Attribute, Attribute tab

WEB SERVICES

Updates to the Identity and Registration web services to allow 3rd parties to create and retrieve user
accounts and data. Updates to allow calling from PHP Client code. New token base security model.

ATTRIBUTES
New multi-response attribute type allows the user to select multiple values for an attribute.

e Create Attributes

e User Batch Load, & data exports

MWK AuTO-UPDATE

New process that automatically updates the MWK automated run output files upon retrieval should the
files fail to save properly during the nightly certificate generation run.

Back to Table of Contents
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VTC Console Administrator Overview

Help Navigation? For instructions on how to navigate the VTC Online Help System, print topics or
chapters, or to access or print a single-screen PDF version of the online help, please refer to the
References topic. Please also verify you meet the hardware and software Requirements before running
this application.

What's New? For a list of updates since the last VTC Admin Console release, please see the What's
New page. Direct links to the new, corresponding help topics are provided.

The Validus® Virtual Test Center (VTC) is a multi-purpose application designed to assist a variety of
clients in administering tests, online courses and questionnaires, and registering the users who are
required to complete them.

This Virtual Test Center Console Administrator Guide is an all-encompassing view of the available
administrative features of the VTC Administrator Console. You can use the VTC Console to manage site
information pertaining to realms, groups, user accounts and access levels. You may also set up test
assessments, register examinees, monitor the use of the application, and authorize the launching of tests.

Based on the user role(s) assigned to you, you may or may not have access to all of the features
described, or they may not apply to the needs of your realm.

For a detailed explanation of the user roles, functions, and system access, review the section on "User
Roles" at the end of the VTC Overview topic.

e NOTE: The VTC RSP application (which stands for Registration, Schedule, and Payment) is the
application examinees will log into to launch their scheduled assessments. Examinees should
never log into the VTC Administrator Console.

e lLoggingin
0 Locked out
o Timing out
0 Logging out

e Main Menu

e User Roles

Logging In

After navigating to the URL for the VTC Administrator Console, enter your User ID, Password. Use the
drop-down box to select the Realm you wish to enter.
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Please enter your Login information

Usger ID I

Password |

Realm I j
Lagin I

Click Login.

After the user's information is authenticated, the Welcome page and Main Menu will display according to
the realm you selected and your assigned user role within that realm.

e Users logging in for the first time should click My Account from the main menu to verify the
information is correct and complete.

If you experience trouble logging in, double-check that your User ID, Password, and selected Realm were
entered correctly. Passwords are case sensitive. If you still cannot log in, contact your Realm Manager or
contact ACT's Help Desk staff at 1-800-498-6485.

Locked Out

For security reasons, if a user tries to log in five times in a row and is unsuccessful, the account will be
disabled. Users should contact the Realm Manager or the ACT Help Desk to have someone re-enable
the account. If a user has forgotten the password, the Realm Manager can reset the password, and a
new one will be sent to the email address on file for that account.

Please enter your Login information

o Account iz Disahled.

An account can also be locked by someone with sufficient authority (account manager or above). The
locked account will be inaccessible until it is unlocked.

= For details about how to lock, unlock, or enable existing user accounts, please refer to "Change
account status" in the Account Management topic.

= For details about how to change user information including password, refer to the "Security tab" in
the topic Create a New User.

Timing Out

For security reasons, after a long period of inactivity the application will time out. You will be required to
log back in.
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Access Denied

An error has occurred. This was most likely caused by an extended period of inactimly

Click hers to retumn to the prewious page or hers fo log in again

Logging Out

Be sure to log out when you are finished using the application by clicking the Logout button located in the
top right corner of every screen.

Main Menu

The Virtual Test Center main menu appears on the left-hand side of nearly every screen in the
application. A brief description of the menu items are listed below. The "active" menu item you are using

will be highlighted.

NOTE: Depending on the role assigned to you, you may not have access to all of the described features.
Program Management, Realm Management, Global User Search, and Title Management are for ACT
Administrative use only.

Ultra Users have access to all Menu functions.
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ﬁ My Information

My Realm
My Account
User Managemeant
User Batch Load
Account Managemeant
Group Mana-rgemanl
Frofile Management
Barcode Management
FHFP Site H:‘I"IIJHET‘IIEHI
Order Management
Financial Profiles
Attribute Management
SOC Management
Assessment Management
Reports Portal
Program Management
Realm H-‘III;‘IQEIHEIII
Entity Management
Barcode Generale

Global User Search

Title Management
Reports
System Management

Refarences

Home — Click the Home key to return to the opening Welcome page. If
the realm owner has set up customized "Welcome Text," users will see
that message displayed here.

User Role Access: All user roles

My Realm — Review, edit, create, or delete your realm's attributes
including roles, templates, banners and logos, etc. Depending on your
access level, you may or may not be able to modify all of these
characteristics.

User Role Access: Finance Manager, Realm Manager

My Account — Review your user account including password, user
name, email address, and assigned user roles. Depending on your access
level, you may or may not be able to modify all of these characteristics.
User Role Access: All user roles

Users and Assessments

User Management — Search for existing users, view search results,
create, edit or delete user accounts.

User Role Access: Finance Manager, Password Manager, Proctor, User
Manager, User Viewer

User Batch Load — Batch load new user accounts within a realm and
monitor previously uploaded files.

User Role Access: Validus Registration Loader, Validus Registration
Loader Admin, Validus Registration Loader Manager; Program Manager
may be added to one of the Loader roles

Account Management — Search for existing accounts, view search
results, or modify a selected account's status.
User Role Access: Account Manager

e Group Management — Search for existing groups, view search results, edit a selected group name

or authorization, assign users and sub-groups, send email to a selected group, delete or create a

group.

User Role Access: Proctor, User Manager
e Profile Management — Set up or review profile "shortcuts” which list the assessments a user is

required to take and the scores that an examinee is expected to earn.
User Role Access: Profile Manager

e Barcode Management — Define the Barcodes and the paper and pencil tests (PNP) or other

assessments associated with them.
User Role Access: Barcode Manager

e PNP Management — Associate paper and pencil (PNP) site codes with a realm, manage certificate

flags, and set up PNP site administrators.
User Role Access: PnP Manager

e Order Management — View billing orders associated with the realm.

User Role Access: Order Manager
e Financial Profiles — Define billing profiles that link the launching of VTC tests requiring payment

and the finance system as well as change the default profile.
User Role Access: Financial Profile Manager
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e Attribute Management — Define the personal and registration characteristics for your realm.
User Role Access: Attribute Manager

e Assessment Management — View the current administration and assessment list, set up a new
administration, assessment, or edit or delete an existing administration or assessment.
User Role Access: Assessment Manager, Attribute Manager, Finance Manager (for payment
options)

e Reports Portal — Launch an external web site to run reports that have been set up by ACT staff.
Not all realms will require access to the reports portal.
User Role Access: Portal Manager

Outside your realm

e Program Management — View a list of existing programs, edit a selected program's name or portal
URL, or create a new program.
User Role Access: Ultra User only

¢ Realm Management — Search for existing realms, view search results and realm details, edit, copy,
or delete a selected realm, or create a new realm.
User Role Access: Ultra User only

e Entity Management — Manage entities and the corresponding contact lists for those institutions.
Search for an existing entity to view, edit, or delete, or to create a new entity.
User Role Access: Entity Manager

e Barcode Generate — Generate 10 Barcodes in CSV file format to use in conjunction with tracking
paper and pencil tests.
User Role Access: Barcode Generator

e Global User Search — Search for an existing user account in any realm to find the user's first
name, last name, User ID, or associated realms.
User Role Access: Help Desk

e Title Management — View the current list of titles, create a new title, edit or delete an existing title,
or control sites that have access to view and administer the titles.
User Role Access: Test Author

e Reports — Run reports based on the data stored in the Virtual Test Center.
User Role Access: Financial Charge Back Reports, Finance Reporting, FSOT Reporter, Report
Invoice Admin, Report Invoice Remote, Report Invoice, Report Manager, User Manager (for Export
Examinees)

e System Management — Only System Managers and ACT staff have access to this portion of the
application. Controls automated system-level functions and user roles.
User Role Access: System Admin

Help

e References — Launch the help documentation. Default help is the VTC Online Help System.
Adobe® Acrobat® Reader® is required to view PDF help documents.
User Role Access: All user roles
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User Roles

User roles are predefined by the applications that use VTC and can only be set up by authorized ACT
staff and developers.

The primary functions and menu access point of the roles within the Virtual Test Center system are as
follows:

NOTE: All user roles have access to Home, My Account, and References.

System management roles

e System Admin — Modify system-level configurations for the realm including automated job
scheduling and maintenance, batch process cleanup, and user role management.
Menu Access: System Management

e Ultra User — Access all features of the VTC.

Realm and Program management roles

e Entity Manager — Create, view, and update various educational institution data. (Entity
Management is currently a standalone section of the Virtual Test Center Console and not widely
used at this time.)

Menu Access: Entity Management

e PnP Manager — Associate Paper and Pencil sites with a realm.
Menu Access: PNP Management

e *Realm Manager — Create, update, and delete realms, (including user roles) for the realm or realms
you are assigned to manage.
Menu Access: My Realm

User/Account management roles

e Account Manager — Disable, lock, unlock, and reset passwords of existing users within the realm.
Menu Access: Account Management

e Help Desk — Search for users across realms.
Menu Access: Global User Search

e Examinee — Register, schedule, and pay for tests launched using the VTC RSP application.
Examinees do not use the VTC Administrator Console URL.

e Goto RSP — Enables the "Go to RSP" button which launches the VTC RSP application. User
Managers and User Viewers can register or schedule tests, or launch tests for registered examinees.
(Must be assigned in conjunction with the User Manager and/or User Viewer role.)

Menu Access: User Management

e *Password Manager — View and edit passwords in the Security tab in User Management, provided
they are also assigned the User Manager role.
Menu Access: User Management




VTC Overview

e *Proctor — Authorize or release proctored tests. Send a pre-defined email template to a group of
users.
Menu Access: User Management, Group Management

e *Program Manager — Under User Batch Load, allows users to escalate a batch file within a
Program. (Must be assigned in conjunction with user management role Validus Registration Loader
Admin or Registration Loader.)

Menu Access: User Batch Load

e *User Manager — Create, view, update, and delete user records within the realm (includes roles).
To view or edit user passwords, User Managers must also be assigned the Password Manager role.
To export user records from the Reports menu, users must also be assigned the Report Manager
role.
Menu Access: User Management, Group Management, Reports (if assigned the Report Manager
role)

e *User Viewer — View user records within the realm (includes roles and registrations). User Viewers
may not edit user information unless given the User Manager or Password Manager role.
Menu Access: User Management

e Validus Registration Loader Admin — View and manage all batch load user files; does not include
setting priority levels.
Menu Access: User Batch Load

e *Validus Registration Loader — View and manage only the batch load files they have uploaded.
Menu Access: User Batch Load

e *Validus Registration Loader Manager — View and manage all batch load user files; includes
setting realm-level priority levels.
Menu Access: User Batch Load

Assessment management roles

e Assessment Manager — Create, view, update, and delete Administrations and Assessments within
the Realm.
Menu Access: Assessment Management

e *Attribute Manager — Create, view, and manage the personal and registration attributes and other
data characteristics that you want to collect from users.
Menu Access: Attribute Management, Assessment Management

e Barcode Generator — Generate the CSV file of barcodes that will be linked to assessments under
Barcode Management.
Menu Access: Barcode Generate

e Barcode Manager — Define the generated barcodes and the assessments that are linked to them.
Menu Access: Barcode Management

e Profile Manager — Set up the profile "shortcuts" to pre-select the assessments that examinees are
required to take.
Menu Access: Profile Management

e Test Author — Create, view, update, and delete test titles.
Menu Access: Title Management




VTC Overview

Reports management roles

Portal Manager — Launch the realm'’s portal reporting site.
Menu Access: Reports Portal

Finance Reporting — Generate both financial report types, Financial Charge Back and Financial
Order Reconciliation reports.
Menu Access: Reports

Financial Charge Back Reports — Generate the Financial Charge Back reports. (Must be assigned
in conjunction with the Report Manager role.)
Menu Access: Reports

FSOT Reporter — Generate the FSOT Extract reports. (Must be assigned in conjunction with the
Report Manager role.)
Menu Access: Reports

*Report Invoice — Generate the ACT Invoice Details reports for their realm and retrieve previous
reports that they generated. (Must be assigned in conjunction with the Report Manager role.)
Menu Access: Reports

*Report Invoice Remote — Allows users generating ACT Invoice Reports from a different (remote)
realm to include order details and examinee data from the assigning realm. (That user must also be
assigned the Report Manager and Report Invoice role in their own realm.)

Menu Access: Reports

*Report Invoice Admin — Users may run ACT invoice details reports for their realm and retrieve
reports generated by others. (Must be assigned in conjunction with the Report Manager role.)
Menu Access: Reports

*Report Manager — Access to the Reports menu. Must be assigned in conjunction with one or more
report type role (or the User Manager role for Export Examinees) to view reports on the Reports
menu.

Menu Access: Reports

*User Manager — Export user records from the Reports menu. (Must be assigned in conjunction
with the Report Manager role.)
Menu Access: User Management, Group Management, Reports

Finance management roles

*Finance Manager — Edit the realm and user details related to finance.
Menu Access: My Realm, Assessment Management, User Management

Financial Profile Manager — Create and edit financial profiles.
Menu Access: Financial Profiles

Order Manager — View the status and details of billing orders.
Menu Access: Order Management

* = Can perform limited functions within the menu where access is granted.
Specific access limitations are described at the top of each relevant menu topic.

Back to Table of Contents
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Home Page

User Role Access: All user roles

Clicking the Home option from the main menu will return you to the Realm's home page.

The Home Page is the first page users will see after logging in. If customized "Welcome Text" has been
entered, users will see the message displayed on the realm's home page.

Users who have access to multiple realms can use the Home page to switch between realms without
having to log out.

On all screens of the application:

Ubsar Mamiagamient

Hccomnt M

You will see the realm name and Realm ID displayed at the top of the screen. Should you need to
refer to your Realm ID for any reason this is where you can locate that number.

Any customized logo that may have been entered by a Realm Manager will be displayed next to
the name of the realm.

——

LOGOUT

Sample User Realm

Welcome to VTC Console

Wlcome 1o the sample unes realm! Customized welcome texl & splayed hide

FESO000G a3 o Rualen 1D

af
| Lisi Al Raealms 1

TR 5¢iec [Home | Desciption

Profile Managamant

Please add favonte rmalmis) by listing Al Realms

e Switching Realms

e Favorite Realms

Switching Realms

Click List All Realms to view a list of realms you have access to. Or, if you have a list of favorites stored,
and the realm you want to switch to is shown on the Home page, click the radio button next to the realm
you wish to switch to.

Then, using the More Actions... drop-down box, click Go to Realm.
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Home

Welcome to VTC Console

Diwterenins whis? test needs to b soen by the sxtemal chen whaen thiy logn to the VTC Corasls

SPEECE i your Realm ID

colRmoee o oot W] pared 3100078
© copy A bied descrption bo descrks th purpose ol the sile MLLEE
& Sample User Realm Rexslm used for ilusirative puiposes EFati i

You will immediately be transferred to the other realm.

All menu access, functionality, and Home Page text is dependent on how the realm has been set up, and
also on your user role within that realm. For example, if you have different user roles between realms, you
will see a different Main Menu.

Favorite Realms

If you find you switch between realms frequently, you may want to add them to your list of favorites so
that they automatically appear on your Home Page.

Add a favorite

To set up a list of favorites, or add to your list of favorites, first click List All Realms to view a list of the
realms you have access to.

Click the radio button next to the realm you want to add to your list of favorites.

Then, using the More Actions... drop-down box, click Add to Favorites.

LR More actions,., =]

Maore aclions
o to Realm

Add fo Favoriies

1col
o Ttest

copy

Continue adding as many realm names to your list as you want.

When you are finished, click List Favorite Realms.

Select and [SUEE SN TN 2 List Favorite Realms
1copyRealm sdasd 3000376
. est This iz a template realm created for Workkeys. 35640003
C copy A brief descaption to describe the purpose of the site 25550655

This will return you to the Home Page where you can view the list of favorites you have created. Anytime
you return to the Home Page, your favorites will be listed for you.
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Welcome to VTC Console

"Welcome to the sample user realm! Custormized welcome teut is displayed here,

32500009 is your Realm D

Select and [LMEE LTS
_m
o Nest This iz a template realm created for WorkKeys.
C  copy A brief descnption to describe the purpose of the site. 25550655
" Sampla User Realm Realm wsed for illustrative purposes 32500009

Remove a favorite

Home

From the list of favorites on the Home Page (as shown above), click the radio button next to the realm

you want to remove.

Then, using the More Actions... drop-down box, click Remove from Favorites.

" Sample User Realm

The realm name will be removed from the list and will no longer be displayed on the Home Page.

Back to Table of Contents
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My Realm

User Role Access: Ultra User, Finance Manager, Realm Manager
e The Finance Manager role only has access to the Realm and Finance tabs.

o The Realm Manager role has access to all but the Finance tab.

Click My Realm from the main menu to view and/or edit the characteristics of the realm you are logged
into. The functions available to you are based on your assigned user role.

WARNING: Before changing your realm's settings, be sure that any User Batch Load files in your
realm have finished processing. Any file already in progress will continue processing while the new
settings take effect and may cause the file processing to fail. (See the User Batch Load topic for more
information.)

e Edit your realm
Realm details tab

Finance tab

Roles tab

Languages tab

Templates tab
Entities tab

SubRealms tab

0O 0O O 0o o o o o

SchedulingTypes tab

See also: Create a New Realm

Edit your realm

There are several tabs of information associated with each realm. They are labeled "Realm," "Finance,"
"Roles," "Languages," "Templates," "Entities," "SubRealms," and "Scheduling Types." The tabs available
to you are based on your assigned user role.

Click the tab title to view or edit the stored data for your realm. Required fields will be marked with an
asterisk.

Realm details tab

The Realm tab is the first tab, shown by default when you click My Realm.

It includes the basic realm characteristics and setup information. (Partial view shown below.)
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My Realm

*Indicates a required field.

Edit My Realm

Eatwyrewm

Basbc Indormatian
Realm D, 2600009
Hama. Sarnpls User Realm
Pmgram. Exampls Frogtam

Ralm wsad for ilksteaing poeposss

* Disciptain

Welcoma bo the sample user reafmd Costomized welcome bext is displayed han

‘Walcoma Text

' Sander address for

|
genarabid Bmady . st

[ /’/\\//

Coumry
Contact Infarmation

Firif Nams: MWy
Mbdidle Mame: | Confact
Last Name: | Infip
Syl
Emuil | costachiFemanl com
Tidle
Phone Humber
P Ext
Fan Mumber

Fax Ent

" = Reganid
Subma Canoe

e Onthe "Realm" tab, the Realm ID, Name, and Program fields are always uneditable. If it
becomes necessary to change this information, the realm will have to be deleted by ACT staff
and a new realm created.

Click Submit if you have made changes to your data.

= For detailed information about the contents and features of this tab, please refer to the Create a
New Realm topic, under the "Realm details tab".

Finance tab

The Finance tab stores credit card information if the realm requires examinees to pay a fee.

e NOTE: This information should only be filled in by a staff person in ACT's financial department.
Setting or changing this information will require a user with access to the Finance Manager Role.
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My Realm

EatyReamEoance ]

CC Progam; || cg Program

O Profie: | ez Probls
Financel Chame Back
Code

“ = Regumd
Subma Cancel

Click Submit if you have made changes to your data.

= For detailed information about the contents and features of this tab, please refer to the Create a
New Realm topic, under "Einance tab".

Roles tab

Designate the user roles that are required to access the realm and whether those roles may be assigned
by others with that user role. All roles currently available to your realm will be listed.

Click the radio button to select a role if you need to Edit whether the role is assignable, or Remove role
from use at your Realm.

Click Add to select additional roles for use at your Realm.

e NOTE: Roles are typically defined by the applications that use VTC. Roles can only be created
and/or made visible for Realm usage under System Management.

Edit My Realm Roles

Sweclame ——— omaipion ———————————————————[amionai

Account Manager can disable, lock, unlock, and reset passwords of existing users

O Accoun! Manager within the realm I
Agzessment Manager can create, read, update, delete Administrations and

O Assessment Manager Assessments within the Realm fs

O Attribute Manager Altribute Manager may edit altnbutes under Allribute Management. frue

(  Barcode Generator Barcode Generator may generate the csv file of barcodes, frue

(  Barcode Manager Barcode Manager may define barcodes in Barcode Managemaent. frue

Click Submit if you have made changes to your data.

= For detailed information about the contents and features of this tab, please refer to the Create a
New Realm topic, under "Roles tab".

Languages tab

Set the default language or add language translations for your realm. The current default and language
settings will be displayed. For new realms, English is the default language.

Click the Add button to add a language to your realm.
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My Realm

To remove a language or change the selected default language, select the radio button next to the
language name. Then click Remove or Set as Default.

You cannot remove the language currently marked as default and realms must have at least one
language.

Edit My Realm Languages

Soect o [N TP
©  English Y
" Spanish (Latin American) [

= For detailed information about the contents and features of this tab, please refer to the Create a
New Realm topic, under "Languages tab".

Templates tab

Templates help disseminate important information about your realm to users and examinees.

The list of templates that have already been set up will be displayed. If none are listed, you will need to
create a template. Choose the subject, content, formatting, and data fields that best suit your needs.

To edit or delete a template, select the radio button next to the template title. Then click Edit or Delete.

Template Management

Sooelbey

" zample template text

= For detailed information about the contents and features of this tab, please refer to the Create a
New Realm topic, under "Templates tab".

Entities tab

The Entities tab is the only tab not available in Realm Management. It is only available by clicking My
Realm.

Entities are institutions that may be linked to your realm so that assessments that are offered at or
required by those institutions may be selected during assessment setup.

If entities have been added they will be listed for you.

- Pleage add an entity -
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My Realm

ADD AN ENTITY

To link Entities to your realm, click the Add button on the far right side of the screen.

A

In the search criteria text entry fields, enter text in the Short Name or City fields, a 2-letter state
abbreviation in the State field, and/or numerical values in either of the code fields. If you wish, use the %
sign as a wild card character to help you. Use the drop-down box to select Institution or Show All.

Make your criteria selections and click the Search button. (Or, you may leave the search fields blank to
display all available institutions.)

Add Entity

Search Criteria

Short Mame: |sg,,.|.,,|:,|lg¢;‘gI MCES Code: 1
HS Code: | City: i
EIme:ICD T}pﬂﬁiShqull 'I

Uge "%" for wild card searches.

= Please search for an entity -

The search results, including the entity's name, NCES Code, HS Code, City and State will be displayed
beneath the search criteria, in the lower frame.

If you see the Entity you want to add to your realm, mark the checkbox next to the name.
Click the Add button located above the entity list.

18



My Realm

~ Search Crtena-

Short MName: Igampm% WCES Code: I
HS Code: | City: !
State: |GD Type: |3|-.ng| -—l

Usze "%" for wild card searches.

Selact All Deselact All

h,.

¥ Sample 654123 Amytown co

First Previous | Page1of1 | Mext| |Last

This will return you to your list where your Institution will be displayed.

S v I VT BTV

T Institwtion Sample Anylonam co

Premous Page 1 of 1 | Mext m

REMOVE AN ENTITY
To remove an entity from your list, mark the checkbox next to the institutions you wish to remove.

Then click the Remove button located above the list. (If you have to select a large number of entities, use
the Select All and Deselect All buttons.)

Siect o [CEEY BT

I~ Institution Colorado State Univarsily Fort Colling co

¥ Institution Fort Collins High School Ft Collins. co

¥ Institution Frontier High School Ft Collins co

[+  Institution Poudre High School Fort Collins o

T Institution Rocky Mountain High Schiool Fi. Colling co

[T Institution Sampla Anytowm co
Fist| [ Previous | Pagatoft [Mext| [Last]
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My Realm

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to remove the selected entities and return to the updated list, or click Cancel to return to the list
without making changes.

SubRealms tab

If your user ID is linked to other realms, you may add one or more of those realms as a SubRealm. Also,
if your Realm has been marked as an Agency in the Realm tab, it will automatically be set up as a
SubRealm of itself. (SubRealms are primarily for "MyWorkKeys" users.)

From the "SubRealms" tab, you may view, add, or remove associated realms, and manage administrator
accounts that are linked to the SubRealm.

Associated Realms
[Rosin [ Fnance [ s [ congrags | v [ECTERIY scredsingtyves —

Setectand 20
m_m

3 Blank Data Realm Making an attempt for a Blank Data Realm far Screenshat Purposes 311054

() Emply Realm Empty Realm frae of data used for ScreenShols FFM 47

= For detailed information about the contents and features of this tab, please refer to the Create a
New Realm topic, under "SubRealms tab".

SchedulingTypes tab

If Scheduling Types have been set up under System Management by ACT Administrators for your
Program, the Realm will automatically default to the System's settings.

Use this section to further customize the Scheduling Types for your realm.

o |If Scheduling Types have not been set up for your Program, you will not be able to use this
feature.

Associated Scheduling Types

Select and m

Active | Default | Ranking
E m

O MNone Mo Scheduling

Schadulmg

= For detailed information about the contents and features of this tab, please refer to the Create a
New Realm topic, under "SchedulingTypes tab".

Back to Table of Contents
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My Account

User Role Access: All user roles

Click My Account from the main menu to review stored user account data including password, user
name, email address, and user roles. Be sure your account is complete and up-to-date.

e Edit your account

o0 Usertab

0 Security tab
o Rolestab

Edit your account

There are three tabs of information associated with each user account. They are labeled "User,"
"Security," and "Roles." Click the tab title to view the stored data.

User tab

*Indicates a required field.

First name, last name, and email are by default the only required attributes but others may have been set
up as needed for your realm.

= For detailed instructions about how to set up customized user attribute fields, please refer to the
topic on Attribute Management.
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My Account

Edit User: proctors1

Hew Catagory Label (7}
Addressi: | |

Address2: | |

City: | |

State/Province: | “|

Postal Code: | |

Telephone Mumber: |:| |:| | | |

Favarite Colar; | v

Basic Information

* First Name: lSua |

* Last Name: |Pn:u:tur |

" Email: | SProctor@email.com |

* = Required o o
| Submit | | Cancel

Enter any user data for empty attribute fields that are requested or required.
Make changes to existing information if necessary.

When you are finished, click Submit to save your data and advance to the "Security" tab.

Security tab

From here you may change your password, set up your security question, or generate security tokens if a
user from another realm needs to associate your user account with that realm.

e O

Lagin Infermation

0ld Password: | |

Mew Password: | |

Confirm Password: | |

Securirty

Question: | v

Anzwer. |

Submit ! Cancal | Genarale Secunly Token |

Password: To change your password, first enter your old password in the top field. Enter your new
password twice. For security reasons, the password will not be displayed on-screen.
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My Account

Security Question: To set up your security question, select a question from the drop-down list of
guestions. Enter the answer to the security question in the text box below.

NOTE: The security question is only applicable to examinees or other users who may need a
password reminder to log onto the RSP (Registration, Schedule, and Payment) application. It does
not affect user accounts in the VTC Admin Console.

Generate Security Token: As a security precaution, users seeking to add your account to their realm
must have a security token that you generate before they will be allowed to associate your ID with
their realm. (Users with higher administrative rights to the VTC Admin Console will not need a token).
Please note the tokens are only valid for 15 minutes. You will need to coordinate timing with the user
who needs to link to their realm or realms.

Click Generate Security Token when you are ready.

_ Submil | Cancal | Generate Secunty Token [%

A pop-up window will appear. The token will be displayed. Click Print to print the token or write it
down.

Below it your Security Token. It expires in 15 minutes.

Secuniy Token: S84944

Secunty Token ooy 14 11,5502 GST 2008

Expiration:

| Cloze | Print

Provide this number and your User ID to the User Manager or other administrator who will link you to
their realm.

Close the pop-up window to return to the My Account window and the VTC Admin Console.

When you are finished, click the Submit button to save your data and advance to the "Roles" tab.

Roles tab

All the roles that have been assigned to you will be displayed. You cannot change your own role
assignment.

Edit User: proctors1

eme T e

Proctor Proctar

Back to Table of Contents
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User Management

User Role Access: Ultra User, Finance Manager, Password Manager, Proctor, User Manager, User
Viewer

e The Finance Manager, Proctor, User Manager, and User Viewer roles have partial access based
on the tasks that are assigned to that role.

0 The Finance Manager role can charge examinees a fee for no-shows and has access to
the user's personal and registration attributes in view-mode only.

0 The Proctor role can only perform proctor-related tasks (such as run an instant report,
assign individual users to a group, view user data and registration, stop an active
session, or to authorize/unauthorize individual examinees).

0 The User Manager role does not have access to the Realm tab and cannot authorize or
unauthorize an examinee.

0 The User Viewer role has access to the user's data in view-mode only.

e The Password Manager role only allows access to the Security tab and must be assigned in
conjunction with a User Manager or User Viewer role or it will not be activated.

User Management will help you create, edit, and delete examinee accounts, register users for tests, view
or modify the user's demographics information, etc. However, this section can also be used to assign user
roles, monitor staff accounts, associate user accounts with other realms, export examinee records, and
batch load user records into the application.

Click User Management from the main menu to manage the user accounts at your realm.

Search Crteria
Last Mame: | First Name: |
User |D: Examines |D:
Statue: | Show Al ~| | Search

Use "%" for wild card searches,

Soealeimmme —— Jimmame ————— Jow s |

= Please search for a name --

e Search for a user

e Editauser
e Delete a user
e More actions... (drop-down box)

o Associate User
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User Management

See also: Create a New User, User Batch Load

Search for a user

If you do not know the exact user you are looking for, use the % sign as a wild card character to enter any
part of the last name, first name, User ID, and/or Examinee ID in the search criteria fields. Use the drop-
down box to select the user status. (Or, you may leave the search fields blank to display all users in your
realm.)

Make your criteria selections and click the Search button.

User Management

Search Cntena
Last Mame: | | First Mame: I'

User ID: | gag ) Examinee I |

Status: |_$E1|3w All vI ' Siarcht|

Use "% for wild card searches.

Iore actions._. v || Create

- Please search for a name -

The search results, including the user's first and last name and user ID, will be displayed beneath the
search criteria in the lower frame.

User Management

Search Crtera

Last Mame: | | First Mame: i'
User ID: | g3, 1 Exarninee I
Status: | Show Al | | Swarch |

Usge "% for wild card searches,

Select and m Ilore actions... » || Create
Socaliimpome —— Joomtome ————— Juw0 s |
O Ew Admiristralor aval Enabled
3 Eob Examinee ExamineB Enabled

First| | Provious | Page toft [Naxt| |Last]
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User Management

If there is more than one page of results, use the navigational tool buttons, First, Previous, Next, and
Last to help you review the pages of results.

o |f there are too many pages of results and you are having trouble locating the user record you
want, narrow your search criteria and try again.

Edit a user

To edit a user, you must first perform a search to find the user record you wish to modify.

Once the user record is displayed in the search results, select the radio button next to the user's name.

Click the Edit button located above the user list.

Select and mﬁk

irst Name

There are several tabs of information associated with each user. They are labeled "User,
"Roles," "Registration," "Group," and "Realm." Click the tab title to view the stored data.

Security,”

An example of the User tab is shown below.

Edit User: ExamineB

Hew Category Label (2]

Addressi:
Addrase?:
City: i
Stata/Province: ~
Postal Code: |
Telephone Number. ( )

Favarite Color. | w
Basic Information

" First Mame: | Bob
" Last Mame: | Examines
" Email: | BExamineeemail.com

" = Required
| Submit | | Cancel |

If you make a change on any page with a "Submit" button, you must click Submit to save your changes.

= For detailed information about the data fields in each tab, refer to the topic Create a New User.
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User Management

Delete a user

To delete a user, you must first perform a search to find the user record you wish to remove.
Once the user record is displayed in the search results, select the radio button next to the user's name.

Click the Delete button located above the user list.

[ iTF e
| Edit | Delete

First Hame

o Jane

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the selected user and return to the updated list, or click Cancel to return to the user list
without deleting.

e NOTE: A user record cannot be deleted once registrations are associated with it.

More actions... (drop-down box)

Associate User

Associate User allows you to link users from other realms to your realm. This allows you to give access to
your realm to other users without having to create a new account. (Please note you will need to assign
user roles to the account once it has been linked.)

Unless you have higher administrative rights to the VTC Admin Console, you will need to work in tandem
with the user you are associating with your realm.

As an added security measure, that user will need to access their My Account menu, and generate a
token from the Security tab. They must provide their user name and token to you before you can
associate them with your realm.

From the User Management page, click the More actions... drop-down box and select Associate User.

Wore actions
Associate User

In the required User ID text-entry field, enter the exact User ID of the user you wish to link to your realm.
Enter the security token ID.
Click the Submit button.

Associate User

“ User ID: | proctors!

" Security Token: |5849344

" = Required
Suhsr.ﬂ% Cancal
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User Management

If the search is successful, the search criteria for User ID will be filled in for you, the user will be displayed
in the search results below, and the user account will be added to your realm.

User Management

Search Crtena

Last Mame: | First Marme: |
User ID: i.prn-:1nrs1 Examines ID: |
Status: siﬁw Al i~ ' Search

Use "% for wild card searches.

Select and m More actions » il Create
Succemane— Jowreme o [sws |
O Sue Proctor ProctarS1 Enabled

(First| | Previous | Page 1 of 1 :-Next; izl

If the search is unsuccessful, verify the User ID and token you entered is correct, and try again. If the
token has expired, have the user generate another token.

¢ Please note the tokens are only valid for 15 minutes. You will need to coordinate timing with the
user or users you are associating.

Once you associate the user, YOU MUST assigh user roles to enable the correct access rights to
your realm.

Click the radio button next to the user's name and on the Edit button located above the list of names to
assign user roles, register the user for assessments, etc.

= For detailed information about the data fields in each user record, refer to the topic Create a New
User.

Back to Table of Contents
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Create a New User

This section describes how to create a new user account and also describes in detail the fields and
functionality of each tab in the User Record. Depending on your user role, you may not have access to all
of the features described.

e Create a new user

User details tab

Security tab
Roles tab

Registration tab
= Register users for assessments
= Schedule users for assessments
= Manage registered assessments

Group tab

Realm tab

O O O o

o

o

Create a new user

Click User Management.

To create an individual user, click the Create button located on the far right of the main User
Management page.

_|Mnre s!c:tinns..__ j Create

e NOTE: If the Realm's "End User Create Required" flag has been set in My Realm or Realm
Management "Realm Details tab", there will be no Create button on this page. Examinees will be
required to create their own accounts when they log onto the RSP application.

If a non-ACT, administrative VTC account is required, that person will need to create their
account using RSP and give their User ID to a current VTC Admin with User Management
access. The Admin will then remove the Examinee role and grant the proper user roles to the
account.

There are several tabs of information associated with each user. They are labeled "User," "Security,"
"Roles," "Registration," "Group," and "Realm." You must first enter the required, basic information on the
"User" tab before advancing to the subsequent tabs.
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User details tab

Enter basic user details and login information. (Your fields may vary based on the customizations set up
for your realm.)

*Indicates a required field.

e

Lagin Infermation
Uszer ID; | MewestUsear | Generate D
Fassword, | essssssse
Confirm Password. |esessssss

Security

Question: | What is your pet's name? e

Answer | Flufy
New Category Labal {7}

Addrassl
Addrassd:
City
StatedPravince: w
Postal Code:
Telephone Mumber: { )

Favarite Colar -
Basic lnformation

" First Mame: | Mew
" Last Mame: |Uzer

" Email: | NewestUsen@enail com

" = Required
Submit Cancel

Login Information: If you do not fill in the User ID and/or Password field, the login information will be
auto-generated based on the first and last name fields when you click Submit. You may also click
Generate ID after filling in the first and last name fields to generate a unique ID, as shown in this
example.

Security: If desired, use the drop-down box to select a security question. Enter the answer to the security
guestion in the text box below.

NOTE: The security question is only applicable to examinees or other users who may need a

password reminder to log onto the RSP (Registration, Schedule, and Payment) application. It does
not affect user accounts in the VTC Admin Console.

*Basic Information: Enter the user's first name, last name and current email address. It is important that
the email address be accurate as it may be used to send important information to the user.

NOTE: By default, only the first name, last name, and email address are required fields. However,
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Realm Managers may configure these attributes and other requested information if desired. The
examinee will then be prompted to enter or update their own attributes when they log into the RSP.

When you are finished entering details in the fields listed above, you must click Submit to save your data.

You will automatically advance to the "Roles" tab where you can continue setting up the user account by
assigning user roles.

Security tab

The Security tab only appears for users who have been assigned the Password Manager role and is only
useful when you Edit users. When you Create a user, the tab is skipped during creation.

This tab may be used to change or reset an existing user's password, look up a password, User ID, or
Person ID.

When you click the Security tab, you will be asked to provide your User ID and Password, to verify that
you are the valid account-holder who is making the change.

Enter your information in the fields and click Submit.

User JCCRDY Roles | Registration | Growp [Reatm |

Please enter your Lagin information
User 0 [ YOUR atmin D & password

Fassword,  sssssssses
Cancel
e

If your access is validated, you will see the user data for the account whose password you would like to
view or change.

The Person ID may be used as a reference in communications with ACT about specific user accounts.

To change a password, enter a new password in the Password and Confirm Password fields, or click
Generate to generate a password.

Click Submit when you are finished.

Edit User: NewestlUser
Login Information
Uzer I0:  NewestUsar

Perzon ID: B1580338
Password: | newpassword Generate |

Confirm Password: | newpassword

" = Required
El.ltm'n‘lR Cancal

You will automatically advance to the "Roles" tab.
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Roles tab

The roles tab allows you to designate the level of access for each user account. The available roles will
be displayed for you.

Please note that for security reasons, users cannot assign additional roles they do not already have.
Users also may or may not have permissions to assign one or more of the roles they have been
assigned. (e.g., a Manager role may not be able to create a new Manager role user.)

Mark the checkboxes to select one or more of the user roles.

Edit User: NewestUser
ser [ securiy [EUEY Registration [Growp | 0000000000000 |

Select and BTl L
=Y
m Name Description

Examines Examinee can take tests within the realm

Help Desk Help Desk can search for user across all Realms

Password Manager may wiew and edit passwords in the user management section provided
they already hawve access to user management

ger Manager User Manager can create, read, update delete uzers within the realm {includes rales)

0
[0 Password Manager
0
0

User Wiewer User Manager can read users within the realm (includes roles and registrations)

o NOTE: If you plan to use the Registration tab (as described below) to launch the RSP and
register or schedule a user for an exam, you must assign the Examinee user role to this user.

When you are finished selecting user roles, you must click Submit to save your data. You will
automatically advance to the "Registration” tab where you can continue setting up the user account.

Registration tab

From here, you can register and schedule users for test assessment Titles, and/or authorize or
unauthorize tests if your realm has been configured to require proctor authorization to launch a test.
Depending on the type of test that was launched, you can get an Instant Score Report after a user has
completed the assessment.

Edit User: NewestUser

| User | Secury | Rotes [EICTCEURY) Group [Rewm | 000000000 00000000000

Galoe RER Craate Crmate From Profile

= Please create a registration —

By default, there are no additional registration attributes or characteristics other than the steps described
below. However, Realm Managers may configure these attributes and other requested information if
desired. You may be asked to enter other information as part of your registration process.

= For more information on customizing registration attributes, refer to the topic on Attribute
Management.
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REGISTER USERS FOR ASSESSMENTS

If your realm is set up to automatically register new users for assessments, or the batch-load user data
was configured to register users for any specified assessments, those registrations will be listed for you
when you click the Registration tab.

If your realm has not been configured to pre-register candidates for assessments, or the batch-load
registration process failed, you will need to register your candidates manually.

There are three ways to register users for an assessment. Choose one of the following three methods.

Goto RSP Creata Create From Profile

e Option 1: "Go to RSP" to access the Registration/Schedule/Payment application.

e Option 2: "Create" a list of registered titles from a list of individually selected titles.

e Option 3: "Create From Profile" a list of registered titles from a list of pre-selected titles.

Option 1: "Go to RSP" to access the Registration/Schedule/Payment application

(NOTE: If you do not have user rights to access the RSP, this option will not be available.)
From the Registration tab, click the Go to RSP button.

This will launch the RSP application in a separate window, logging you into the user's account as though
you were the examinee, though all activity will be logged under your name.

o Please note that examinees are typically expected to log into the RSP directly and register
themselves for the exams. There should not be a frequent need to register users this way.

A partial view is shown below.

Click Select a New Title.

Sl Tesierman

Your Registrations

Title - click a title for details m Hext'Options
%j

[ =eiect & e Tie

The Titles available for registration will be displayed. Click the radio button next to the Name of Title and
on the Select button to register the user for that title.
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Jog Tetlerman

Select New Title

Click o the small circle to the left of the titte for which you want to reqister and click omn tie

Select button,
Availability
O ALM Global Test 2 Aug 01, 2009 Dec 31, 2009
G} Basic ALM 2 Aug 0, 2009 Ot 01, 2009
3 ALM Global Test 2 Jan 01, 2008 Jan 01, 2009

(If any registration attributes have been set up and linked to the assessment, next you will be asked to fill
those in and click Submit when you are finished.)

This will return you to the list of registered titles within the RSP application. If you wish to register the user
for more titles, repeat the steps by selecting the next available title.

When you are finished with registration, your registered titles will be displayed.

Joe Testerman

Your Registrations

Plaaze click on the Schedule or Pay button under NextOptions to complale your reqistrationfs).

| ALM Global Test 2 | Schedule

= BasicALM 2

[ select n Mew Tiie

If you are required to schedule one or more of the assessments (as shown in the example above), you
may continue using RSP to schedule the registered Title at this time.

= Refer to the next section for the continuation on how to "Schedule users for assessments."

Or, click Log Out in the RSP application window and close it to return to the VTC Admin Console.

Click the Registration tab to display the newly registered title(s).

Edit User: TesterJ

LIS R UEN Edit § More aclions... = Craate From Profits
Seeclte ——— hdmisrmion Rogismion 0 JGomeOne [Sou]
Fall 2009 Registration no
& Basic ALM 2 Schedule BEI0%E O IV2009 12:51:42 PM
O ALM Global Test 2 Fall 2009 Registration Schedule  BES0S7 vI02009 12,6208 PM
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Option 2: "Create" a list of registered titles from a list of individually selected titles

From the Registration tab, click the Create button.

Mark the checkbox next to the Title(s) you wish to register the user for and click Submit.

Edit User: NewestUser

Select and m
[0 ALM fo¢ Global Test [Fail 2009 "
[0 Basic ALM Title Fall 2009 -
[#  ALM Glabal Test 2 Fall 200% Registation Schedule 1
O  ALM for Global Test [Fall 2003 Registration no Schadule E
[0 Bagic ALM2 Fall 2009 Registration no Schedule *
[#]  Thin Web Test Spring 2010 o
[0 ALM for Global Test Surnemer 2008 E

(If any registration attributes have been set up and linked to the assessment, you will be asked to fill
those in and click Submit when you are finished.)

You will be asked to confirm each of the selected registrations on separate screens where the registrant
information will be displayed. Click the Submit button to confirm each registration or the Cancel button to
indicate you do not wish to register the user for the registration.

When you are finished, the titles you submitted will be added to the user's list of registered assessments
under the Registration tab.

Edit User: NewestUser

mm m Reglatration m m _

Edit § More actions... ™ Golo RSP | Creata Comate From Profile

D9/02009 01:04.17  Fendng

3 Thin Web Test Spiing 2010 R0 {eequines

k) antharizatien)

O ALM Global Test 2 Fall 2009 Ragistration Schedule 863056 I T

= Refer to the next section for the continuation on how to "Schedule users for assessments."

Option 3: "Create From Profile" a list of registered titles from a list of pre-selected titles

From the Registration tab, click the Create from Profile button.

Create From F'rnﬁle

T S

Mark the checkbox next to the profile you wish to register the user for and click Continue.
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Edit User: TesttakT

Select and Cunllnu
Name : Profile ID
C fall profile 754
= spring profile 152
spring profile 2 755
 summer profile 751
C survey 767

All of the Title(s) that are available for registration will be displayed. The ones set up as part of the profile
you selected will already be marked for you. If you wish, you may change the selected checkboxes next
to the title names.

If you are satisfied with your selections, click the Submit button.

Edit User: TesttakT

[0 ALM for Globad Test [Fail 2009 *
[0 Basic ALM Title Fall 2009 "
[0 ALM Global Test 2 Fall 2009 Registration Schedule 3
[0 ALM for Global Test Fall 2009 Registration no Schedule =
[0 Basic ALM 2 Fall 200% Registration no Schedule "
[Z]  Thin Web Tess Spiing 2010 .
[0 ALM for Global Tast Surnemer 2008 *

You will be asked to confirm each of the selected registrations on separate screens where the registrant
information will be displayed. Click the Submit button to confirm each registration or the Cancel button to
indicate you do not wish to register the user for the registration.

(If any registration attributes have been set up and linked to the assessment, you will also be asked to fill
those in and click Save Changes when you are finished.)

The titles will be added to the user's list of registered assessments under the Registration tab.

Edit User: TesttakT

EdtUserTestr |
| ser [ Securty [ Roles [TTONRR Growp [Ream | 0

b1 ILL- 8 LY Edil § More aclions... ™ Cseate From Profita
seeal e Jadninsision _[Regioien JCromeomie —[Suun

Pendng
€ Thin Web Test Spiing 2010 859100 o RIREEE e quires
autharization)

= Refer to the next section for the continuation on how to "Schedule users for assessments."
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SCHEDULE USERS FOR ASSESSMENTS

Once the examinee is registered for at least one title, and scheduling is required, he or she must be
scheduled for the exam. If self-scheduling is allowed, examinees can log onto the RSP application to
schedule the exam and arrange payment (if a test fee is required). Or, VTC staff assigned to the User
Manager role can make the arrangements for the examinee by clicking "Go to RSP."

If you wish to schedule users for the assessments using the RSP application, select the user account you
wish to edit.

Click the Registration tab to display the user's registered test titles.

Click the Go to RSP button.

(NOTE: If you do not have user rights to access the RSP, this option will not be available.)

conrer |

This will launch the RSP application in a separate window. The registered title(s) will be displayed for you.
Titles requiring scheduling will be indicated by a "Schedule" button.

Sue Gz

Your Registrations

Please click on the Schedule or Pay button wder Next'Options to complate your reqistrationfs).

Title - click a title for details m Next/Options
<) ALM Global Test 2 L

+| BasicALM 2

Select o New Title

Click the Schedule button.

Hext/Options

X

Your next step will be to select the state where the examinee will take the test.

Click the drop-down button to select the state, then on the List button.
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Select Test Site
ALM Global Test 2

Salect the state whera you wan! to lake the test, then click on the List button.

Create a New User

A list of test centers in the state you selected will be displayed. (Click the Info button to get information on

the testing site to verify it is the location you are looking for.)

When you have found the location you want, click the radio button in the select column. Click the Select

button.

S iz

Select Test Site

ALM Global Test 2

Select tha state where you want to take the tesl, then click on the List button.

State: [10WA "I

Li=d

Click or the circle to the left of the location where your want 1o take the test, then click on the
Sefect button.

& Ciy, & Sample Site (PS1) | Inda

ISHE\H[ Starl Over

Continue selecting other scheduling characteristics as needed, such as the month, date, and time of the
examinee's appointment. When you are finished, you will be asked to review your selections and confirm

the appointment.

Click Yes if you are satisfied (or No to reschedule the appointment.)
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Review and Confirm

ALM Gilobal Test 2

Test Date:  August 22, 2009
Appointenant Tirme:  19:00 AM — 12:00 PM

Test Center: Sample Sie (PS1)

Address: Address
City, 1801105

FPlease review this information carelully and click on tie Yes bulton to confirm your test
appoiniment,

[ 'ﬂ-stl:g

[Mo]

Create a New User

A registration and schedule summary will be shown. Click Print to give a copy of the information to the

examinee.

Click Continue to go on.

Sa QUTT

Registration Details

Mame: Sue Quizz

Title: ALM Global Test 2

Appointment Date:  August 22, 2009
Appointmant Time:  11:00 AM — 12:00 PM
Permitted Aids:.  calculator, pencil, scratch paper

Required ID: government issued 1D and student ID

Test Center. Sample Site (P51)

Addresz: Address
City, 1A 01105

Dirrving Directions:

This will return you to the main menu of the RSP application which will show the status for all titles,
registration, scheduling, and payment for each assessment assigned to the user. Continue scheduling

assessments if any remain.

Click Select a New Title if you need to register the user for any additional titles.

e Please note that examinees are typically expected to log into the RSP directly and register

themselves for the exams.
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Sue Guizz

Your Registrations
Title - click a title for details m Next'Options

+| Basic ALM 2

[ Select & bew Tl Show OM Registralions |

When you are finished with the RSP application, click Log Out in the RSP application window and close it
to return to the VTC Admin Console.

Edit User: Quizz

ELERUE it | Mora actions.. | Create Jl . Cieate From Profile
Fall 200 Registration 08222007 02:50:58
#  ALM Global Test 2 Sehedule givl 91080 PM P‘-n&ng
; Fall 2009 Registration no 031472005 040948
O Basic ALM 2 Sihadule 8712 P

MANAGE REGISTERED ASSESSMENTS

Once an examinee is registered for an assessment (either automatically or manually), the user's
registration status will be displayed in the "Status" column, as well as any additional comments (shown in
the example below).

Edit User; Quizz

Edi | Maoné actions b Go to RSP Craala Create From Profile

O ALM Global Tesi 2 Fall 2009 Registration Schedule 91060 PMDE L Panding
: Fall 2009 Ragistration no 031 42008 04059048

() Basic ALM2 Sehndule Q8712 P

Edit: Edit selected assessment characteristics for a user's registered assessments.

Select the radio button next to the test title. Click the Edit button. (If the registered assessment status is
"completed”, you will not be able to edit data.)

Edit User: Quizz

Salectans (I [OTETPMETS
| Select | Title

= ALM Global Test 2
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Modify or enter the test administration dates (the time frame in which time the examinee must come in to

take the test.) If a user has been scheduled for a session, that information will be included as shown in
the example below.

lovuseriowze

Registrant Information
Adrinistration: Fall 2009 Registration Schedule
Title; ALM Global Test 2

Starting Date: 08/01/2009 . Mddhyyyy

Ending Date: | 1243172009 MM dddyyyy
Schedule Information
Test Center. Des Moines Area Comm College
Address. 2006 3 Ankeny Bivd
City: Ankeny
State: 1&
Postal Code; 50021
Dale: August 22, 2008
Start Time: 11:00 AM
End Time: 12:00 P

Status; Pending
" = Required ) ) :
Submit Cancel

e Depending on the type of title that was selected, other fields such as Score Report and

Extended Time fields may also be available. Select the parameters for those fields at this
time.

Click Submit when you are finished to return to the list of registered assessments.

More actions... (Registration tab drop-down list): First select the radio button next to the assessment you
wish to act on.

Then select one of following commands from the drop-down box.

Depending on the type of assessments and status of the assessments that the user is registered for, the
available command list may vary.
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e Authorize mmm Reqistration

* Instant Report il £t | More actions..__ v

e Ticket b,

Instant Report

e Unauthorize Ticket

e Update Status
e Charge No Show

Easic ALNYnauthorize
© A Update Status
Charge Mo Show

e Stop Session WVALIDUS Admin Vi Stop Session
21 2008 by ACT, Ing
e Delete

Authorize: If an assessment has been set up as a proctor-authorized launch, a proctor or user with
proctor access must first select the Authorize command for that Title before an examinee can launch
the assessment. Authorization lasts for 30 minutes during which the examinee must begin the test or
the proctor must re-authorize the Title.

Edit User: TesttakT
Select and (7] [T

Instant Report
@& Thin Wel "

g Pending (requires
Spring 2008 20070822 15:00:18.0 authorization)

Unauthorize

Instant Report: Once a user has completed the assessment, select the Instant Report command. A
separate pop-up window will display the report.

To print the report, right-click in the report window and choose Print from the menu. Follow the print
dialog box instructions to select a printer and output preferences. Close the pop-up window when you
are finished.

Ticket: Once a user has been registered for the assessment, the Ticket command will generate
information that can be emailed or printed and given to the candidate, if a template has been set up

and assigned to the assessment. The ticket will typically contain details the candidate will need before
coming in to take the test.

Click the Ticket option from the drop-down box. If a ticket has been set up, the contents will be

displayed in a separate pop-up window. (Formatting may vary slightly from the actual email, but the
contents remain the same.)
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Use the temiplale editor icons to inserd images, tables, or formal text such as bold or undeding.

Create bulleted lists
Insertfedit a hink that will appear as a hotlink in the template

Usge the Fiald List below to fill in data from pre-existing data fields such as user demographics, testing,
of testing center information

REALM: Sample Uzer Realm
USER HAME: Tom Test-taker
TEST CENTER:

Closa Print Send Email

Click Print to print the information for the candidate or for your own records.

Click Send Email to email the information to the candidate's email address, stored in the user profile.
Click Close if you do not wish to print or email the ticket information, or when you are finished with
the Ticket window.

= Ticket templates must be created in Realm Management using the Templates tab, and assigned
to the assessment under Assessment Management. Refer to those topics for further details.

Unauthorize: If a test has been authorized by mistake, or you decide you do NOT want to authorize the
exam, repeat the procedure for Authorize except select the Unauthorize command.

Update Status: This task button only applies to surveys. For a survey with status of "In Progress", you
can change it to "In Progress - Reset Eligibility" or "Complete". For a "Complete" survey, you can only
change the status back to "In Progress". You cannot update status on a "Pending" survey.

Charge No Show: If an examinee doesn't show up for the scheduled test, and the assessment was set
up for no show charging, you have the option of charging the fee for the test.

Stop Session: If an examination session needs to be interrupted (e.g., a hung workstation or session,
evidence of misconduct during exam, etc.) the Stop Session command will halt or "kill" the existing
session. This will prevent the examinee from continuing or relaunching the session.

Delete: Remove a Title from the user's registration list by selecting the Delete command. A pop-up box
will display. Read the message carefully before confirming your choice. Click OK to delete the
selected registration and return to the updated list.

NOTE: You cannot delete a registration record once the test has been scheduled or launched.

After you are finished registering users for assessments, click the Group tab if you wish to assign the
user to one or more group of users. This will make it easier for a proctor to authorize many users for the
same examination at one time.
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Group tab

Assigning users to Groups enables a proctor to authorize more than one user exam at a time or contact
users by email. Groups are especially helpful for sites that have many examinees that will all require
proctor authorization to launch an assessment.

e NOTE: Groups are created in Group Management. If none have been created, you may skip this
step and add the user to a group at another time.

Edit User: Quizz

| User | Securty [ Rotes | Rogistraion KRR Reatn | 0000000000000 |

= Please add a group -

Add: To assign a user to a group, click Add to select a group or groups from the group selection list.

Mark the checkbox next to each group name. Click Add again when you are ready to go on.

Edit User: Quizz

| User | Securiy | Roles | Registration [ECTRRY Reaim |
Select and E@

Name '

[ groupnamel

= groupname?

[] groupname3

[Fust| [ Previous | Pagetoft [Nest| [Last]

The group(s) you assigned will be listed for you.

Edit User: Quizz

| User | Securty | Roles | Rogitation [JCETR Reatm | 0|

Select and [EL T

Sl

O groupname?

First| | Previous | Page]of1 | Mext| |Last

Remove: If you wish to remove a user from a group, click the radio button next to the assigned group.
Click Remove.

Click the Realm tab if you wish to assign the user to additional realms.
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Realm tab

Enable user login access to more than one realm.

The current realm is selected by default. Mark the checkboxes to indicate other realms you wish to assign
to the user.

Edit User: Quizz

EdtvseriQuzz |
[ ser [ secury [ Rotes [mogitration o JERRERD 0000000000 |

Select and

Select| Name

OBaseRPS

f

DBaseWorkKeys
OBaseWorkKeysBusinessDirect
[ 0OBaseWorkkeysEducationAndYars

Click Submit to assign the user to the realm(s) you selected and return to the User Management main
menu.

Back to Table of Contents
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User Batch Load

User Role Access: Ultra User, Validus Registration Loader, Validus Registration Loader Admin, Validus
Registration Loader Manager; Program Manager may be added to one of the Loader roles

e The Program Manager role controls program-level priority escalation for batch files. It must be
assigned in conjunction with one of the Validus Registration Loader roles to be activated.

e The Validus Registration Loader role only has access to view and manage the files they have
uploaded.

e The Validus Registration Manager Loader role has access to view and manage all batch load
user files; controls realm-level escalation for batch files.

e The Validus Registration Loader Admin role can view and manage batch files uploaded by any
other user in the realm; does not include file escalation.

Users with access to User Batch Load may upload a comma-delimited data file to create user records that
are pre-populated with data. You may also auto-register examinees for a test when you batch load the file
to the system and/or assign records to a group of users.

Once records have been batch loaded, you may also search for the batch load files, check processing
status, and correct any errors that may have occurred.

WARNING: Before changing any data at your realm, be sure that all User Batch Load files have finished
processing. Any file already in progress will continue processing while the new settings take effect and
may cause the file processing to fail.

e Create a batch file

e Upload a batch file

e Batch Load search

e More Actions...

Download Uploaded File

Download Invalid Rows File

Download Log File

View Processing

O O O O o©o

Escalate File (within Realm / Program / System)

e Troubleshooting Batch Files

Click User Batch Load from the main menu to begin.

This brings you to the Batch Load Search page.
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Batch Load Search

Search Criteria
File Mame: | User ID: |
Status: v: From Date: . .ihﬂfﬂi"ﬁ]‘]‘
| Search |

To Date: | MMy yy

Uge "%" for wild card searches.

File Total Total Total |Total Invalid |User | Uploaded | Processed E?:E:E :il::;rr‘ence
Name Received | Processed | Failed | Success | Records | ID Date Date D iE.'I-

- Please search for a narme --

Create a batch file

Click the Create button to upload your file.

[
Batch ;
Process | Reference
4]

This brings you to the Batch Load Users page.

Batch Load Users

Browse... || Guide.|
" File: ———

Download Header File [

Batch Fila Prianty: iﬁ v
Batch Reference ID: |

Motify List: |

Motify Uploader;
" = Required

[ Submat -I [ Cancel |

If you have not created a file to upload, you need to download a template you can use to create a user
record file.

Click Download Header File to download a commented CSV file similar to the one shown below. (The
headers in the CSV file may vary based on the attributes, assessments, groups, etc. that have been
defined for the realm.)

Click to Save the file to a location on your network or hard drive, or click to Open it using a CSV file
editing tool such as Microsoft® Excel®.
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o Excel users: See Appendix A: Handling CSV Files for more information about creating and
handling CSV files in Excel.
[ A [ © | b | E | F
_1__iﬁrs1N3ma lasthame email FavoriteColor userfdama password
2
i
=0
sl
[ ]

You may use any CSV file editor to display and generate CSV header files.

Click the Guide button in VTC to identify the characteristics and attribute parameters in use by your
realm.

The Batch Load Guide will open in a separate pop-up window as shown below.

b hitps: fvtcadmintst. act.org - VAL & : Wirtusl Test Conter Comobe: Alank Data Real.. E rﬁ E

Be sure to scroll past the instructions that appear at the top of the Guide window.

Batch Load Guide

Please download the beader Tike amd use only allswod valses and fornsats Inted in this
Uhier Gatisde (ecrdling may be eecoessary to view the cotive pride) 1o build yeun batch
Baadl fike Calimmngs | next 1s the allew valuss sie for yoan releience anly, ey sie @l ie
Bt wed in i badch load hile direcily

Comnpailei v wilh Wi josalt Office milalled aie Typically cantfigeiied 16 apen (e dewnleal
fils |4 comena delimitad Mls or cov 188 ) uning Miciaelt! Excal, If poin ceenputer i e
condagured special care munt be Lakem when editing Ve Dile dicrosaiy Eecel will madily
Bhen data Blat i emdeied infa (e spreadiheet wham the file b caved. ln msany il o
Aluiy eakors the dabs imcorrect for leading. We recommend that if you uie Excel te edit
b file . tha first ihing you s &5 1o changs all of 1k Tields in the fils to tewt fermat. This
cam be achiaved o lolkws

1. Select &l of 1he cells in the spread theet ming the key sequence Claied fron
wiiliim the spread:hesi

1. Fmhit mome chck snd select il “Femnal Cells™ action

b i the peatting Farmat Cell pag-up sebect tha Tamibai™ tals

4. Selact “Tewt™ o e Category and then chok om the TE Butben

These vieps will emiure that your data will be sawed as enfered whan v Micrsaoft
Dol do adif the fibe. lm addition, save & copy of your cov fils dn s format. You
Bornssiting prafarence will then be saved fod later aditing nesds

Claza Frng

8 st

-

ol

You can print the Guide by clicking the Print button. Click Close when you are finished.

Use the information in the Guide to help you enter data in the CSV header file as shown in the Excel
example below.

A B C [ D | E | F
1 |firsiName lasiName email FavoriteCaolor userMame passworg
2 |record ong onef@emai calorl ONE0nE0nE passworg
3 |record Tl twiEermai color2 Ewabwolwo passwong
A |recond thrae thraegen colord threethrest passworg
5 |record four founemai colord fourfourfoul passworg

Records containing data errors in any field will cause a failure during batch load. This will prevent your file
from being imported to the system. Therefore:

BEFORE YOU CREATE YOUR BATCH FILE, please read the following notes to help minimize
batch load errors.

48



User Batch Load

e All columns that are included in the file are automatically processed during upload. If your realm
requires certain user data, those columns must be filled in. You cannot upload a blank column
that is marked as required data.

For example, if registrations are required and you are not registering users for an assessment
during batch load, you would need to remove all registration columns (assessmentld,
eligibilityStart, eligibilityEnd, etc.) and any associated registration attribute columns.

NOTE: Unless "Batch Load Strict Required Validation" has been turned on for your realm, Batch
processing cannot enforce validation of required fields if the column is not included in the batch
file. If you remove required fields so the batch file can be processed, you will need to manually
update the user record at a later time.

e If you have auto-registration turned on for your realm, do not also register users using User Batch
Load. (See the Realm details tab in the Create a New Realm topic for more information.)

e If your realm has restricted the Batch Loader from updating existing user records, only new
accounts may be created via the Batch Loader. Loading a user record with firstName and
lastName columns that match an existing user record will cause the Batch Load file to fail. (See
the Realm details tab in the Create a New Realm topic for more information.)

e Excel users: See Appendix A: Handling CSV Files for more information about creating and
handling CSV files in Excel.

Please note that file size may affect the order in which jobs are processed. Files smaller than 150KB will
be placed in the work queue ahead of larger files to ensure fast processing. However, this will not affect
the priority of the job once the system begins processing a file.

Upload a batch file

When you are ready to upload the file you created, return to the Batch Load Users page.

Batch Load Users

CADatatbatchBatchLoadll . cav Browse. .. Guide

Downlead Header File

" File:

Batch File Pronty, |5 »
Batch Reference ID: (21420
Monify List: | personlg@email. com, person2i@email com

Motify Uploader.

" = Required
Suhmﬂ[% Cancel

Notify List: If you would like to send notifications to others via automated email during the batch file
processing, enter email addresses separated by a comma in the text entry field. (e.g.,
addressl@email.com, address2@email.com, address3@email.com.)

Users on the list will receive three notification emails:
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When the batch load file has been uploaded and received for processing.
2. When the system begins to process the file.

When the system has completed processing. This final notification email will indicate
success or failure, as well as a list of record error indicators if a failure occurred during
the batch load process. (This information may be found in the Log File.)

Batch Reference ID: If you are uploading a file that you wish to link to a previously uploaded batch file
(example if your first attempt failed and you are uploading a corrected file), enter the original Batch
Reference ID number in the text entry field. (You can find the Batch Reference ID listed on the Batch
User Load main page once a batch file has been loaded.) This number can be used at a later date to
identify data being pulled from the system. NOTE: If you need to upload the same, corrected file
multiple times, be sure to reference the original file so that all subsequent uploads refer to the same
Batch Reference ID.

File: Next, click Browse to find the location of the CSV file you wish to upload. When you have selected
it, either double-click the filename or click Open to populate the File field.

Batch File Priority: Users with administrative access can set the priority of the batch file. Numbers range
from 1-9, with 9 being the lowest priority in the queue. The default is typically 5 for "normal”
processing time. If the batch load is not an immediate priority, use the drop-down box to set the
priority down to 9. If processing a file is critical, set the priority higher than 5. If files come to the
gueue at the same priority level they will be handled in the order they are received.

Notify Uploader: If you would like to be notified via automated email when the file is being processed
and when processing is complete (which will include a list of errors indicating any failures that may
have occurred), mark the Notify Uploader checkbox.

You will receive emails #2 and #3 from the Notify List above.

These emails will be sent to the email address in your user account. If you would like notifications
sent to a different email address than the one on file, use the Notify List field.

If you do not wish to be notified, do not check the box.
NOTE: The notification system may occasionally send out duplicate emails. Please ignore them if this
occurs; the batch file will only be processed one time.

Click Submit when you are ready.

You will now return to the Batch Load Search page. Your uploaded Batch file will be displayed along with
the status, upload date, and process date. (Once processing is complete, the status is changed to
Processed.) You should receive a confirmation email that your batch file has been received, is being
processed, and when it is completed.
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Batch Load Search

Search Cntena

File Mame:; User |Dx
Status: | v From Date: | MM/dd
To Date:
| MMy yyy

Use "%" for wild card searches.

LR 1T More actions..

Craata
Batch | Batch

Total Total DTI| Total Invalid |User |Uploaded | Processed
H o

Mot
BatchLoaddi Processed Judith 072172009 21421 21420
) BatchlLoaddi Processed 4 4 4 1] ¥ Judith 072172008 07/21/2009 21420
< »

Batch Load search

Once batch files have been loaded, they are stored for that realm for a period of time specified by the
realm's System Manager. Using Batch Load Search, you may search for previously uploaded files that
are currently being stored.

Using the search screen you may download uploaded files, check the file for errors, manage a loaded file,
and verify whether a file has been processed.

Use one or more of the following criteria to begin your search or leave all fields blank to display all
available batch load files.

Use the % sign as a wild card character to enter any part of the File Name or User ID. Use the drop-down
box to select the Status, or enter a Date range that the batch file was loaded.

When you have made your selections, click Search.

Batch Load Search

Search Cntena

File Mame: | a3 ' Liser Ik
Status: | Processed v From Duate: | MMIddyyyy
To Date: MM/Sdyyyy

Use “%" for wild cand searches

L] More actions [ Refiesh |

Tatal Tatal Tatal | Tatal Imvalid Uploaded | Processed E::t g:::’cn
Received | Processed | Falled | Success | Records Date Date 0 - i

BatchLoadl3 Processed Judith 07272009 07270009 21621

.Flrsl [ Prvigus Page 1 of 1 .J‘-lul: Lasi
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The results will be displayed below the search fields as shown above.
Use the scrollbar located at the side and bottom of the screen to view all of the data in the table.

Click the column header to sort by column.

More Actions... (drop-down box)

e Download Uploaded File

e Download Invalid Rows File

e Download Log File

e View Processing

e Escalate File (within Realm / Program / System)

Download or View a Batch File

DOWNLOAD UPLOADED FILE

After a file has been processed, you may Download the Uploaded File and save it to a new location to
be stored or upload it to a different realm (assuming that realm also uses the same headers, user record
and registration parameters.)

Click the radio button to select your Batch Load file name.

Next, use the More Actions... drop-down box and select Download Uploaded File.

More actions
gad Uploaded File

. Diownload Invealid Rows File

Dievwmload Log File

Wiew Processing

Escalate File Within Realm

() Bat{Escalate File Within Frogram

Ezcalate File Within System

(#  BatchLoadl2 Processed

Click to Save the file to a location on your network or hard drive.
Or, click to Open it and view the records in a CSV file editing tool such as Microsoft Excel.

e Excel users: see Appendix A: Handling CSV Files for more information about creating and
handling CSV files in Excel.

You may also print or save your records using the commands in the CSV editor. Close the CSV window
when you are finished to return to the VTC Console.
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Check Batch File for Errors

After a file has been processed, the processing data for all records is stored in a log file.

Any invalid records that are detected during the batch file upload can be found in the log file, which will
specify the error(s) found in each row.

Use the information in the Invalid Rows file in conjunction with the Log File to identify and correct any
errors in the batch file before saving and re-uploading the records.

DOWNLOAD INVALID ROWS FILE

If a processed file contained invalid records, it will be marked with a Y in the "Invalid Records" column. To
view the rows of data that contained errors (valid, successfully loaded rows will not be shown), click the
radio button next to the batch file with the error.

Click the radio button to select your Batch Load file name.

Next, use the More Actions... drop-down box and select Download Invalid Rows File.

| Download Uploaded File

Maore actions

Diownload Log File

“iew Frocessing

Escalate File Within Realm
Eszcalate File Within Program
Escalate File Within System
%  BatchlLoadl2 Processed ! 4 4 fu] "

)

Click to Save the file to a location on your network or hard drive, or click to Open it and view the records
in a CSV file editing tool such as Microsoft Excel.

Download and check the Log File (see instructions below) to determine what the error was and how to
correct it.

Correct the errors in the Invalid Rows File. Then save and upload the file, referencing the original Batch
Reference ID during upload.

After doing so, verify that the newly uploaded file no longer displays a Y in the Invalid Records column.

¢ NOTE: If you continue making corrections and uploading the same file, use the first Batch
Reference ID for all subsequent uploads.

DOWNLOAD LOG FILE

After a file has been processed, you may view the log file history of how data was processed for each
record. If you received a notification email of the batch process completion, this processing data is also
sent via email.

Click the radio button to select your Batch Load file.
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Next, use the More Actions... drop-down box and select Download Log File.

S ) Download Invalid Rows File  »

Mare actions
Diownload Uploaded File Total Total Imvalid
Download Invalid Rows File Received | Processed | Failed | Success | Records
nlaad Log File :
4

0 Bat{¥iew Processing ; Fl
Escalate File Within Realm

0O Escalate File Within Program 4
Escalate File Within System

(®  BatchLoadd? Proceszed 4

Click to Save the .log file to a location on your network or hard drive, or click to Open it and view the file.
(If you do not have an application assigned to open it, use any .txt file reader such as Notepad.)

Successes, failures, and record counts for each category will be indicated for you in the log file as shown
in the example below.

PEopessing cime @ 0 day(s), O bowe(s), 0 sinuce(s), 5 second(s)
Total cecord couwne & 4.

Suseessfuls
Bser Aespunt (Eearisn recerd ssusme @ 4.
Pser Account Updave cecord couse @ 0.
Begistearisn (reation cecord cousme @ 0.
Frofile Registersd record comnt @ 0.
Graup ldded pecepd ssust @ 0.

Failluees:
Pnpacsable teterd count : 0.
Incoceect data of miasing data found in ong of moce Lnpy
Validation Failed cecond eoumt : 0.
Iecorcact data of migsing data found in ong of moTe Lnpy
Pegisteaticon Validation Failed cecscd count @ O,
Ipcorcect data of missing data found in one of mote inpy
Pegisteaticn Failed cecord count : 0.
Input datn war Cofcest but o Tegistretion could mot be o
Profile Registeced Failed fecord coumt : 0.
Inpist data was cofcect buf a cegistraticon 258 one o mod|
Group Failed crecord count : O,
Inpist data war corcect but the umer could Rt be added t
Seve Failed record ooumt @ 0.
Peocessing of imput recocd failed in an unexpecied fashi

Plense mee the log file for further imformation, https://actappats
LLEDE TR E LR DR LR LR LT PEL LR PR EE TR LR L

Summary of the Bacohload - Refer Uploaded file,

LLETEDP TR RLE IR IR LR E LN LR LRI ] Wl (Ll

LENE NURBER: 1
= Uper bas been oreated.
USEFMARE: ninereds, FIESTHARE: record, LASTHARE: mims=, CHAIL: o
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Failures Category Message

Possible Reason For
Error

How to Correct It

Unparsable record — Incorrect
data or missing data found in one
or more input record fields.

Incorrect punctuation or
other unallowed character
in file (e.g., spaces, < >).

List items are separated by
anything other than a single
comma (including double
commas or a tab.)

Empty data in required
field.

Use of double-quotes in the
file's data.

Download the Batch Load guide;
check that the user data follows the
allowed values on file for your
realm.

Fill in all required data fields; delete
required columns if you are not
using them.

If header was removed, verify
header and comma were deleted
correctly.

If you need to use quotations, use
single-quotes only.

Validation Failed — Incorrect data
or missing data found in one or
more input record fields.

User data entered in the file
was not in the correct
format. Did not match
parameters specified for
your realm.

Download the Batch Load guide;
check that the user data follows the
allowed values on file for your
realm (e.g., Username, password in
proper format, etc.).

Registration Validation Failed —
Incorrect data or missing data
found in one or more input record
fields.

User data and dates were
valid, but the registration
data was invalid. Could not
register user.

Download the Batch Load guide;
check that the assessment
registration data follows the allowed
values on file for your realm.

Registration Failed — Input data
was correct but a registration
could not be created for the user in
the system.

The user data and
registration data in the
batch file are valid, but
system registration failed.

Check that the assessments in the
system are set up correctly so that
users may be registered (e.qg.,
expired registration windows,
registration or schedule limits, etc.).

Profile Registered Failed — Input
data was correct but a registration
for one or more tests defined in
the profile could not be created for
the user in the system.

User data is in the correct
format, but did not match
the parameters specified by
your realm.

Download the Batch Load guide;
check that the profile registration
data follows the allowed values on
file for your realm (e.g., Profile ID).

Group Failed — Input data was
correct but the user could not be
added to the specified Validus
Group.

User data is in the correct
format, but did not match
the parameters specified by
your realm.

Download the Batch Load guide;
check that the group registration
data follows the allowed values on
file for your realm (e.g., Group ID).

Save Failed — Processing of input
record failed in an unexpected
fashion.

User data may or may not
pass all criteria.
Experiencing database
issues.

A system processing error occurred
during upload. Try again later.

Once you verify what type of failure has occurred, download and check the Invalid Rows File (see
instructions above) to find and correct the errors in the specific records or rows in the file. Then you will

save and reprocess the incorrect rows that caused the initial failure.
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Manage Batch Processing

VIEW PROCESSING

If the status column of the User Batch Load page lists your file as "In Process", you may view processing
details about the file before processing has completed.

Click the radio button to select your Batch Load file.

H

%  BalchLoadd? InProcess 4

(}  BalchLoadd]! Processed 4

Next, use the More Actions... drop-down box and select View Processing.

LT 1 B More actions.,.
More actions..

Diownload Uploaded File
Downlaad Invalid Rows File

Select | File

) Bat{Escalate File Within F*mgram
Ezcalate File Within System

oad Results

Batch Process ID: 21457
Batch Reference 1D
File Name: BatchlLoadl2
User iD: 19040023 (hudith)
Batch Record Count: 4
Records Per Block: 4
Blocks Processed: 0O

Blocks Not Processed: 1

LR TT N View Payload Cancel Mam aclions

fore actions
ﬂluch Date F!a OCESS
Baich Sub Process ID g?;:l: Se :::'ul:: Processed? | Block BI
x 9 |" Queued | Processea | seconos
5058 1

false ]

®
Wiew Payload Refresh l Cancel IM-::ra actions.. b

e Please note the Batch Order Sequence column does not necessarily reflect the order the order
the record appears in your file.
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View Payload: Users with administrative access can view the data being returned while the sub
processes are running. It is a way to determine if everything is running smoothly. Data from the
Payload file will be stored in the Log File once the batch load file has been processed.

To View Payload, select the radio button next to the Batch Sub Process ID you wish to view. Click
View Payload. You will be asked whether you want to Open or Save your .txt file. Click Open to see
the statistics from sub process for the file in progress. The processed payload files are in XML format.

If the payload file is blank, be sure the processed flag for the sub process ID is 'true’ indicating the
sub process is finished or there will be no processing data to view.

Refresh: Click Refresh to update the screen as records are being processed. Once the file is finished
processing, you will be returned to the main User Batch Load page.

More Actions... Reprocess: If a record fails or hangs during initial processing, users with administrative
access have the option to send the record back through for reprocessing before the Batch Load file is
complete.

Click the radio button next to the record you wish to reprocess. Use the More Actions... drop-down
box and select Reprocess.

NOTE: This does not guarantee that the file will process correctly the second time. However, if there
was a momentary system hang, or the file has ceased to process, the file will be sent back through
the queue. If errors continue, check the file data.

More Actions... Escalate All: Similar to Escalate File within the System on the main User Batch Load
page (described below), users with administrative access can boost the processing time for all
records in the Batch Load file.

Use the More Actions... drop-down box and select Escalate All.

When you are finished, click Cancel to return to the User Batch Load page.

ESCALATE FILE

Users with administrative access can set the priority level for batch files during upload on a scale of 1-9. If
there are multiple files in the queue, lower numbers are processed ahead of other files with a higher
number. The default setting for all files is 5. Typically, there should not be a need to alter these numbers
and all files in the queue will be processed when they are received. Batch files with the same priority level
are handled in the queue on a first come, first served basis.

However, if there is a need to rush a particular file that is in process, it is possible to "escalate" the file's
processing time within the Realm, Program, or System.

Click the radio button to select your Batch Load file.

Next, use the More Actions... drop-down box and (depending where you need to escalate the file's
processing status) select Escalate File Within Realm/Program/System.
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101 More actions w
Maore actions

M Download Uploaded File
Diwnload Ivwalid Rows File
Drenwnlodad Log File
iew Processing
Escalate File Within Realm

3 Bat{Escalate File Within Program ¢
; Escalate File Within System

Escalating a file within the Realm will bump a file to the top of your realm's list of batch processing files.
Escalating a file within the Program will put the file ahead of all other realm's files connected to your
program, and choosing System will put the processing ahead of all other files in the queue.

o NOTE: This option should be used sparingly as it is not possible to rush all files to the top of the
gueue at the same time.

Troubleshooting Batch Files

e Please note that depending on your User Role you may only have access to the batch files you
uploaded.

e Your User ID and role may also affect your ability to view batch files and records.

To properly locate batch files and uploaded user records, you must log into VTC Admin with
same User ID in the exact case that it was created in the system. In other words, if your ID was
created "LastFirst0123", and L and F are uppercase, you will need to log on using uppercase
letters. Logging on "lastfirst0123" or any other combination may cause the batch loaded files or
user records not to appear on the main Batch Load screen or on the User Management pages
even though they have been successfully loaded.

If you have successfully loaded files without receiving an error message, but they do not appear
on the Batch Load page even after pressing the refresh button, please find the correct form of
your User ID by clicking My Account from the main menu. Log out and log back in using the
correct User ID.

e If your realm settings require specific attribute fields and/or that those attributes fields must be
filled in, your file will fail the validation check if it does not meet those requirements.

o Excel users: If you are still having trouble with your Batch Load file, be sure to read Appendix A:
Handling of CSV Files for more information.

Back to Table of Contents
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Account Management

User Role Access: Ultra User, Account Manager

Click Account Management from the main menu to search for a user account to view, reset user
passwords, and monitor or change the account status.

Account Management

Search Critenia
Last Name: [ First Mameg: |
Uzer 1D | Examinae ID: |
Status: [ Show Al ¥

[Uge "%%" for wild card searches.

-- Please search for a name -- -

e Search for an account

e Change account status

e Reset account password

Search for an account

If you do not know the exact user you are looking for, use the % sign as a wild card character to enter any
part of the last name, first name, User ID, and/or Examinee ID in the search criteria fields. (Or, you may
leave the search fields blank to display all users.) You may also use the status drop-down box to find
enabled, disabled, or locked accounts, or select "Show All" to display users of any status.

Make your criteria selections and click the Search button.
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Account Management

Search Cntena
Last Name: [ First Mame: I
Lizar ID: | Examinag ID: |

EETE | ocked B | Search |
|LJze "3%5" for wild card searches.

-- Please search for a name -- -

The search results, including the user's first and last name, user ID, and account status will be displayed
beneath the search criteria in the lower frame.

Account Management

Search Crtena

Last Name: | First Name: [
User 10 | Exarminee 1D |
Status: [Locked =) h

Lge *%" for wild card seanches.

Select and EEEN B Reset Password

C

Doe John JohnD Locked

Fi_l'BiI Previous IF'sge1 of 1 Mext ﬂl

If there is more than one page of results, use the navigational tool buttons, First, Previous, Next, and
Last to help you review the pages of results.

o |f there are too many pages of results and you are having trouble locating the user account you
want, narrow your search criteria and try again.

Change account status

You can use this feature to lock a user account to prevent a user from logging in. You can also enable a
previously locked account. Users who tried unsuccessfully to log on more than five times will have their
account disabled automatically; you can use this feature to enable the account.

To change the status of a user account, you must first perform a search to find the user record you wish
to modify.

Once the user record is displayed in the search results, select the radio button next to the user's name.

Click the Lock or Enable button, located above the user list.
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Reset Password

&  Doe John JohnD Enabled

" Examinee Bob ExamineB Enabled

The user's status will be updated and displayed in the "Status" column.

JohnD Locked

ExamineB Enahled

Reset account password

Reset the account password for users who have forgotten their password. If an account was auto-
disabled due to repeated unsuccessful logins, you should also reset the account password.

To reset the account password, you must first perform a search to find the user record you wish to modify.

Once the user record is displayed in the search results, select the radio button next to the user's name.

Click the Reset Password button located above the user list to reset the password.

Select and Reset Password

First Hame

[ Doe John

o Examinee Boh

A new password will be generated and automatically sent to the email address on file in the user's record.

Back to Table of Contents
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Group Management

User Role Access: Ultra User, Proctor, User Manager

e The Proctor role can only perform proctor-related tasks (such as register examinees for a group,
email a group of examinees, or authorize/unauthorize examinees for an assessment). They
cannot create, edit, or delete groups.

If your realm requires proctor authorization before the examinee can launch an assessment, and you
have a lot of users who will need to launch proctor-authorized assessments, you can assign those users
to a group and authorize the launch for all users in the group.

Groups are created in Group Management. Users may be assigned to those groups in large numbers
using the Group Management menu option, or individually under User Management. Similarly, Group
Management is used to authorize or unauthorize large numbers of examinees at one time. You would use
User Management to authorize each user individually at the time of the exam.

= For additional information about how to require proctor authorization for each assessment, please
refer "Edit an assessment" in the Assessment Management topic.

Click Group Management from the main menu to search for and manage an existing group or create a
new group.

e NOTE: If you do not plan to send email to groups of users, or to require proctor authorization to
launch assessments, you will not need to create groups.

Group Management

~Search Critena

Marme: [ Search

Use "% for wild card searches. |

-- Please search for a group --

e Search for a group

e Edit a group
e Authorize or Unauthorize a group

e Email a group
e Register a group

e Delete a group

See also: Create a New Group

62



Group Management

Search for a group

If you do not know the exact group name you are looking for, use the % sign as a wild card character to
enter any part of the group name in the search criteria field. (Or, you may leave the field blank to display
all groups.)

Make your criteria selections and click the Search button.

Group Management

Search Critena-

Mame [gruup% | Search
b

Use %" for wild card searches.

= Please search for a group -

The search results will be displayed beneath the search criteria in the lower frame.

Group Management

Search Crtena
Name: [ oroynt 1 | Search |

Use "%" for wild card searches.

LEI T Edit §| Mora actions,,,  |™
3 groupnamel 2620017
) groupname2 32520018
gFirsti Pravious Page 1 of 1 |Nau: _Lasli

If there is more than one page of results, use the navigational tool buttons, First, Previous, Next, and
Last to help you review the pages of results.

e If there are too many pages of results and you are having trouble locating the group you want,
narrow your search criteria and try again.

Edit a group

To edit a group, you must first perform a search to find the group you wish to modify.
Once the group is displayed in the search results, select the radio button next to the group's name.
Click the Edit button, located above the group list.
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it | biore actions

& groupname]
) groupnarne2

There are three tabs of information associated with each group. They are labeled "Group," "Users," and
"Subgroups." Click the tab titles to view the stored data. The Group tab is shown below.

Edit Group

o v | swgeops ||

Basic Information

* Mame: [groupnamel

Submit | Cancel

= For detailed information about the data fields in each tab, please refer to the topic Create a New
Group.

* = Required

Authorize or Unauthorize a group

To Authorize or Unauthorize a group of users, you must first perform a search to find the group you wish
to act on.

Once the group is displayed in the search results, select the radio button next to the group's name.

Use the drop-down box located above the group list to select Authorize or Unauthorize.

Muore actions, .,

m Mare actions
Authornize
® roupan| <navthonize
ikt Ernail

3 groupnam|Register
Delete

o |If there are no assessments requiring authorization, a message will display to and you will be
unable complete the process. Click Cancel to return to the group list.

If there are assessments to authorize/unauthorize, mark the checkbox next to the title you wish to act on.

Click the button, Authorize or Unauthorize, as appropriate.

Group Authorization

LEIE TN Authonze N

Title
F  Fall 2007 ALM for Global Test 3076
[  Fall 2007 Basic ALM Title 3075
[T Spring 2005 Thin Yeb Test 3079
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This will return you to the list of groups.

NOTE: Authorization only lasts for 30 minutes. During this time the examinee(s) must begin the test, or
the proctor will need to re-authorize the assessment.

Email a group

To send an email to a group of users, you must first perform a search to find the group you wish to
contact.

Once the group is displayed in the search results, select the radio button next to the group's name.

Use the drop-down box located above the group list to select Email.

Eﬁﬁ Edit E Wore actions V,!

More actions
Authonze
& groupna Unauthorize

C".. IOUPRnEN REHI ster

Delete

This will display the Group Email screen.

" Subject: IEma:I to Examinaes

* Template:

sample template 1ext

Submit I Preview I Cancel |

" = Requirad

*Subject: Enter the subject line of your email in the Subject box.

*Template: Use the drop-down box to select the email template you wish to send. (If you do not have any
defined templates, you cannot use this feature to send an email.)

If you are ready to send the email, click the Submit button. -OR- If you are not sure what template to use
and you want to see the content of your email, click the Preview button instead of Submit.

Suhmitl F'reviewgs Cancell

Your email contents will be displayed on-screen. (Formatting may vary slightly from the actual email, but
the contents remain the same.)
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Gowpima |

From: email@email.com

Subject: Email to Examinees

Use the template editor icons to insen images, tables, or forrmat text such as bold or yndedine.

Create bulleted lists
Insertfedd a link that will appear as a hotlink in the template

Use the Field List below to fill in data from pre-existing data fields such as user demographics, testing, or testing center infarmation

REALM: Sample User Realm
USER NAME: Person First Name Person Last Name
TEST CENTER:

Subrma Edit Cancal.|

If you are satisfied with the email's content, click Submit on the Preview screen to send the email and
return to the list of groups. Or, click Edit to return to the email editor and choose a different subject line or
template.

You may also click Cancel to return to the group selection menu without sending the email.

= For detailed instructions about how to create or edit templates, please refer to the "Templates
tab" in the Create a New Realm topic.

Register a group

To register a group of users for the titles, you must first perform a search to find the group you wish to
register.

Once the group is displayed in the search results, select the radio button next to the group's name.

Use the drop-down box located above the group list to select Register.

Se ) Edit l More actions., w
= - More actions

Authonze

C gqroupnamm Unauthorize

O]

The Group Registration page will display, listing any existing assessments the group is already registered
for. If none exist, or if more are required, you have two options.

You can add registered titles individually, or, if profiles containing specific title selections have been set
up using Profile Management, you may access registered title selections by profile.
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Add registered titles individually

Click the Create button located to the far right side of the screen.

Group Registration

Select and [ Create From Profile

- Plzase create a regisiration --

Select the checkbox next to the title or titles the group is being registered for and click the Submit button.

Group Registration —|

ALM Global Test 2 Fall 2007 Registration Schedule 10
[0 Basic ALM2 Fall 2007 Registration no Schedule -
[ Thin Web Test Spring 2008 b

NOTE: If a title you selected has Registration Attributes attached, you will be prompted to fill those
in at this time before the Group Registration is complete.

Once the registration process is complete, you will return to the Group Registration page. The group's
registered titles will be displayed.

Group Registration

Select and [ Create From Profile
S s A o i

O ALM Global Test 2 Fall 2007 Registration Schedule 200540320 14:34:24.0

Add registered titles by profile

Click the Create from Profile button located to the far right side of the screen.

Group Registration

Select and [ Create From Profile N

- Plzase create a regisiration --

If profiles have been set up, they will be listed for you. Select the radio button next to the profile you want
and click Continue.
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Group Registration : Select Profile:

Select and an
Select :
O fall profile 754
) spring profile 752
0 sprng profile 2 755
) summer profile 751
& survey a7

The title or titles that are part of the profile you selected will be marked for you. (If you wish, you may also
select additional titles or remove preselected titles by clicking the appropriate checkboxes.)

Click Submit to register the group for the selected titles.

Group Registration

Select and BT o

Administration Number Remaining

[0 ALM Global Test 2 Fall 2007 Registration Schedule [
[0 BasicALM2 Fall 2007 Registration no Schedule i
[0 Thin Wab Test Spring 2005 '
Surveys Summer Surveys -
[ SurveySample Surveys ‘
Salect and

NOTE: If a title you selected has Registration Attributes attached, you will be prompted to fill those
in at this time before the Group Registration is complete.

Once the registration process is complete, you will return to the Group Registration page. The group's
registered titles will be displayed.

Group Registration |
Select and oS
Seealmie —— Jammswmior  Jcsoevee |
O Sumeys Summer Suneys 2008-06-19 11:30:11.0
) SuneaySample Surveys 20080619 11:30:53.0

Group Registration
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Remove a registered title

To delete a registered title from the Group Registration list, highlight the radio button next to the title and
click Delete.

Group Registration

Setect and [N [Grssta |_Crest From rofls__] Gancel
O ALM Global Test 2 Fall 2007 Registration Schedule 20050320 14:34:24.0
= Surveys Summer Surveys 200604 02 14:03:32.0

Delete a group

To delete a group, you must first perform a search to find the group you wish to delete.
Once the group is displayed in the search results, select the radio button next to the group's name.
Use the drop-down box located above the group list to select Delete.

Edit I More actions. ., L

More actions.
Authonze
Unauthonze
Ernail

groupname?

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the selected group and return to the updated list, or click Cancel to return to the group
list without deleting.

Back to Table of Contents
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Create a New Group

This section describes how to create a new group and also describes in detail the fields and functionality
of each tab.

e Create a new group

o Group tab
o Users tab

0 Subgroups tab

Create a new group

Click Group Management from the main menu.

Click the Create button located on the far right of the Group Management page.

In the text entry field, enter the name of your group.

Click Submit to add your group and return to the Group List screen.

Create Group

Basic Information

" Mame: Igmupname1
Submit | Cancel

The new group title will automatically populate the search criteria field and will be the only group currently
listed.

" = Required

Group Management

Search Crtena
Mame: groupname? | | Search |

Use "%" for wild card searches

LOICT- R LT N Edit § More actions... %
0 groupnamel 32520017
:Firsti Previous Page 1 of 1 !Nmﬂ | Lasl:
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To add users or subgroups to your new group, click the radio button next to the group title.
Click the Edit button.

Select and 2T}

& groupname
) groupnarne?

There are three tabs of information associated with each group. They are labeled "Group," "Users," and
"Subgroups.” Click the tab titles to view the data fields in each tab.

Group tab

The Group tab displays automatically when you click to "Edit" your group.

o v | swgeops ||

Basic Information

* Name: [groupnamel

Submit | Cancel

*Indicates a required field.

* = Required

*Name: If you wish to change the name of your group, enter the new title in the text entry field.

If you have made changes, you must click Submit to save your data. You will automatically advance to
the "Users" tab.

Users tab

Designate the users that are assigned to this group.

Sosclrimmame Tt Juw0

= Please add a user -
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ADD USER

Click the Add button located on the far right of the screen.

X

Mark the checkbox next to the user's name to indicate which users you want to add to the group.

Click Add to add the users to your group.

Edit Group

m Users ETTLETOTTHS
Select and m

Select | First Hame

Eve
John
Bob

BT ¢

Sue

The users you selected will be displayed for you.

Edit Group

Select and m

T Ewe Administrator eval
- Bob Exarnines ExamineB
C Tom Test-taker TesttakT

Fi_laiJ Pmiuuslpa.gﬂnn leﬂ

REMOVE EXISTING USER

From the user list, click the radio button next to the individual's name.
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Click the Remove button. This will remove the user name from the list.

Edit Group

m Lo Subgroups |

Select and

When you are finished assigning users, click Subgroups if you wish to create or modify subgroups
(groups within groups).

Subgroups tab

Create and manage subgroups, or groups within the group.

Edit Group

e [

= Please add a subgroup -

ADD SUBGROUP
Click the Add button located on the far right of the screen.

Add

N

Mark the checkbox next to the group name(s) to indicate which group you want to add as a subgroup.
Click Add to add the subgroup(s) to your group.
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Edit Group i
Select and q m

Select | Hame
[T groupnamel

¥  groupname?

[First] [ Preiis | poge 1 of1 [Nekt] Last]

NOTE: Please be careful that you do not add a group as a subgroup of itself. The system does not
check for cyclic definitions in subgroups either directly or through a chain of subgroups. If a group has a
cyclic definition, an error will be reported when that group is used in an action.

The group or groups you selected will be listed for you.

Edit Group

Select nml
setecfuome —————————__[u

O groupnama? 32520018

0] PRGN pago 1 o 1 [HERE] (ST}

REMOVE SUBGROUP

From the list of subgroups, click the radio button next to the group's name. Click the Remove button. This
will remove the subgroup from the list.

Edit Group

selectans
Name :

#  groupname?

After you have entered each page of information, you can review the data you have entered. Click the tab
title to view the stored data.

Back to Table of Contents
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Profile Management

User Role Access: Ultra User, Profile Manager

Each profile is a collection of assessments that examinees are required to take. Profiles can be set up to

include the minimum score that an examinee is expected to earn on each assessment. These profile

"shortcuts" are accessible in User Management and Group Management to help save time when

registering users for the required assessments.

Click Profile Management from the main menu to set up or review profiles.

Profile Management

Create

-- Please create a profile -

]
F
=

Edit a profile
o Profile tab

o Assessments tab

= Edit assessment scoring data
= Delete assessments
= Qrder of assessments

Copy a profile
Delete a profile

Edit a profile

Click the Profile Management button from the main menu. Existing profiles will be displayed for you.

Profile Management

Select and 1]

fall profile

spring profile
spring profile 2

OC}OOE

summer profile

7o
752
755
751

= For details on how to create a profile, see the topic Create a New Profile.
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To edit an existing profile, select the radio button next to the profile you wish to modify.

Click the Edit button located above the list of profiles.

Frofile Management

G| Edit i Copy

Select | Name
& fall profile

i spring profile

There are two tabs of information associated with each profile. They are labeled "Profile" and
"Assessments." Click the tab title to view the stored data. The "Profile" tab is shown below.

Profile tab

Basic Information

" Name: [fall profile

Description; |description fall profile

Submit | Cancel |

If you wish, you may edit the name or description fields. You must click Submit to save your changes.

" = Ragquirad

Assessments tab

If assessments have already been linked to the profile, you will see them listed in the "Assessments" tab
as shown below. If assessments have not been linked or you wish to include additional assessments, you
may add them at this time by clicking the Add button on the far right.

Edit Frofile: fall profile

oot a1 2N o ]
ol ——— T Jiewsae |

" GlobalTest ALM Fall 2007
= Basic ALM Title Fall 2007

=  For detailed information about how to add assessments to a profile, please refer to the
"Assessment tab" section in the topic Create a New Profile.

Once a profile has been added, the data can be customized based on the needs of the site.
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EDIT ASSESSMENT SCORING DATA

From the assessments tab, if you wish to add a score requirement or "level score" to the assessment,
select the radio button next to the assessment you wish to modify. Click the Edit button.

Edit Profile: summer profile

Select and m*

 Basic ALM Title Summer 2008 0

&  GlobalTest ALM Summer 2006

This will allow you to enter the score examinees are expected to achieve.

Edit Profile: summer profile
G Assessments
Basic Information

Adrrinistration: Sumrmer 2008
Title: GlobalTest ALM

Level Score: |70

Submi Cancel |

Level Score: Enter the score or skill level the examinee is expected to achieve. Typically, this would be a
numerical value, but all alphanumeric characters are allowed for those with special needs.

" = Reqguirad

Score Report (not applicable to all selected Titles): Select the report type from the drop-down box, or
select "No Report" if you do not wish to generate a score report after the exam is complete.

Extended Time (not applicable to all selected Titles): If the field is available, select the hour value of
extended time examinees are allowed to have to complete a test. Or, select "Standard time" if you do
not wish to extend the time limit.

When you are finished entering data, click the Submit button to save your changes and return to the list
of assessments.

The updated level score will be displayed in the third column.

Edit Profile: summer profile

- RS

Select mﬂ Add]

Basic ALM Title Summer 2008
#  GlobalTest ALM Summer 2008 fi

K
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DELETE ASSESSMENTS
To delete an assessment from a profile, select the radio button next to the one you wish to delete.

Click the Delete button located above the list of assessments.

Edit Profile: summer profile

UG Assessments

Select and m
Title :

=  Thin Weh Test

" Basic ALM Title

© GlobalTest ALM

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the selected assessment and return to the updated list, or click Cancel to return to the
list without deleting.

ORDER OF ASSESSMENTS

If more than one assessment has been selected, you can opt to present the assessments to the
examinee in a specific order.

Click the Order button, located on the far right of the screen, to arrange the order assessments in the

profile

Level Score

Place your mouse over the Title you wish to move. Click and drag the assessment row to the new
location and let go of the mouse.

Edit Profile: summer profile

N Assessmenis

To order assessments, drag and drop the rows.

GlobalTest ALM
Basic ALM Title 4.

When you are finished arranging the assessments, click the Submit button to save the changes.
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Edit Profile: summer profile

To order assessments, drag and drop the rows. m
*

Title
Basic ALM Title
GlobalTest ALM

Copy a profile

To copy an existing profile, select the radio button next to the profile you wish to copy.

Click the Copy button located above the list of profiles.

Profile Management

Name

" fall profile

= spring profile

Enter a new name for your copied profile. You cannot create a profile with the same name.

Change the description if you wish.

Copy Profile

Basic Information

" Name: [spnng profile 3

Dascription: |dasr.:n'pliun of spring profile

* = Raguirad

There are two tabs of information associated with each profile. They are labeled "Profile" and
"Assessments."

Click Submit when you are ready to go on to the next tab and view the assessments associated with this
profile.

The assessments and level scores that were in the original profile will be set up for you.
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Edit Profile: spring profile 2

Seectana 1 Y o[ 4

" Thin Web Test Spring 2008

= If you wish to make changes to your profile, please refer to the section at the beginning of this
topic on how to "Edit a profile."

Delete a profile

To delete an existing profile, select the radio button next to the one you wish to delete.

Click the Delete button located above the list of profiles.

Profile Management

Select | Name

= fall profile

= spring profile

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the selected profile and return to the updated list, or click Cancel to return to the list
without deleting.

Back to Table of Contents
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Create a New Profile

This section describes how to create a new profile and also describes in detail the fields and functionality
of each tab.

e Create a profile
o Profile tab

o Assessments tab

See also: Edit a Profile

Create a profile

Click Profile Management from the main menu.

Click the Create button located on the far right of the main Profile Management page.

Profile 1D

There are two tabs of information associated with each profile. They are labeled "Profile" and
"Assessments." You must first enter the required, basic information in the first tab before advancing to the
next tab.

Required fields are marked with an asterisk.

Profile tab

*Indicates a required field.

Edit Profile

Basic Information

" Manme; Isummer profile

Description: |desn:rip1inn of summer profile

Submit Cancel

*Name: Enter the name of your profile.

* = Required

Description: Enter a brief description of the profile or purpose of the profile or required assessments.

Click Submit when you are ready to go on to the next tab.
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Assessments tab

In a new profile, assessments have not yet been linked to the profile and so none will be listed.

ADD ASSESSMENTS

Click the Add button, located on the far right of the screen, to add assessments to the profile.

Edit Profile: summer profile

= Mo assessmens available -

If assessments have been created, they will be listed for you.

e NOTE: You cannot create profiles if there are no assessments to add. If you do not have access
to the main menu item "Assessment Management," inform your realm manager that assessments
must be created before you can set up profiles.

Mark the checkbox next to the test Title(s) you wish to add to your profile and click Submit.

Edit Profile: summer profile

Select and m

K

Select | Title ; Administration Delivery Method

Basic ALM Title Fall 2007 ALM

GlobalTest ALM Fall 2007 ALM for Global Test
GlobalTest ALM Summer 2008 ALM for Global Test
Basic ALK Title Summer 2008 ALR

‘H-0-B

Thin Web Test Spring 2008 Thin Web

This will return you to the assessment list where your selected Titles have been added to your profile.

Edit Profile: summer profile

Select and m m

© GlobalTest ALM Summer 2008

" Basic ALM Title Summer 2008
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Now that your profile has been created, you can fine-tune the profile you have added. These
customizations include adding additional assessments, editing assessment scoring data, and selecting

the order of assessment delivery.

= For more details, please refer to the section on "Edit a profile" at the beginning of the topic on
Profile Management.

Back to Table of Contents
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Barcode Management

User Role Access: Ultra User, Barcode Manager

The Barcode Management page will help you define the barcodes you have generated, linking them to
the assessments and registration attributes you have created. Barcodes are used to track paper and
pencil-delivered tests and other assessments as defined.

There are three steps that must take place before you will be able to use Barcode Management:

o First, barcodes are generated using the Barcode Generate utility and distributed for use.

e Second, registration attributes must be defined using the Attribute Management portion of the
VTC Admin Console if you want to link assessments.

e Third, registration attributes must be linked to the assessments using Assessment Management.

Once these steps are completed, you may then begin assigning generated barcodes to your realm using
the Barcode Management menu option. You may also link them to assessments. This will automatically
link the registration attributes to your assessments based on the assigned barcode.

In this way, when you deliver an assessment via paper and pencil, you can require the same registration
attribute standards for each examinee as if they had taken an online-delivered version of the exam. Once
the paper and pencil tests are collected, the data is transferred to a data warehouse based on the
barcode, and the tests will have values stored in the database for the registration attributes.

Click Barcode Management from the main menu to define generated barcodes.

If you need assistance obtaining barcodes, talk to the person responsible for obtaining barcodes for your
realm.

Barcode Management

Barcode Hame Barcode Value Aszsessment(s) Associated

-- Mo barcodes available —

e View/Edit barcode

e Create (define) barcode

See also: Barcode Generate

View/Edit barcode

If barcodes have already been associated and defined, click Barcode Management to view the list of
Barcodes that have been associated with your realm.

84



Barcode Management

Barcode Management

Select and m
" CopyBarcode thyrBEkE1132 4
. CopyFIT qehbzizicy 1
© Create2 fyrepSdpSkik 1
CreasteBarcode Trza3whb b 1

To view the details of an individual barcode, click the radio button next to the barcode you wish to view.
Click the Edit button located above the list of barcodes.

Barcode Management

Select and [ZT1
*

Barcode Hame

&  CopyBarcode
© CopyFIT

There are two tabs of information associated with each Barcode. They are labeled "Barcode," and
"Assessments." Click the tab titles to view the stored data. The Barcode tab is shown below.

Edit Barcode: CopyBarcode
—
* Barcods Mame: CopyBarcode

* Barcode Value: thgB8ke1132
" = Required

Submat | Cancel

Click the Assessments tab or the Submit button to view any assessments that are linked to the barcode.

Edit Barcode: CopyBarcode

e

Select and [Add]
. FIT YngAdmin
© SampleSuney YingAdmin
" SamplaSuneyt YingAdmin
© SampleSureyd finProfdmin

= [If you wish to add assessments to the barcode, click the Add button located to the far right of the
screen. Follow the steps below in the section "Create (define) barcode.”
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To view specific details about an assessment, click the radio button next to the assessment title and click
View.

Edit Barcode: CopyBarcode

e

&  SampleSurvey
' SampleSumveyE
(" SampleSuney3d

The assessment's details and registration attributes will be displayed.

Edit Barcode: CopyBarcode

GEITEM  Assessments

Assessment Information

Title: SampleSurey

Administration: YingAdmin
Admin Edit Onky
Admin Edd Only: copy

regdtir]
reg: copy
ey Copycopy
" = Required » s
Cangel- |

To return to the list of assessments, click the Cancel button.

When you are finished, click the Barcode Management menu option, or continue to press Cancel to
return to the Barcode Management page.

Create (define) barcode
Once you have been provided barcodes, you are ready to associate them with your realm and link any

assessments that you wish.

To begin, click the Create button located on the far right of the Barcode Management page.

[craie]

This will display the Create Barcode screen.
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Create Barcode

" Barcode Mame: IMyElamnda

* Barcode Value: |4v33K6rcii4
" = Raguired

| Submit,| [ Cancel |
k&

Barcode Name: Enter a unique name to identify your barcode.
Barcode: Enter one of the provided barcodes.

e NOTE: The barcode should be included in the header at the top of the test form.

Click the Submit button when you are ready to go on.

This will display the tabs for the barcode you are defining. The Barcode tab, you have just set up. Now
you will define the assessments that will be linked to the barcode.

If you wish to link assessments at this time, click the Add button located to the far right of the screen.

e NOTE: You do not need to link assessments to your barcode. You may continue to set up
barcodes and return at a later time to link the assessments if needed.

Edit Barcode: MyBarcode

e

= Please add a Barcode Assessment -

Mark the checkbox next to the available titles to indicate one or more of the assessments that you want to
link to your barcode. When you are finished making selections, click the Add button.

Edit Barcode: MyBarcode

e

Select and m}

Administration
T SampleSumvey Yingadrmin
IC SampleSurveyb YingAdmin
- FIT Yingadrmin
[+  SampleSunveyd finProfAdmin
F  yingALM yingALMAdmin

Because you have defined registration attributes for the assessment you selected (as shown in the
example below), you will be asked to fill those in at this time. Click the Submit button after each
assessment if you selected more than one.
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Edit Barcode: MyBarcode

GETe T Assessments
Assessment Information

Title:  yingALM
Administration: yingALMADmMIn

regAtir]

e Iﬁll in atinbute data if required

" = Required

Submit, |

K

Cancel

After you reach the last assessment, you will return to the barcode list where your assessment or
assessments will be displayed.

Edit Barcode: MyBarcode

o [y

Select and By Cancal m
Title Administration
C SampleSuray? finProfadrmin
yingALM yingALMAdmIn

If you are finished adding assessments, click the Barcode Management menu option, or continue to
press Cancel to return to the Barcode Management page.

Your new barcode will be displayed on the Barcode Management page.

Back to Table of Contents
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Paper and Pencil (PNP) Site Management

User Role Access: Ultra User, PnP Manager

Sites that administer paper and pencil tests have been issued a PNP Code. The PNP Site Management
will help you associate paper and pencil (PNP) site codes with a realm.

Click PNP Site Management from the main menu to display a list of linked paper and pencil sites. From
this page you may add or remove a PNP site link from your realm.

Paper And Pencil Site Management

Mo PNP site associated 1o the realm

Add a PNP site
Edit a PNP site

o Manage Administrators

o Remove PNP administrator
o Refresh PNP site

Remove a PNP site

Add a PNP site

To add a PNP site, click the Add button located on the far right side of the screen.

g

If you do not know the exact site code or location you are looking for, use the % sign as a wild card
character to enter any part of the data in the search criteria fields. (Or, you may leave the fields blank to
display all available sites.)

Make your criteria selections and click the Search button.
The list of sites matching your criteria will be displayed below.

Next, mark the checkbox to indicate the sites you wish to link to your realm. Click the Add button located
above the list.
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Paper and Pencil Site Management

Add Paper And Pencil Site

Search Crtena

| Site Location: |_1 Bt |

Site Code: I'

Use "%" for wild card searches.

Select and m!_

Site Code

[#] 232480 TEST SCHOOL

Site Location

Your linked site will be shown on the updated Paper and Pencil Site list.

Paper And Pencil Site Management

P e vor scions.__ ] m
m Site Code Site Location

O 2 Workkeys Location
O 28101 CONTINUING EDUCATION INST
O 232480 TEST SCHOOL

Edit a PNP site

To edit the PNP site options for a given site on your list, select the radio button next to the site you wish to
edit.

Click the Edit button located above the list of Paper and Pencil Sites.

Paper And Pencil Site Management

Seectnd ) [P S

‘ode Site Location
O 20 YWorkkeys Location
O 231 CONTINUING EDUCATION INST
@ 232480 TEST SCHOOL

From this screen you can modify the Instant Certificate Flags attached to this PNP site. Check the box to
indicate which flags you want set.
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Edit Paper And Pencil Site: 232480

Instant Certificate Flags

Inetant Car Flag:  [«]

Look Back Flag:

O

Aute Share Flag:  [#]

Cance
L

Instant Cert Flag: Mark the Instant Cert Flag to turn instant certificate processing on when test results
are received from that particular testing site. (Instant certificates will be generated to show test scores
and other pre-defined user data fields.)

Look Back Flag: If the instant certificate processing flag is on, mark the Look Back Flag to notify the
system to include all of an individual's assessments, both current and past, when making the
determination if a certificate should be created for the individual.

If the flag is not set, only the current tests from the processing bundle will be used to generate instant
certificates.

Auto Share Flag: Mark the Auto Share Flag if you want Instant Certificates to be shared with the public.
This allows employers or other authorized users to log in and verify results.

Click Submit to save your settings and return to the PNP site list.

More Actions... (drop-down box)

¢ Manage Administrators

e Remove PNP administrator
e Refresh PNP site

Manage administrators

ADD PNP ADMINISTRATOR

To link an administrator account to your PNP site, first select the radio button next to the PNP Site Code.
Next, select Manage Administrators from the drop-down box.

Paper And Pencil Site Management

EE ;-5 EHEEMI] More actions... w

Mare aclions. ..
m Site Cod: Manage Administralors
Rafigsh

O R

Ramaove
O X1
& 232480

Any existing administrators will be displayed. To add to or begin your list, click the Add button.
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[ Corcr

SoealFimtme ——————— Jitame i

Mo site administrators associated with the site

If you do not know the exact name of the user you are looking for, use the % sign as a wild card character
to enter any part of the name the search criteria fields. (Or, you may leave the search fields blank to
display all available user names.)

Make your criteria selections and click the Search button. The search results will be displayed below the
criteria list.

Select the radio button next to the name of the account you wish to add as a PNP administrator. Click
Add.

Search Crteria

Last Mame: | 4 qmin% | First Mama: |
denta Pk X

User ID: [ ]

Use "% for wild card searches,

K

O Sample Adrnin sarmpleadmin

& Ew Administrator eval

The name will be displayed on your list of administrators.

o NOTE: By default, administrator accounts are automatically set up to receive summary emails
regarding the Instant Certificate process. If you do not wish to send these email notifications, you
must Edit the administrator data as described below.

EDIT PNP ADMINISTRATOR EMAIL SUMMARY (ON/OFF)

If you are not already on the PNP administrator page, first select the radio button next to the PNP Site
Code. Next, select Manage Administrators from the drop-down box.

Paper And Pencil Site Management

Wore actions. ..

: Mare actions.
m Site Cod Mlanage Admi

O Bnn Refresh
Ramaove

O 28101

& 232480
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To edit the administrator's summary email preferences, select the radio button next to the administrator
name you wish to edit.

Click the Edit button located above the list of names.

Paper And Pencil Site Management: Admins: 232480

® Ew Administrator

Click the checkbox to indicate whether the administrator will receive the Instant Certificate summary
emails. Click Submit.

Paper And Pencil Site Management: Edit Admins: 232480

Recieve Summary Email;

[ Submat | [ Cancal [

This will return you to the list of administrators.

REMOVE PNP ADMINISTRATOR
As with Edit PNP Sites, you must be on the PNP administrator page.

From the list of PNP Sites, select the radio button next to the PNP Site Code. Next, select Manage
Administrators from the drop-down box.

To remove the administrator's association to your PNP Site, select the radio button next to the
administrator's name you wish to remove.

Click the Remove button located above the list of names.

Paper And Pencil Site Management: Admins: 232480

#® Ewe Administrator

The site administrator will be removed from the list.

Refresh PNP site

If the name of the PNP site has changed in the database, but is not reflected in the table on the Site
Management page, you have the opportunity to "Refresh" it and force the name change.

To refresh a site name, first select the radio button next to the PNP Site Code. Next, select Refresh from
the drop-down box.
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Paper And Pencil Site Management

m Edit § More actions...
| ore actions. .. - :
m bl anage Adminictrators Site Location
€ 22227 [EEEHN A WorkKays Location
Ramore ;
.- 1] CONTINUING EDUCATION INET
& 232480 TEST SCHOOL

If the site name has been altered, the new name will be changed in the Site Location column.

Remove a PNP site

To remove a PNP site, select the radio button next to the site's name.

Next, select Remove from the drop-down box.

Paper And Pencil Site Management
Edi

More actions...

Site Codt More achions. ..
g Manage Administrators

222222 Rafigsh

Ramove

®
O 2810
O 232480

The PNP site will be removed from the list.

Back to Table of Contents
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Order Management

User Role Access: Ultra User, Order Manager

Users with the Order Manager role can view the status and details of billing orders associated with the
realm. If your realm has an eBusiness account and you have Assessments set up to bill to your site upon
launch, an order will be generated upon launch. There may be other billing order entries tracked through
Order Management that would also appear on this list.

e View order list

e View order details
0 Order Header tab
0 Order Line tab

View order list

Click Order Management from the main menu to view the status and order details of the active orders
associated with your Realm.

Order Management

L
2008-07-17 15:15:00.0 WREYTY Submitted

) 200807-17 15:40:00.0 WHEYIV E5667760 Submitted

O 20080717 16:15:00.0 WKEYTY B56ETTES Subrmitted

(3 20080717 15:45:00.0 WEEYY 55667788 Submitted

) 20080904 16:15:00.0 WREYTY CONSOL B56E77E8 Subrmitted

[First| | Previous | Pagetof1 [Mext| [Last]

o If the list is more than one page, use the navigational tool buttons, First, Previous, Next, and
Last to help you find the order you want.

View order details

To view a specific order, select the radio button next to the order.

Click the View button, located above the order list.
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Order Management

Select and m

m Order Dale Order Type
O 20080717 1515000 WKEYN
(& 200807 A7 15:40:00.0 WHEYIV

There are two tabs of information associated with each order. They are labeled "Order Header," and
"Order Line." Click the tab titles to view the stored data.

Order Header tab

This will display the Order Header data.

Edit Order Header

Order Header Id:
Order Date:

Order Type;

Price List 1d:
Shipping Mathod:
Sold To Organization:
Ship Ta Organization:
Irvoice To Organization:
Financial Profile Id:
Status:

Inwoice To Contact Id:

Ship Te Contact Id:

6218

2006-07-17 15:40:00.0
WKEY N

ALCT US WORKKEYS
USPS FIRST CLASS FLAT
5769

S4321

24680

S5EETTHE

Submitted

445566

445577

EBHEH:

Click Back if you are finished and want to return to the list of orders.
Or, click the Order Line tab.

Order Line tab

This will display the Order Line item list.

If the list is more than one page, use the navigational tool buttons, First, Previous, Next, and
Last to help you find the item you want.

To view a specific order line, select the radio button next to the Inventory Item Number.
Click the View button, located above the list.

96



Order Management

Order Line List

Select and Cancel

o
Imventory Item Mo. Ordered Quantity Unit of Measurement Ship To
1 EA

@ 041INBOEFE

[First| [ Previous | Page1of1 [Mest]

This will display the Order Line data.

Edit Order Line

Order Header ERUTTTERIE

Order Line Id; 5352
Inwentory Mem Mo.: 0411NBOSFE
Ordered Quantity: 1
Uit of Measurement: EA
Ship To Orgamzation:

Ship Te Contact Id:
Financial Profile 1d:

| Back

Click Back if you are finished and want to return to the order line list.

Then, click Cancel if you are finished and want to return to the list of orders.

Back to Table of Contents
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Financial Profiles

User Role Access: Ultra User, Financial Profile Manager

Financial Profiles will help you define billing profiles that link the launching of VTC tests requiring
payment and the finance system. It defines in advance who will be billed for those tests. You may change
the default profile if the realm is set up with more than one profile. If examinees registers themselves for a
test that does not require them to select a financial profile as part of the registration attributes, that exam
will automatically be billed to the default profile.

To enable use of the Financial Profiles options, you must first set up a standard registration attribute
named finProf.

= That process is described in the Create Attributes topic in the section "Add attributes to a
category" under "Standard Registration Attributes."

Click Financial Profiles to create and edit financial profiles, and change the profile default.

Financial Profiles

Seccfiame ———————————— Jouwaon — Jope oo

-- Plaase creata a profile -

e Edit financial profile

e Set profile default

See also: Create a Financial Profile

Edit financial profile

To edit or view an existing profile, select the radio button next to the profile you wish to modify. Click the
Edit button located above the list of profiles.

Financial Profiles

Select and
m MName

" creating & business financial profile

@  Creating a second profile

There are several tabs of information associated with each profile. They are labeled "Numbers,"
"Addresses," and "Contacts.”
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Click the tab title to view or edit the stored data for your realm. Required fields will be marked with an
asterisk.

= For detailed information about the data fields in each tab, please refer to the topic Create a
Financial Profile.

Numbers tab

The Numbers tab is the first tab shown by default.

Edit Financial Profile
Basic lnformation

Type: Second Profila Type

" Sold to Customer Mo | 12345
* Bill to Custormer No.. | 12345

* Ship to Customer o |12345
" = Roguired

|- Continue | | Cancal |

From here, you may modify the Sold to, Bill to, or Ship to Customer number fields. Click the Continue
button to save any data changes.

If you do not wish to make changes, click the Addresses tab when you are ready to go on.

Addresses tab

This will open the Addresses tab where you can modify or view stored address information.

Edit Financial Profile

Hasie Imtatmationg
Typs Secoed Profle Type
* Mams Créating & sacond prafils
Soid 10 Cumlomes Mo, 12M5
Sold fo Curtomes Name:  CENTRAL UNIONTON HIGH SCHOOL
Bill 10 Cusstoras Mo, 1205

Bl 1o Coestornes Nams: (CENTRAL UNIONTON HIGH SCHOOL

" Billto Customar |5qy uiapy STREET  ANYTOWN , CO _US B0EX
Address

Shap o Custemer No, (1ZM5

Ship to Cuitorne: Name: CENTRAL UNIONTON HIGH SCHOOL

'9"‘““1“]“"' 1734 MAN STREET _ANYTOWN , CO _US BOE26 ~
reds O el -

Customar Purthis m

Onger Ni
" Qudest Typa.. | WHEYY =
" Prce List | ACT US STANDARD -
T = Reguied -
Canhinua Cancil
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(If you have changed the customer numbers on the Numbers tab, you may need to select a new address
from the drop-down list.)

Click the Continue button to save any data changes.

If you do not wish to make changes, click the Contacts tab when you are ready to go on.

Contacts tab

This will open the Contacts tab where you can modify or view stored contact information.

Edit Financlal Profile

Hasdc Imlarmanion
Type  Sagond Profls Type
Sold fo Customser No.: | 12345
Sold o Custonvts Mams:  CENTRAL UNIONTON HIGH SCHOOL
Enfl 1o Curstarmer No.: | 12345
Bell 10 Curslorie Name CENTRAL UNIDNTOM HIGH SCHOOL
Bifl o Customsr Conact: | EMPLOYMENTAGCY.CAREER COORD
Ship 1o Cuslomsr Mo . 123485
Shig fo Custoree Hame  CENTRAL UNIDNTOM HIGH SCHOOL

Ship o Cusl =
P 10 Customat [ oy OYMENTAGLY.CAREER COORD

" & Raquaned

Suhmﬁ} Cancad

(If you have changed the customer numbers in the previous screens, you may need to select a new
address from the drop-down list.)

Click Submit when you are finished or on Cancel if you do not wish to save your changes.

Set profile default

For realms with one profile, the single profile is automatically set as default. For realms with more than
one profile, the first profile created is automatically set as default. The default profile is marked with a Y in
the Default column.

To change the default setting, select the radio button next to the profile you wish to set as default. Click
the Set as Default button located above the list of profiles.

Financial Profiles

LPITEETC N Edit || St as Default n | Create |
0 creating a business financial profile Regisiration business Y
()  Creating a New Profile Registration newtype
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This will update your list indicator in the Default column.

Financial Profiles

3 creating a business financial profile Registration businass

O Creating a New Profile Reqistration newiype T[E

Back to Table of Contents
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Create a Financial Profile

This section describes how to create a new financial profile and also describes in detail the fields and
functionality of each tab.

e Create financial profile

0 Numbers tab
o Addresses tab

o Contacts tab

Create a financial profile

Click Financial Profiles from the main menu.

Click the Create button located above the list of profiles.

Default

First, select the financial profile function from the drop-down box.
PnP: Set up billing for PNP sites associated with a realm.
Realm: Billing defined at the realm level.

Registration: Billing for testing events.

NOTE: To create Registration Financial Profiles, first you must set up the standard registration attribute
"finProf", and define the values list for your financial profile selection types. If these have not been set up,
or are not enabled, an error message will prevent you from going on.

=  Setting up the finProf registration attribute and values list is described in the Create
Attributes topic in the section "Add attributes to a category" under "Standard Registration
Attributes.”

Select Financial Function

* Function: |EREEEE ~
Suhmnl Cancel

* = Raguirad

1)

Click Submit when you are finished with your selection.

Create Financial Profile

* Type: | EERERETTEE

" = Required

-Suhmlt Cancel
h" L
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e |IMPORTANT TO NOTE: Once you have created a financial profile of that type, you will be unable
to use the same type to create another profile.

Numbers tab

The Numbers tab is the first tab shown by default.

Create Financial Profile

Basic Information

Type: ABINGDON HS
* Sold to Customer MNo.: |l3§?9

* Bill to Customer No.: | 13579

" Ship to Customer No.: |13§T§l

" = Required

Continue [s% i Cancel

* Indicates a required field.
Under Basic Information, enter the required Sold to, Bill to, Ship to customer numbers.

Click Continue to go on. (If you do not enter valid numbers for these fields, you will be unable to go on.)

Addresses tab

This will display the Addresses tab for the Financial Profile.

Create Financial Profile

Hasic Infosmation
Type: ABMGDON HE
' Name. PP Profis
Sold fo Cumiomsr No ; 123579
Cold fo Cunlersr Nama MAPLE PUBLIC SCHOOLE USh Y
Bill 10 Cusiomar Mo 13579
Bill 1o Corstorsr Nama: MAPLE PUBLIC ECHOOLE USD 3

* Bill bo Cusiomer

1205 E MAPLE 5T . MAPLE | K3, US , 68073 =
Addreds

Ehp 10 Cusiomsr Mo 13589

Shig to Customsr Nama: MAPLE PUBLIC SCHOOLS USD 3

 Ekip to Cusiomar
Addreis

Custompr Porrhags
Ordar N

1205 E MAPLE 5T . MAPLE . K5, US, 68073 @

SE7ES

* Oedes Typa. | MYWEEY L

* Prict List. | ACT US STANDARD
" = Rapsd

Camlifn Cancal
[

* Indicates a required field.
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Type: The type of profile that you selected. Once you have selected the type, this field is no longer
editable.

* Name: Enter a name for your profile. This name will be displayed on the Financial Profiles page.

Sold To Customer No.: The buyer's customer number you entered. Once you have selected it, this field
is not editable on this page. Click the Numbers tab to edit the Sold to field.

Sold To Customer Name: The name of the sold to customer is automatically populated based on the
customer number you entered.

Bill to Customer No.: The billing customer number you entered. Once you have selected it, this field is
not editable on this page. Click the Numbers tab to edit the Bill to field.

Bill to Customer Name: The name of the bill to customer is automatically populated based on the
customer number you entered.

* Bill to Customer Address: Use the drop-down box to select the address associated with the customer
number.

Ship to Customer No.: The shipping customer number you entered. Once you have selected it, this field
is not editable on this page. Click the Numbers tab to edit the Ship to field.

Ship to Customer Name: The name of the ship to customer is automatically populated based on the
customer number you entered.

* Ship to Customer Address: Use the drop-down box to select the address associated with the
customer number.

Customer Purchase Order No.: Enter the purchase order number. This field is optional.
* Order Type: Use the drop-down box to select the order type.

* Price List: Select one of the eBusiness Price List options from the drop-down box.

When you have finished entering the required data, click the Continue button to go on.

Contacts tab

This will display the Contacts tab for the Financial Profile.

s Francaprone ]

Hashc |formation
Type ABMGDON HS
Sold 1o Customsr No.: (13679
Sold to Customir Hame: MAPLE PUBLIC BCHOOLS USD 3
Bill 10 Cuslomsér Mo : 13678

Ball 1o Cortlarste Name. MAPLE PUBLIC SCHOOLS USD 3

Bill bo Cuslomar Condact: | WOREKEYE ADMIMIETRATOR &
Ship o Cumlamsr No.. 13579
Shig o Custoras Hama MAPLE PUBLIC SCHOOLS USD 3

Exwp to Customar [ o0 o e S TE AT
Contact WORFKEEYS ADMINISTRATOR =
" = Reguarad
Sufuma, an @
K

* Indicates a required field.
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Type: The type of profile that you selected. Once you have selected the type, this field is no longer
editable.

Sold To Customer No.: The buyer's customer number you entered. Once you have selected it, this field
is not editable on this page. Click the Numbers tab to edit the Sold to field.

Sold To Customer Name: The name of the sold to customer is automatically populated based on the
customer number you entered.

Bill to Customer No.: The billing customer number you entered. Once you have selected it, this field is
not editable on this page. Click the Numbers tab to edit the Bill to field.

Bill to Customer Name: The name of the bill to customer is automatically populated based on the
customer number you entered.

Bill to Customer Contact: Use the drop-down box to select the contact name associated with the
customer number.

Ship to Customer No.: The shipping customer number you entered. Once you have selected it, this field
is not editable on this page. Click the Numbers tab to edit the Ship to field.

Ship to Customer Name: The name of the ship to customer is automatically populated based on the
customer number you entered.

Ship to Customer Contact: Use the drop-down box to select the contact name associated with the
customer number.

When you are finished with your selections, click the Submit button to store your new profile.

This will return you to the Financial Profiles page where you will see your financial profile on the list.

Francmpones T

Select ana 1] BTPOITTU |
Ssafame ———————— ouncior e oo |

(O creating a business financial profile Registration businass
() Creating @ Mew Profile Registration newtype
&  PnP Profile [% PnP 140000

Back to Table of Contents
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Attribute Management

User Role Access: Ultra User, Attribute Manager

e The Attribute Manager role can only access the Assessment Management menu to set up and
edit the attributes associated with the assessments.

Attribute management will help you define the demographic characteristics and registration
requirements for your realm. You may edit, delete, or create attribute categories, create and/or assign the
individual attributes in each category, and select the order you want the attribute categories and individual
attributes to be presented.

The only attribute category that is standard for each realm is the "basicinfo" category. It contains the First
Name, Last Name, and Email Address attributes. While it is possible to delete these attributes, it is not
recommended.

Additional attributes are not required, but it is helpful if you wish to collect more information from your
users, specify additional registration requirements, etc. Furthermore, to enable Registration Financial
Profiles, you must set up and define a standard registration attribute named finProf. That process is
described below.

Attribute Management is fully customizable. For a function (person or registration attribute), you may add
up to 25 date attributes, 125 other attributes, and as many attribute categories as you need.

Attribute Management

Slhﬂlnﬂm Mure actions Prmw I Grdsr
basiclnfo

e Edit attribute category

e More actions... (drop-down box)

o Edit Person or Reqistration Attribute(s)

= Delete attributes from a cateqgory

= QOrder of attributes within a category

o Delete a category

e Preview attributes

e Order of categories

See also: Create Attributes (and attribute categories)
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Edit attribute category

Click Attribute Management from the main menu. If attribute categories have been set up they will be
displayed for you. If none have been created, skip to the section "Create attribute category"” in the Create
Attributes topic to begin.

Once an attribute category has been created, you cannot modify the name of the category that is stored
in the database. But you can modify the label identifying the category to the end-user, or set up or modify
the help text.

Attribute Management

Select mm Preview || Order [ create

©  basicinfo 1]

" RagistrationAtir ] 1

Click the radio button next to the category you wish to modify.

Click the Edit button located above the list of attribute categories.

Attribute Management

Soect o 0 (TS| Provew ] oo | cros
C r Person Attribute(s) Registration Attributeis)

basicinfo 3 1]

&  HegistrationAtr 0 1

There are two tabs of information associated with each attribute category. The first tab, "Category", is
display only and contains the name of the category. It cannot be modified after it has been created.

Click the Languages tab title to view the information stored in the "Languages" tab.

Edit Category: RegistrationAttr

Categorny

Basic Information

* Mame: Registrationdtr

Submit i Cancel

" = Raguirad

If the help text and category label has been set up for a language, that information will be displayed. You
may modify the text if you wish.

If that text has NOT been set up for a language, click the Enable checkbox to the far right of that
language.
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Edit Category: RegistrationAttr

TN Languages

English
* = Required

I—[:%Elub!e
Cancel

If your realm has been set up to accommodate multiple languages, additional rows of labels and
help text will be available for each language. Each row can be enabled separately by clicking the
Enable checkbox.

This will display the label and help text fields as shown below.

Edit Category: RegistrationAttr
Languages

English ¥ Erable
Label: |Lah9l for Registration Attribute Category 1
Help Text: IHeIp text that would appear for Registration Attribuwle Category 1
" = Required

Submit | Cancel

Label: In order for the category to be displayed for an end-user in that language, you must enter a label.
When the attributes are displayed for an end user, the Label is what will be displayed to identify the

attribute category. The Label may contain spaces. The category name which is stored in the
database cannot contain spaces.

Help Text: In order to help users who need to fill in the attribute data, help text can be provided. When
the Help Text field is filled in, a (?) will appear next to the label when the attribute is shown to the user
allowing the user to access the help text. To remove the help text at a later date, delete the text in the
field.

NOTE: If at any time you decide you do NOT wish to display the category to the end-user, disable
the Enable checkbox for the selected language.

Click Submit when you are finished entering data.

This will return you to the Attribute Management page.

More actions... (drop-down box)

Edit Person or Reqistration Attribute(s)
o

Delete attributes from a category

o Order of attributes within a category

e Delete a category
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Edit Person or Registration Attribute(s)

Once your categories and list of attributes have been created, you may need to edit or view certain
characteristics within your categories.

From the Attribute Management page, select the radio button next to the category containing the attribute
you wish to modify.

Select the corresponding Edit Attribute(s) function from the More actions... drop-down box.

Attribute Management

Select andm More actions - Preview | Order | Create

b i ) . T ; :
I Wi Pemson Attribute(s) Registration Attribute(s)
10 2

m Category Edit Person Altribute(s]
" basiclnfo 2 :

Edit Registrati butelz)

From the Attribute list, select the radio button next to the attribute you wish to modify.
Click the Edit button above the list of attributes.

Registration Attribute(s) List

Select and mﬁr
Atiribute’

#  HRegistrationAtiribute

C  SingleLine

With the exception of the attribute name, function, and value name (for predefined and multi response
lists), most attribute characteristics in the Attributes and Languages tabs can be modified.

Click Submit to advance to the Languages tab or click the tab titles to toggle between the tabs of
information.

Edit Raﬁl'lll'lﬂlﬂﬂ Aribute E!nll[flﬂﬂﬂ.ﬂ.[ﬂ'lbul!
o e ]

Hande listormanion

" Nama:  Registraboniltibule
Requmied Made: | Mot Regured -
Edit Mode: | Alenys Ednable »
Agtwn [
Lecked: | [

U in Batchload 0
Duplbcate Checking

Anribara Type Spacific Datalls
* Type: Mo Line Taxt
Wumber of Rows: |2

Meamym Cheeaciers &

Mg Charsctem: 15

" = Ragund
Subma L
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From the Languages tab, clicking Submit will return you to the list of attributes.

= NOTE: If you have selected the Predefined or Multi Response List attribute type, you will have an
additional tab of data called "Values." Please review the "Values tab" section in the Create
Attributes topic if you have selected one of those attribute types.

= For a detailed description of the attribute types, fields, and options, please refer to the section on
how to "Add attributes to a category"” in the Create Attributes topic.

Delete attributes from a category

The default status for all created attributes is Active. Once an attribute is in use, it is strongly
recommended that you do not delete the attribute. Instead, it is recommended that you edit the active
attribute's status checkbox located in the Basic Information section of data and mark the attribute as
inactive. Once an attribute is inactive, it will no longer be presented to users.

However, you may remove an attribute from a category in cases where one has been created in error.

From the Attribute Management page, select the radio button next to the category containing the attribute
you wish to delete.

Select the corresponding Edit Attribute(s) type from the More actions... drop-down box.

Attribute Management

mq Mare actions =
|

Selact More actions

i Edit Perzon Attnbutals) h

#  MNewCatedEdt Registration Attribute(z}p
Deleta

" basicinfo

From the list of attributes, select the radio button next to the attribute you wish to delete.

Then click the Delete button located above the list.

Person Attribute(s) List

" Boolean

*  EmailAddress

A pop-up box WARNING message will display. Read the message carefully before confirming your
choice.

Click OK to delete the selected attribute and return to the updated list, or click Cancel to return to the list
without deleting.
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Order of attributes within a category

Within the attribute category and attribute type, you may select the order you want the attributes
presented.

From the Attribute Management page, select the radio button next to the category containing the attribute
list you wish to modify.

Select the corresponding Edit Attribute(s) type from the More actions... drop-down box.

Attribute Management

" basicinfo

Click the Order button located on the far right of the Attributes List screen.

Cancel I Order Standard Aftributes I Create I

ﬁ'equirml Mode m
Mot Reguined Y M

Place the mouse over the Attribute you wish to move. Click and drag the row to the new location and let
go of the mouse.

Order Person Attribute(s)

To order attributes, drag and drop the rows. m

dateCiBirth
telephoneblumber  «f+
address1

addressd

city

state

postalCode

FavoriteCalor

Boolean

EmailAddress

When you are finished arranging the values, click the Submit button to save your changes.
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Order Person Attribute(s)

To order attributes, drag and drop the rows. m
k

Adttribute
EmailAddress
dateOHBirth
address1
addressd

city

state

postalCode
telephonehumber
FavoriteCalor

Boolean

Delete a category

To delete an attribute category and associated attributes, select the radio button next to the category you
wish to delete.

Then select Delete from the "More actions..." drop-down box

Attribute Management

Select and m More actions

Cat More actions,,
BTECH] Lategory [Rg- e Attributa(s)

Edit Registration Attmbute(s

" basicinfo
T NewCategory

= DeleteCategory

A pop-up box WARNING message will display. Read the message carefully before confirming your
choice. You cannot retrieve the data that was stored in the category once you have deleted the category.

= NOTE: If you decide you no longer wish to display the category to the end-user, but you do not
want to delete it, disable the Enable checkbox for the selected language as described above
under "Edit attribute category."

Click OK to delete the selected category and return to the updated list, or click Cancel to return to the list
without deleting.
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Preview attributes

To preview the attributes you have set up, click the Preview button located on the far right side of the
Attribute Management page.

wration Attributa(s)

Use the drop-down boxes to make your criteria selections and search for the attributes you wish to
preview.

Preview Attribute(s)

Basic Information

® Adtribute Function: | -
* Language: | vl

* Tag Mode: | =]

Subrmit Cancel

* Indicates a required field.

" = Required

* Attribute Function: Select whether you are previewing for a Person or Registration attribute.

* Language: Select the language in which you want to view the selected attribute (Additional languages
will only appear as an option for realms that have enabled multiple languages in Realm
Management.)

* Tag Mode: Select the tag mode characteristic of the attribute you are searching for. (For example,
attributes that are accessible by end users during the create or registration process, an end user who
may be editing their record, a staff person in VTC Admin during create or edit mode, or attributes in
display only.)

Click Submit after you have made your selections.
Preview Attribute(s)
Basic Infermation
" Attnbute Function: Registration
" Language: | English v

" Tag Mode; -
* = Raguirad

End User Create

End User Edit
WTC Admin Create

WALIDUS @ Adrmin Varsion ;TC ("‘“’.S‘“. Exit
© 2010 by ACT, Ine. Al rightS/2R1EY K

Attributes will be displayed based on the criteria you selected. You will be allowed to interact with the
attributes as though you were an end-user.
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¢ In the example shown below, help text was included as part of the attribute. This is indicated by
the (?) that appears by the category and attribute label fields. If you were to mouse over those
guestion marks, the help text you entered would be displayed as pop-up text on-screen.

Preview Attribute(s) - No Data Saved

Mew Category Lahel (7)

Reg Attnibute Multi Line
(g

2l
i/

Text

Reg Atiribute Single Line [
Text

Label for Registration Atribute Category 1 (2]

" Label for regattribute?:
[ia}

" = Required

Submit | Cancel

Fill in the information as requested. Any required information will be marked as required. If you set up
field parameters requesting specific data types, those requirements must be met before you will be
allowed to go on. (e.g., field length, character specifications, etc.)

Click Submit when you are ready to go on and test attribute setup.

e If an error is detected, you will be asked to correct the error and resubmit the information. If you
have set up customized error messages, those will be displayed for you.

o Ifan error is NOT detected, the application will indicate that under real circumstances, your
information would have been submitted successfully.

When you are finished previewing the attribute, click Cancel to return to the Preview Attribute(s) selection
screen to select new attribute characteristics to preview additional attributes.

If you are finished previewing attributes altogether, click on Cancel again to return to the Attribute
Management page.

Order of categories

To rearrange the order of your attribute categories, click the Order button located on the far right side of
the Attribute Management page.

' Preview || Order | Create |

Registration Attribute(s) :

]

1

Place the mouse over the Category you wish to move. Click and drag the category row to the new
location and let go of the mouse.
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Order Categorie(s)

S | Conce

To order categories, drag and drop the rows.

Categony

basiclnfo

RegistrationAttr ‘f"

When you are finished arranging the categories, click the Submit button to save your changes.

Order Categorie(s)

To order categories, drag and drop the rows.
RegistrationAttr
basicinfo

Back to Table of Contents
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Create Attributes

This section describes how to create attribute categories and set up add attributes to those categories. It
describes in detail the fields and functionality of each tab.

WARNING: Before changing your attributes, be sure that any User Batch Load files in your realm
have finished processing. Any file already in progress will continue processing while the new settings
take effect and may cause the file processing to fail. (See the User Batch Load topic for more
information.)

e Create attribute category

e Add attributes to a category
o Standard Attributes

=  Standard Person Attributes

= Standard Registration Attributes

o Create customized attributes
= Attribute tab

= Languages tab
= Values tab (for list attributes only)

Create attribute category

Click Attribute Management from the main menu.

Click the Create button on the far right side of the Attribute Management page.

I ] Previaw l Order Crea!

Registration Attributefs)

3

This will open the Create Category screen. Enter a name for your Category using ONLY alphanumeric
characters. Spaces are not allowable characters.

Click Submit after you have selected a name.

Create Category

Basic Information

" Mame; [MewCategory

Submit | Cancel

" = Required
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There are two tabs of information associated with each attribute category. The first, "Category", contains
the name of your category. The "Languages" tab contains the category label and optional help text fields.

For a language, click the Enable checkbox located to the far right of that language if you wish to set up a
category label and/or help text for your category.

Edit Category: NewCategory

Category EETTUETTES

English
" = Required

r%Emr.\lc

Cancel

e If your realm has been set up to accommodate multiple languages, additional rows of labels and
help text will be available for each language. Each row can be enabled separately by clicking the
Enable checkbox.

This will display the label and help text fields as shown below.

Edit Category: NewCategory

English ¥ Erable
Label. [Mew Category Label

Help Text: IDptiunaI help text for New Category,

Suhm'rt[ Cancel

Label: In order for the category to be displayed for an end-user in that language, you must enter a label.
When the attributes are displayed for an end user, the Labels are what will be displayed to identify the
attribute category. The Label may contain spaces. The category name which is stored in the
database cannot contain spaces.

" = Required

Help Text: In order to help users who need to fill in the attribute data, help text can be provided. When
the Help Text field is filled in, a (?) will appear next to the label when the attribute is shown to the user
allowing the user to access the help text.

e NOTE: If at any time you decide you do NOT wish to display a category to the end-user, disable
the Enable checkbox for the selected language.

Click Submit when you are finished entering data.

This will return you to the Attribute Management page where your new category will be displayed.
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Attribute Management

m.nﬂm More actions Presviens i Ordar || Creats

Person Attribute(s) Registration Attributes)

= RegistrationAitr

 basiclnfo 3 a
#  NewCategory 1] 1]

IMPORTANT: Now that you have created your attribute category, you will notice the number of attributes
in the category is '0'".

Your next step, which is described below, is to add attributes to the category. You must add individual
attributes to your new attribute category before it will be useful to you.

Add attributes to a category

Once the attribute category has been created, you must add attributes to the category for it to be useful.
There are two types of attributes.

e Person attributes are the personal demographic type questions that you would like to gather
from examinees and other users. You may specify that a field is required for an examinee to fill in
but NOT required in user management when a staff person would be creating an account. This is
helpful when creating staff accounts as opposed to examinee or user records.

e Registration attributes are the characteristics and questions you can set up as part of
registration requirements, linking them to assessments within your realm. When a user is
registered for the assessment, they may be required to fill in these attributes before registration
can be completed.

Both attribute types are customizable to the needs of your realm.

To add attributes to a category, select the radio button next to the category title.

More Actions... (drop-down box)

Click the More Actions... drop-down box and select Edit Person Attribute(s) or Edit Registration
Attribute(s), depending on the type of attribute you wish to create.

Attribute Management

More acthions
3 Wore actions
Lalegurhr -.--

Edit Person Atinbu
Edit Registration Adtriblas (s)
Delete

" Registraiig

" basiclnfo

& NewCategory
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If you already have attributes selected for this category, those will be displayed for you.

If you do NOT have attributes selected, you will need to add attributes to your category.

Person Attributs(s) List

Cancel Slascdard Azlnbuies

Usa in
3 Halchlgad
Ragudred Mode Duphicats
Chacking

= Plemys create o sSinbuls -

There are two ways to add attributes:

e Clicking Standard Attributes will allow you to select from a list of commonly used characteristics
that have already been set up for your convenience. The two categories in this topic, "Standard
Person Attributes” and "Standard Registration Attributes” describe how to set up attributes
already available for selection.

e Clicking Create will allow you to create your own customized attributes specific to your realm.
The section on "Create customized attributes" describes how to set up your own attributes.

Standard Attributes

STANDARD PERSON ATTRIBUTES

To select from a list of commonly requested characteristics for Person Attributes, click the Standard
Attributes button located on the far right of the Person Attributes screen.

Cancel Standard Attribute Creata

This will display the list of characteristics already included as part of the VTC Admin Console.
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Standard Person Attribute{s] List

Select snd [T

Soeafambue g hequeedtose |
[ middlabama Singhe Ling Text ot Requined
O peefin Singhe Ling Text Mot Requied
O s Single Ling Teat et Requined
O mee Boalesn Mot Required
0 eehmcity Prodafined List ot Raquued
O dspastmant Singhs Ling Taxt Mt Ruguind
O ssm Singhe Lina Text Mot Required
1 degres Single Ling Taxt ot Requirsd
[ fashhumber Telephone Hod Requied
O butinessFaxMumber Talephone Mot Required
[0 eddessd Single Ling Text o Required
[ zipCode Singhe Line Text et Requited
O cowntey Fradelmed Lt Mo Raquered
O pedee Pravahined List Nt Required
O sedallsar Boalean Mo Reguited
[0  sddressiSecondary Single Ling Text Hod Required
[0  sddressISacondary Single Lina Text o Reguued
[ sdéressISecondary Single Line Text Hot Required
[0 citySecondary Singhe Ling Text ot Requined
O ststeSecondary Pradefred Lint Hod Required
0O  pestsCodeSecandary Singhe Ling Text Ned Requited
O sipCodeSecondsry Singhs Ling Text ot Requited
O ecoonteySecondary Pradalmed Lint Hed Reguited
[ Singhs Ling Text et Requined
[ sddessITartiary Singls Lina Text Hod Requined
1 sddeasiTediory Single Line Text ot Required
[ coyTastiary Singhe Ling Text Mot Requimed
1 stateTediary Predefined Lint Mot Requined
[ pestaCodeTadmry Single Lina Text Hod Requered
O npCodeTenisry Singhe Ling Text Mot Requined
[ countryTertiny Pradelned Lesl gt Requited
[} extenald Singhs Ling Text Nt Required

Select and [F7] Cancel

Mark the checkbox to indicate which attribute(s) you wish to use.
Click Add to add them to your list of attributes.

120



Create Attributes

Standard Ferson Altribute(s) List

[Ceess
I T R
= middleManse Single Line Texn Mot Boquidéd
[ pesdin Sngle Line Tex Bet Rugquired
[0 sefls Conglo Line Text Mat Raguensd
=] race Boslean Moi Requlned
= depariment Slgle Line Texi ot Requined
[0 s Single Line Texd Mot Ruguined
= degres Single Line Text Mot Requized
[ faaMumber Telaphang ot Roquied
[0 EssnessFaatumber Telaphone et Requeed

Your Person Attribute(s) List will be updated to display the attributes you selected.

Person Attribute(s) List

S N S
Checking

3 ruddlebama Swgle Line Taxt Ned Flepuned Y M N

O mee Boukan Hed Praquingd L H M

0 depatment Sergle Ling Texl Ned Reganed T L} K

0 degren Seegle Line Torl el Feguired ¥ H L]

If you need to change the requirements or specify parameters for one or more of the attributes you
selected, click the radio button next to the attribute you wish to change. Click Edit.

Use the Attribute, Languages, and Values tabs (for list attributes only) as described below under "Create
customized attributes” to continue setting up your attribute.

e Special note about the person attribute External ID: The External ID field can only be used
ONCE within a Realm. This is intended for Realms to request an ID or value not already set up in
the VTC application. (e.g., School ID number, a specific Customer ID, etc.).

Return to the menu shown above. Click the radio button next to External ID. Then click Edit to
complete setup of your External ID attribute.

Use the Attribute and Languages tabs as described below under "Create customized attributes"
to define the External ID attribute.

STANDARD REGISTRATION ATTRIBUTES

To select from a list of requested characteristics for Registration Attributes, click the Standard Attributes
button located on the far right of the Registration Attributes screen.

Cancel Standard Attnbute Craate

This will display the list of characteristics already included as part of the VTC Admin Console.
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Mark the checkbox to indicate which attribute(s) you wish to use.

¢ NOTE: If you wish to enable the Registration Financial Profiles capability in the VTC Admin
Console, you must set up the standard registration attribute "finProf" and define the registration
values (profiles) that users will select.

Click Add to add the attribute(s) to your list of attributes.

Standard Registration Attribute(s) List

finProf Predefined List Always Required
[0 siteCode Single Line Text Mot Required
orlerNo Sinale Line Text Hot Required

[0 contraciCode Single Line Text Mot Regquirad

Your Standard Registration Attribute(s) List will be updated to display the attributes you selected.

Registration Attribute(s) List

select ane (27 2T [Cancel | Ovaer]
Usa in
x Batchl oad
Seleci Required Mode Duplicate
Checking
0 fnPral Predatnad List Abwnys Regured M N N
0 eedesNo Single Ling Taxt Het Fresuuired ¥ H ]

If you need to change the requirements or specify parameters for one or more of the attributes you
selected, click the radio button next to the attribute you wish to change. Click Edit.

Use the Attribute, Languages, and Values tabs (for list attributes only) as described below under "Create
customized attributes" to continue setting up your attribute.

e Special note about the registration attribute finProf: The finProf attribute is a predefined list
type. You must define the values on that list before finProf will be fully functional.

Return to the menu shown above. Click the radio button next to finProf. Click the Edit button
located above the list of registration attributes to complete setup of your finProf attribute.

Use the Attribute, Languages, and Values tabs as described below under "Create customized
attributes” to define the finProf attribute.
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Create customized attributes

If you find that you need attributes in addition to or instead of the Standard Attributes, click the Create
button located on the far right side of the Person or Registration Attribute list.

:l Cancel [l DrderH Standard Attnbutes H Ereme[:i

There are several types of attributes to choose from and several ways you can set up a single attribute.
(The examples shown are for Create Person Attributes but the same process is used when creating
Registration Attributes.)

Select the Attribute Type from the drop-down box.

o — Single Line Text: One-line prompt with room for a one-line

or one-word answer.
* Type: - : , -
. Multi Line Text: One-line prompt with multiple lines for
u Single Line Text answers.

Pefuelti Line Text ) . . . . )

Predefined List Predefined List: One-line prompt with a pre-defined list of
VALIDUS @ Adrin Version [D¥18 answers that will be presented to the user in drop-down
@ 2008 by ACT, Inc. All righ{S00lean box format.

Telephone

fd[l“r:::"d"m Date: One-line prompt with various date formats available for

Diatabase List selection, or set up your own format preference.

Multi Response List

Boolean: One-line prompt with a single checkbox.
Telephone: One-line prompt with telephone number formatted text-entry boxes.
Email Address: One-line prompt with a room for one-line answer.

Number: One-line prompt with a room for one-line numerical answer. Several numerical formats are
available for selection or you may opt to set up your own format.

Database List: Not in use at this time.

Multi Response List: One-line prompt with a pre-defined list of options that will be presented to the user
in checkbox format. Users may select one or more options. Data is stored and returned as a single
vertical bar ‘I’ separated string. (e.g. ‘AlB!D’.)

Click the Submit button after you have made your selection.

Create Person Attribute

“ = Raguired

Cancal
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Attribute tab

This will display the Create Attribute screen for the attribute type you selected.
e The Basic Information data fields are the same for each type.

e The Attribute Type Specific Details will vary. All are described below.

Basdc Infagmatian
* Hama: || PersonddinbuleYsarGradualedHS
Ragimad Made: | Hot Regused in WTC Admin w
Edd Mada: | Akvays Eddable -
Actwn: | [=]
Lecked, [
Uhir s Batchlosd 0
Duphic at¢ Chetkmg
Ampiburs Typs Specific Details
" Typa: Single Line Text
‘alid Feemal | Mumbars only 0,123 ) o
Mesmum Characiem. 4
Mlasimum Charactem: |4

" = Regund

* Indicates a required field.

BASIC INFORMATION

* Name: Enter a name for your attribute using ONLY alphanumeric characters. Spaces are not allowable
characters.

Required Mode: Use the drop-down box to indicate whether an attribute is a required field at all times,
not required in VTC Admin (e.g., for staff persons creating user accounts), or not required at all.

Edit Mode: Use the drop-down box to indicate whether an attribute is editable by an end user, editable
only in user management, hidden to the end-user, or not editable by the end-user. If it is marked not
editable, it would become a display-only field after it has been entered. If you are a VTC Admin you
have the option to mark the field as editable by VTC Admin only.

Active: The default status for all created attributes is Active. It is recommended that rather than deleting
attributes, especially once they have been in use, they are marked inactive.

Locked: This field may only be set as locked by an Ultra User. Once an attribute is locked, it may not be
edited or deleted by a user who is only assigned the Attribute Manager role.

Use in Batch Load Duplicate Checking: When user records are batch loaded, duplicate records can be
ignored and will not be loaded into the system. Mark this checkbox if you want to use the attribute
during a check for duplicate records. Leave it blank and the batch load check for duplicate records will

skip this field.

ATTRIBUTE TYPE SPECIFIC DETAILS
* Type: Display-only field that shows the type of attribute you selected.

Valid Format: Select one of the pre-defined format types from the drop-down box. Or, if available, select
"Use your own format" and define a format of your own.
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Custom formatting is available for Single Line Text, Date, and Number fields. The Valid Format field
allows a user to specify the format used for collecting data. If the string entered by the user matches
the custom format, then the data is accepted. Otherwise it will be flagged as an error.

It's recommended that you contact your ACT Account Representative before using this functionality.
For information about regular expressions, please see

http://en.wikipedia.org/wiki/Regular_expression

e NOTE: By clicking on the above link, you will leave this ACT-sponsored website. ACT is not
affiliated with Wikipedia and cannot endorse the content of the pages contained therein.

Number of Rows: Specific to the Multi Line Text attribute type, specify the number of rows that should be
made available to the end-user.

Minimum/Maximum Value or Characters: Specify the range of characters in the fields that you will
accept.

When you are finished setting up your attribute characteristics, click the Submit button to continue.

Languages tab

There are at least two tabs of information associated with each attribute type. The first, "Attribute”,
contains the name of your attribute. The "Languages"” tab contains the attribute label, optional help text,
and valid format and invalid format error message fields as shown below.

Click the Enable checkbox located to the right of the language to set up an attribute label and/or help text
for your attribute.

Edit Person Attribute: PersonAttributeYearGraduatedHs

English r[EEnable

" = Requirad

Submit | Cancel

This will open the Languages tab where you can enter the label and optional help text data.

Engli'sh F Ermbde

Label: |High Schoal Graduation

Help Text; |Enter the four-digt year you graduated high school.

Walid Format: |fﬂur-digit year

Invalid Format Error

Message: |‘|'|:|u must enter the answer in the form of a four-digit year |

(St ] _carce |

" = Required
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Label: In order for the attribute to be displayed for an end-user in that language, you must enter a label.
When the attributes are displayed for an end user, the Label is what will be displayed to identify the
attribute. The Label may contain spaces. The attribute name which is stored in the database cannot
contain spaces.

Help Text: In order to help users who need to fill in the attribute data, help text can be provided. When
the Help Text field is filled in, a (?) will appear next to the label when the attribute is shown to the user
allowing the user to access the help text.

Valid Format: (This will appear on the Languages tab for the Single Line Text, Date, and Number
attribute types.) The data entered in this field will overwrite the default format on the attribute, if
applicable.

For example, in a date field where the default format is "MM/dd/yyyy" and the Valid Format entered
for the Spanish language is "dd/MM/yyyy", if the user is using the Spanish language, that date field
will be validated against "dd/MM/yyyy" instead of "MM/dd/yyyy".

Invalid Format: (This will appear on the Languages tab for the Single Line Text, Date, and Number
attribute types.) The data entered in this field will overwrite the default format validation error
message that would normally appear for the attribute in the event of an error.

For example, if you define a custom format for a Single Line Text that allows all characters with no
spaces, the default format validation error message would be “[name of the attribute] does not meet
the required format.” If you input the message, “This attribute may not contain spaces,” using the
correct language, that error message would be displayed to better explain the format validation.

e NOTE: If at any time you decide you do NOT wish to display the attribute to the end-user, disable
the Enable checkbox for the selected language.

Click Submit when you are finished entering data.

Unless you are creating a Predefined List or Multi Response List attribute, this will return you to the
Attribute list where your new attribute will be displayed as shown.

Person Atu'iu-uu{-l List

R - | -

Select Required Mods ﬂ:ﬁ,‘:ﬂ:'
Checking

Nt Rpangd In VTC
Admin

Peesonadinbute Y e arGradyal sdHS Sirsgle Line Tom) M N

If you are creating a list attribute, please continue to follow the steps below.

Values tab (for list attributes only)

The following instructions ONLY apply to attribute types Predefined List and Multi Response List.

If you selected an attribute type PREDEFINED LIST or MULTI RESPONSE list, you will have access to a
third tab following the Languages tab. The Values tab allows you to define the items presented on the
list.

o Predefined list values are presented to an examinee in a selection drop-down box. Users may
select only one.
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e Multi response list values are presented in a checkbox format. Users may select one or more
options.

You have two ways you can enter values.
e Create them individually.
e Batch Load a pre-defined CSV file.

Once values have been entered into the system, you will have the opportunity to arrange the order in
which they are presented.

ENTER ATTRIBUTE VALUES INDIVIDUALLY

To build the list items one at a time, use the drop-down box located on the far right of the Edit Attribute,
Values tab screen to select Create.

Edit Registration Attribute: finProf

Cancel || More actions. ., hd

. Mare actions
m Attribute Value Batch Load

= Please create an attribute value - Create Y

This will display the Create Attribute Value screen.

Create finProf Attribute Value

varees [

Basic Information

* Mame: |F“mﬁl!~TypE-'l |
At
" = Regquired

EP_"E{% | Cancal |

* Name: Enter the name of your first item. As with other items in the attribute section, spaces are NOT
allowable characters.

Active: The default status for all created values is Active. It is not possible to delete values. Instead, they
are marked inactive and are not displayed.

Click Submit when you are finished.

Next you will need to set up your drop-down labels for your list of items. You must complete this step so
that your list will display properly.

Click the Enable button located on the far right for that language as shown below.
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Edit finProf Attribute Value: ProfileType1

English %Enﬂm

* = Required

[ Cancel

e If your realm has been set up to accommodate multiple languages, additional rows of labels will
be available for each language. Each row can be enabled separately by clicking the Enable
checkbox.

Enter the label for your value.

e In order for the value to be displayed for an end-user in that language, you must enter a label.
When the values are displayed in list format to the end user, the Label is what will be displayed to
identify the value. The Label may contain spaces and is ultimately the value displayed in the
drop-down box to the end-user. The value Name which is stored in the database cannot contain
spaces.

Click Submit when you are finished.

Edit finProf Attribute Value: ProfileType

English =] Erkie

Label: | Profile Type 1 |

" = Required

_Eubmut | Canr.al .

—

This will return you to your list of values where your new value will be shown.

Edit Registration Attribute: finProf

seect nd 7] CPPPETOONECD
Attribute Value m

0 ProfileTypel

Continue entering values until you are satisfied with your list.

BATCH LOAD ATTRIBUTE VALUES

To build the list items by batch entering them at once, use the drop-down box located on the far right of
the Edit Attribute, Values tab screen to select Batch Load.

Edit Person Attribute: FavoriteColor

Cancel || More actions,,, %
: Mare actions. ..

Select | Attribute Value Batch Load

. M.
- Pleage create an attribute value -
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This brings you to the Batch Load Attribute Values screen.
First, you need to download a template you can use to create a title record file.

Click Download Header File to download a CSV (comma separated values) file.

Batch Load Attribute Values

vatues | ———
" Language: v

* File: [ Browse... ]Ltg Download Header File |

" = Requirad B ) .
Simulate | Submit | | Cancel

A download pop-up dialog will appear. Click to Save the file to a location on your network or hard drive,
and then click to Open it using a CSV file editing tool such as Microsoft® Excel®.

o Excel users: see Appendix A: Handling CSV Files for more information about creating and
handling CSV files.

Fill out the fields with allowable values for your Batch Titles as shown in the example below.

E3 Microsoft Excel - alirValueBalchloadHeader 2008062 3104852, csv

9] Ble Edt Mew [neet Fpemat Jools  Data  RobofDF Window  H

P G A . -8R
D14 - B
A ] 8B | "c mcm & | F |
1 |[NAME  LABEL
2 |color] Bliue
3 coloe2 Red
4 colwd Graen
5 colod  Purple

6 !colorS Y ellow
7 |colod Pink
i}

e You may use any CSYV file editor to display and generate CSV header files.

The Label may contain spaces and is ultimately the value displayed in the drop-down box to the end-user.
The value Name which is stored in the database cannot contain spaces.

Save your spreadsheet data in .CSV format.

When you are ready to upload the file you created, return to the Batch Load screen.
Use the drop-down box to select the Language of the file you are uploading.
Click Browse and select the location of the CSV file you wish to upload.

Once you have selected the file to upload, it is recommended that you click the Simulate button to test
the data format of your file before uploading any real data.
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Batch Load Attribute Values
amibuie | Langueces ONPEE |

" Language: 'Eﬁ'g'li's'ﬁ' L

" File: [TCibatch\attrValueBatchLoadHeader20080623104852 csvi[ Browse. || Download Header Fila |

" = Required

|- Simulate s |- Submit.| | Cancel |

The data you plan to import will be displayed on-screen along with a message that NO DATA WAS
SAVED during the simulation.

If the data is valid, click the Continue button and begin the Batch Load process again.

Batch Load Attribute Values - SIMULATION ONLY, NO DATA WAS SAVED.

Back | Cortnue,]
Y

1 Record loaded successfully
2 Record loaded successfully
3 Record loaded successiully
4 Record loaded successfully
5
B

Record loaded successiully

Record loaded successfully

e |f there are any errors, the line number title containing the error will be shown. If the data is
invalid, click Back, correct the errors in the data file, and simulate the batch upload again.

After you return to the Batch Load screen and reselect your CSV file to upload, do not click "Simulate."
Instead, click the Submit button to upload the values to the system.

Batch Load Attribute Values |

" Language:

" File: TC\batch\attrvalueBatchLoadHeader200B0623104852 cev Browse. || Download Header Fila |

* = Required

Simulate | El.ltlm'rfat | Cancel

The data you imported will be displayed on-screen.
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Batch Load Attribute Values

Line Number Details

Record loaded successfully

Record loaded successfully

Record loaded successiully
Record loaded successfully
Record loaded successiully
Record loaded successfully

-l'llr.'h-l-wh.I|

Click Continue to view your list of imported values.

Edit Person Attribute: FavoriteColor

m Attribute Value m

colorl

color2
color3
colord

colors

OOy OO
= = = =< = =

colors

ORDER OF VALUES
Values on a predefined list will be presented to examinees in a drop-down box.

Values on a multi response list will be presented with a checkbox next to each option.

Once your list of values has been entered, you may wish to select the order in which the values are
presented.

Use the drop-down box located on the far right of the Values tab screen to select Order.

Muore actions. ..

Crder
Batch Load b
Create

Place your mouse over the Attribute Value you wish to move. Click and drag the value row to the new
location and let go of the mouse.
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Order FavoriteColor Attribute Value(s)

To order attribute values, drag and drop the rows.

Attribute Value

color!
color2 ¢$.
colord
colord
colors

colos

When you are finished arranging the values, click the Submit button to save the changes.

Order FavoriteColor Attribute Value(s)

To order atiribute values, drag and drop the rows.

Attribute Value

ol
colors
colord
color3
color2

colorl

DEACTIVATE/REACTIVATE VALUES

The default status for all created values is Active. It is not possible to delete values. Instead, they may be
marked as inactive after which they are no longer displayed to users. The active status will be indicated
with a Y or N in the active column in the values list as shown below.

Edit Person Attribute: FavoriteColor

Setect and (7] [T INS
m Attribute Value

colo

colors

colord
colord

color2

elRel ¢ Rel e R
< = [ - [

color

To deactivate or reactivate an attribute value for an item in a predefined list, select the radio button next
to the attribute value you wish to deactivate/reactivate.
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Click the Edit button located above the list of values in the values tab.

Edit Person Attribute: FavoriteColor

Select and )

Selact
2 colod
®  colors
) colord

Mark the checkbox to change the active status and click Submit.

Edit FavoriteColor Attribute Value: colors

m nguages EATEUTTES

Basic lnformation

" Mame: colos

Active: | [
" = Raquirad

( $ubmil,li [.Cancal. |

The updated status will be displayed in the active column.

Edit Person Attribute: FavoriteColor

Select and [2T) [0 oY
O colok Y
O colors M [%
r  colord Y

EDIT VALUES LABEL

To edit the displayed label that appears in the drop-down box, select the radio button next to the attribute
value you wish to modify.

Then select Edit Languages from the More actions... drop-down box.
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Edit Person Attribute: FavoriteColor

Setect ana B0

" Pumple

= Blue

Enter a new name for the label if you wish. Click Submit when you are finished.

Edit FavoriteColor Attribute Value: Blue

English ¥ Enabie

Label: [Blue

Submit | = Cancel

* = Required

Back to Table of Contents
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Assessment Management Overview

The Assessment Management page allows you to define the test Title(s), scoring messages,
registration and scheduling requirements associated with each assessment, and to define the
Administration date windows during which examinees must register for, be scheduled for, and actually
take the required assessment(s).

The following components must be defined before you can begin registering users, scheduling exams,
and launching assessments:

e First, the Title is the individual test. The Titles required by your realm should already be loaded
into the VTC application by ACT staff.

e Second, the Administration defines the set of date windows within which various activities occur.

o For example, when a candidate/examinee may register or be registered with VTC
indicating they want to take a test, when the examinee may schedule or be scheduled for
a test, and when the examinee may log in and take the actual test.

e Finally, the Assessment is the personalization of how the Title or set of Titles will be delivered
within the Realm. These are the items that are launched when an examinee is ready to take the
exam.

0 The registration and scheduling requirements for each assessment (such as automatic or
manual registration) define the registration process available to examinees.

0 An optional part of setting up an assessment is verifying or modifying the Score
Messages which provide additional information to the examinee about the usage and
meaning of the assessment scores. These messages are included on the Instant Score
Report after an assessment has been completed.

NOTE: Score messages are not used by all VTC clients.

Registering and Scheduling Examinees for an Assessment

As part of setting up the assessment, each realm can decide how to handle the examinee registration and
scheduling process.

Examinees can register for assessments one of three ways:

e |Ifthe assessment is set up for auto-registration, users will be registered when the user record is
created.

o A staff person with User Management access to the VTC Admin Console can make the
arrangements for the examinee.

e Users can log onto the RSP application to register for the exam and arrange payment (if a test
fee is required).

Realms that require examinees to schedule a time to take the exam can have the scheduling process
completed by examinees or by a staff person with User Manager access.

= If you require additional information about how to register and schedule examinees, please refer
to the "Registration tab" in the Create a New User topic.
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Assessment Management

User Role Access: Ultra User, Assessment Manager, Attribute Manager, Finance Manager (to set
payment options)

e The Attribute Manager role can only set up and edit the attributes associated with the
assessments.

e The Finance Manager role must be used in conjunction with the Assessment Manager role in
order to set assessment payment options.

The Assessment Management page will help you view, edit, or delete existing assessments, testing
parameters, and test administration windows, and to create new ones. You may also email registered
examinees using predefined templates and manage the requested attributes associated with each
assessment.

If there are no assessments or test administrations listed, you will need to create one.

Assessment Management

Creata

ﬂ Administration Registration Dates | Schedule Dates rEId'“i“i’"“'“"

-- Plaase create an adminstration --

e Edit an assessment

o Edit test administration dates

e Copy an assessment

e Edit associated assessments

o Edit assessment details

e More Actions... (drop-down box)
Edit Attributes

Edit Score Messages

Edit Realm Entities

Copy Realm Entities

Email registered examinees

O O O o o o

Delete assessments

e Delete a test administration and associated assessments

See also: Create a New Assessment
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Edit an assessment

Click Assessment Management from the main menu. Unless you are starting a new realm, any existing
test administrations will be listed for you.

= Information on creating assessments can be found in the topic Create a New Assessment.

Asses Management

Select and m G Edlt Asgsassments
07012007 To 070172007 To 08/01/2007 To
Fall 2007 0812007 09/01/2007 09/01/2007 143
) 114152007 To 11A52007 To 12152007 To
Q7| | Spring 2008 12/152008 01/15/2008 014152008 1750

Edit test administration dates

To edit the assessment's test administration dates, select the radio button next to the administration name
you wish to modify.

Click the Edit button, located above the administration list.

fAssezsment Management

Edit Assessmants Dalate

Fall 2007

" Spring 2008

Enter new dates for the test administration windows.

= For detailed information about the administration date fields, please refer to the section "Set up
test administration dates" in the Create a New Assessment topic.

Click Submit when you are finished (or on Cancel if you do not wish to make changes) to return to the
Administration list.

Copy an assessment

To copy an administration (test assessment setup only), select the radio button next to the administration
name you wish to modify.

Click the Copy button, located above the administration list.
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Edit Assessmenis

| Dalete

Select Registration Dates

& Fanzoor w12007 To
© Sping 2008 2508

Copying an administration ONLY copies the test title and test assessment setup. It does not copy the

administration date setup.

Assessment Management

Enter a new name for your administration and enter dates where applicable in the registration, schedule,

and test fields.

Basic Information
* Name: |Summer 2008
Registration
From: | MM/ddlyyyy
To: | MMidd/yyyy
Schedule
From: | MM/ddlyyyy
To: | MM/ddlyyyy
Test
* From: [05/01/2008 MMiddiyyyy
* To: J07/D1/2008 MMy yyy
" = Required
Submit | Cancel

= For detailed information about the administration date fields, please refer to the section "Set up

test administration dates" in the Create a New Assessment topic.

Click Submit when you are finished to return to the Administration list where your new administration will

be shown.

= If you need to verify or modify one or more of the copied test assessments, please refer to the

section below on "Edit associated assessments."

Edit associated assessments

To edit the assessments associated with a test administration window, select the radio button next to the

administration name you wish to modify.

Click the Edit Assessments button, located above the administration list.
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Assessment Management

Select and m Edit Azsecsments N
Select ini ] . Schedule Dates

= 07.01/2007 To 07.01/2007 To
®  Fall 2007 OBM1/2007 09/01/2007

1152007 Ta 11452007 Ta
(.1 Spring 2009 121152008 01/15/2008

If you have already selected Titles to add to the administration session, those Titles will be listed for you.

Assessment List

|
Active | Assessment D
[t
1 oy

3075
" ALM for Global Test 1 i B 076

" Basic ALM Title

The Y in the active column means the tests are eligible for registration. Values displayed in the Total
columns under Registration or Scheduled indicates the number of students who are currently registered
or scheduled for that Title. If limits have been set up for scheduling or registration, the numbers will be
filled in those fields as well.

Edit assessment details

To view or edit the assessment setup details, select the radio button next to the assessment title.
Click the Edit button located above the title list.

Assessment List

Select and (7Y TR
¥

Reqis

=  Basic ALM Title

 ALM for Global Test

The assessment ID and Title will be displayed at the top. Values displayed under Registration Total or
Scheduled Total indicates the number of students who are currently registered or scheduled for that Title.

Make any changes to the other, editable data fields that you wish. Click the Submit button below the data
fields to return to the list of assessments (partial view shown below).
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Test

Test Window Lengih: I-ﬂﬁ

On Complete Auto =
Register | ALM for Global Test ]

* = Required

Suhm“t@ Cancal [

= For detailed information about the assessment data fields, please refer to the section in the
Create a New Assessment topic which describes the "Create Assessment Screen."

More actions... (drop-down box)

o Edit Attributes

e Edit Score Messages

e Edit Realm Entities

e Copy Realm Entities

e Email reqgistered examinees

e Delete assessments

e Load Applicant Data

Edit Attributes

To edit the registration attributes associated with the assessment, select the radio button next to the
assessment title.

Click the More Actions... drop-down box and select Edit Attributes.

Assessment List

Mora actions. ..

More aclions | = 7 |
Edit Attnbutes Registration
Edit Score Message
Edit Realm Entifies

 ALM for GCopy Realm Eniities

Email
(x)  Basic ALIDglste
Load Applicant Data

This will open the registration attribute list for the assessment you selected. If there are registration
attributes already linked to your assessment, they will be listed for you.

If there aren't any currently linked to your assessment, or you wish to link more registration attributes to
this assessment, click the Add button located on the far right of the Attribute List screen.
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Basic ALM 2 Attribute(s) List

-- Please add an sttribute -

A list of all available registration attributes will be displayed for you.

Mark the checkbox next to the registration attributes you wish to link to the assessment and click the
Submit button located above the list of attributes.

Add Basic ALM 2 Attribute(s)

Select and ml
ReqgistrationAm reqattribime]
[0 MNewCategory RegistrationAttibute
[  HewCateqory SingleLine
[  RegistrationAttr finPraf

This will link the registration attributes to your assessment and they will appear on your list.

Basic ALM 2 Aftribute(s) List

Select and [E Preview. | Add
Soeaommgy

O MewCategory SinglaLine

[ RegistrationAftr regattributal

REMOVE REGISTRATION ATTRIBUTES

To remove one of the attributes from your list of attributes, select the radio button next to the item you
wish to delete.

Click the Remove button located above the list of attributes.

Basic ALM 2 Attribute(s) List

Select and
m Category :

O MNewCategory

=  RegistrationAttr

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the selected item and return to the updated list, or click Cancel to return to the list of
attributes without deleting.
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PREVIEW REGISTRATION ATTRIBUTES

To preview your registration attributes, click the Preview button located on the far right side of the
Attribute List screen.

oo [ P ]

Use the drop-down boxes to select the make your criteria selections for the attributes you wish to
preview.

Basic ALM 2 Attribute(s) Preview

Basic Infermation
" Language: | English v
" Tag Mode: | VTC Admin Create »

" = Required
Suhmn[:%- _Cancel

* Indicates a required field.

* Language: Select the language in which you want to view the selected attribute (Additional languages
will only appear as an option for realms that have enabled multiple languages in Realm
Management.)

* Tag Mode: Select the tag mode characteristic for previewing. (For example, attributes that are
accessible by end users during the registration process, an end user who may be editing their record,
a staff person in the VTC Management during create or edit mode, or attributes in display mode only.)

Click Submit after you have made your selections.

Attributes will be displayed based on the criteria you selected. You will be allowed to interact with the
attribute as though you were an end-user.

¢ In the example shown below, help text was included during attribute setup for the attribute
categories and for the second attribute. Mousing over the question mark indicators (?) will display
the help text as a pop-up.

Basic ALM 2 Attribute(s) Preview

Basic Information
" Language: | English v
" Tag Mode: | VTC Admin Create [+

" = Requirad
Subrmat Cancel

0 If any attributes are defined for the language you have selected. they will be displayed balow

New Category Label {2}

Reg Attribute Single Ling
Text:

Lahel for Registration Amribute Category 1 (2)

1@

Label for regatinbute
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Fill in the information as requested. Any required information will be marked as required. If you set up
field parameters requesting specific data types, those requirements must be met before you will be
allowed to go on. (e.g., field length, character specifications, etc.)

Click Submit when you are ready to go on so you can preview attribute setup.

When you are finished previewing the attribute, you may use the drop-down boxes to select different
attributes or modes to preview, or click Cancel to return to the Attribute List.

Edit Score Messages (not applicable to all VTC clients)

If score messages have not already been set up for your realm, you will not need to complete this step.
They are only in use by specific applications and realms throughout the Virtual Test Center.

Score messages provide additional information to the examinee about the usage and meaning of the
assessment scores and are included on the Instant Score Report. You can customize the score
messages used by your realm. Any changes you make will override the standard message. You may not
delete or add scoring messages.

To view or edit the score messages select the radio button next to the assessment title.
Click the More actions... drop-down box and select Edit Score Messages.

Assessment List

Mora actions. ..

Mare aclions : 7
Registration

Edit Realm Entities
& Applied NCopy Realm Enfities
Ernail

Delete

Load Applicant Data

If score messages are in use by your realm, they will be displayed. (Partial view shown in the example
below.)

Applied Mathematics Score Message List

T | Ovenide |  Delete Override

Soscltame —[scomboming —————————[Sconteage Jowariaaen

Your score on the Applied Mathematics test does not show that you now
have the skills to score at Level 3 or above, To improve your skills: ®
practice reading the entire problem carefully and deciding whether to add,
Work Keys subtract, multiply, or divide. ™ figure out what you need to know to solve
-~ Applied the problem, ™ estimate the answer before you calculate, ™ work on
3 - 3 3 3 S = 2. 3 mes * W ! all

For more
infarmation visit
qing

143



Assessment Management

OVERRIDE DEFAULT TEXT

If you wish to make changes to one of the score messages, select the radio button next to the message
you want to edit and click Override.

Select a score message and [RSlULs Delete Cvamide

L

Score Meaning

Your scora on the Applied Mathematics test
have the skills 1o scare at Level 3 ar abiove.
practice reading the entire problern carefully
Wark Keys sublract, multiply, or drade. ™ figura oul what
- Applied the problem. ™ estimate the answer befare yg
Mathematics  changing among fractions, decimals, and pe
below level 3 betweaen unis of dollars and cents. ™ check
answered the quastion that was asked and
Ask yourself if the unis are correct, and see
astlimate.

You may edit the Score Meaning and Score Usage fields only. These fields may not be left blank.

Basic Information
Message ID: O

Assessment ID; J167
Scora Message: Work Keys Applied Mathernalics below level 3

Edited Score Meaning field. |

" Score Meaning:
=
Edited Score Usage field. =1

" Score Usage:
]

" = Required

Score Meaning: The description of the score received.

Score Usage: Information about how the scores are used.

Click Submit when you are finished making changes to return to the updated list of score messages.

Applied Mathematics Score Message List

Select a score message and [ Dealata Override

Socame —[scorcmommg ——————[scoovase _Joveriaon

Work Keys
Applied . . Edited Score Usage

& Mathamatice Edited Score Meaning field Fald. i
below lavel 3
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REVERT TO DEFAULT TEXT
Any messages that have been modified will be marked with a Y in the "Override" column.

To undo a modified message and revert to the default text, select the radio button next to the message
you want to undo and click Delete Override.

Select a score message and PRl Delete Ovemide

Work Keys

& Applied
Fathematics

below level 3

Score Meaning

Edited Score Meaning field,

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to undo the changes and return to the displayed list of messages.

When you are finished editing/reviewing score messages, click Cancel to return to the list of
assessments.

Edit Realm Entities

You must first use My Realm to link a list of eligible entities to your realm before you can use this feature.
Then, you may associate the assessments to the entities that will be using them.

= For details on how to add entities to your realm, please refer to the "Entities tab" in the My Realm
topic.

To edit the entities linked to this assessment, select the radio button next to the assessment title.
Click the More actions... drop-down box and select Edit Realm Entities.

Assessment List

Mora actions. ..

Mare aclions = 7

Edit Attributes Registration

Edit Score Messages

Edit Realm Entities
& Thin Wel Copy Realm Enfities

Ernail

Delete

Load Applicant Data

ADD ENTITIES
Click the Add button located on the far right side of the screen.

¢ Please note that the Search feature (not pictured here) will only locate entities that have already
been added to your list.
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Thin Web Test Realm Entity List

s

- Pleaze add an entity -

The entities that have been linked to your realm will be displayed.

e If none are listed, or the entity you are looking for is not on the list, you will need to have it linked
to your realm using the "Entities tab" located in the My Realm main menu option.

Mark the checkbox next to the institutions you wish to link to the assessments as shown below.

Click the Add button located above the list of entities.

Add Thin Web Test Realm Entity

Select and ml
[T Institwtion Colorado State University Fort Colling co
[+  Institution Rocky Mountain High School Ft. Caollins o
F  Institution Sample Anytown co

Flral F"rsmuus Page 1 of 1 hiart! E

The entities you selected will be added to your list.

Now you may use the available Search criteria (pictured below) to find Entities that have been added to
your list.

Thin Web Test Realm Entity List

Search Crlena

Shout Marne | NCES Code |
HS Code ' Cay: |
S| co Typer | Show Al |
L — —Sgur_hh

Use %" for wild card sarches

LR LY. Remove . § - Edit Users: mern

mm__
0 Institution Rocky Mountain High School Fe. Colling
0O Institution Sample Anytown co

[Fust| [Provious.| Pagetort [Mew] [Last

REMOVE ENTITIES
To remove an associated entity from the assessment, select the radio button next to the institution name.

Click the Remove button located above the entity list.
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Thin Web Test Realm Entity List

Select and

Se ' Shart Name
&  Institution Rocky Mountain
= Instifution Sample

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the selected item and return to the updated list, or click Cancel to return to the list of
entities without deleting.

ENTITY USER LISTS
To edit the list of users associated with the entity, select the radio button next to the entity's name.
Click the Edit Users button located above the entity list.

Thin Web Test Realm Entity List

s
& Institution Colorado State
" Institution Sample
Add entity users

The list of current users from your realm will be displayed. If you need to add users, click the Add button
on the far right side of the screen.

Thin Web Test Realm Entity Users

- Pleaze add a user -

First, you must perform a user search for the users at your realm.

Enter search criteria to narrow your search, or leave the criteria fields blank to show a list of all available
users.

When the user name you want is located, click the radio button next to the user name. Click the Add
button located above the list of search results.
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Add Thin Web Test Realm Entity User

Search Crtena
Last Name: | First Mame: {3,_,9
User ID: [ Examinge I |
Status: | Show All ¥
Use "%" for wild card searches
Seiectand [T
& Sue Proctor Proctorsi Enabled
{) | Eis Quizz Quizz Enabled
[Furst| [ Previous | pagetort [Next| [Last]

The Basic Information will be displayed, and is not editable. Enter the Realm Entity User Information in

the data entry fields.

Add Thin Web Test Realm Entity User |

B lilaimatian
User I0: ProciorSt
Firsi Huma: Sus

Last Nama: Pyocior
e alm Emifey Usei Infopmakion

" Typa: | Morninator ¥

Count

Latsl Oy

Commenis

" = Rirgaind
Eumf& Caniw

* Indicates a required field.
* Type: Use the drop-down box to select the user type.

Count: The number of applicants a Nominator can nominate from their Institution.

Label Qty: Label Qty is used by RPS Admin to indicate how many address labels should be printed for

this person.

Comments: Enter any comments you may have about this user in the text entry field.

Click Submit when you are finished.

Your user will be displayed on the list of users.
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Thin Web Test Realm Entity Users

Select and (2] [N [Cancel Jds]
seieclipe —— Jrmbame — Jiestome  Juen |
O MWominator Sue Proctor Proctors1

You may continue to add entity users, or click Cancel to return to the list of entities.

Edit entity users

To edit the user data from the list of users associated with the entity, select the radio button next to the
user name.

Click the Edit button located above the user list.

Thin Web Test Realm Entity Users

@ Nominato Joln

() Nominaior Sue

This will open the data page for the user as described above in the section "Add Entity Users."

Make any modifications you wish. Then click the Submit button to accept your changes.

Remove entity users

To remove a user associated with an entity, select the radio button next to the user name.

Click the Remove button located above the user list.

Thin Web Test Realm Entity Users

& Nominator John

() Nominalor Sug

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the selected item and return to the updated list, or click Cancel to return to the list of
users without deleting.
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Copy Realm Entities

Once you have added a list of entities to one assessment, you may copy that list for use in other
assessments. Please note that copying a list will only add to your current list. It does not supersede any
existing entities you may already have added.

= For details on how to add entities to your assessment, please refer to the section above that
describes how to "Edit realm entities."

To copy the entities list from another assessment, select the radio button next to the assessment title.

Click the More actions... drop-down box and select Copy Realm Entities.

Assessment List

More actions. ..

More aclions T 7
Edit Aftributes Registration
Edit Score Messages
Edit Realm Entities
IO N UK MY Copy Fealm Entities

Email
O Surveys |Delete
Load Applicant Data

Your realm's assessment titles will be displayed.

Mark the radio button next to the assessment containing the list of entities you wish to copy. Click the
Copy button located beneath the assessment list.

ALM Global Test 2 Realm Entity Copy

Please select an assessment to copy realm entities fiom:

Seealrie S Jaemnenid |
G Basic ALM 2 rm
3 Thin Wab Test 3079
0 Sureys 4246
) SureySample 3205
r  Thin Wab Test 4558
3 ALM for Global Tast 3076
Basic ALM Title 3075
) ALM for Global Test 3077
r  Basic ALM Title 3078

Cop X [.Cancel |

The list of entities will be added to the selected assessment. Existing entities you may already have will
not be overwritten.

e NOTE: If the list you attempt to copy contains entities that are already listed in your current
assessment, you will receive a message indicating "Values are not unique." Either select another
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assessment's list to copy, or use the drop-down box to Edit realm entities, delete the duplicates,
and try the copy process again.

You will return to the assessment page where you can continue making modifications to your
assessment.

If you wish to verify the list of entities, or make modifications to the newly copied list, review the section
above on how to "Edit realm entities."

Email registered examinees

To email examinees that have registered for a selected title, select the radio button next to the
assessment title.

Click the More actions... drop-down box and select Email.

Assessment List

More actions. ..

More actions

Edit Attributes

Edit Score Messages
Edit Realrm Entities
& ALM GlobCopy Realm Entities

Regisiration

O Surveys |Delete
Load Applicant Data

This will open the Assessment Email screen as shown below.

* Email Recipients: | Al registerad =l

* Subject: |

* Template: | |

" = Required
Submnit | Preview I Cancel I

*Indicates a required field.

*Email Recipients: Use the drop-down box to select the email recipients among those who are
registered for the assessment.

*Subject: Enter the subject line of the email.
*Template: Use the drop-down box to select the email template.

= Please note that all templates are created in Realm Management using the Templates tab.

If you are ready to send the email, click the Submit button. -OR- If you are not sure what template to use
and you want to see the content of your email, click the Preview button instead of Submit.
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[ Template: |sampl3 template leuj

sunmital Preview | Cancal |

-OR- If you are not sure what template to use and you want to see the content of your email, click the
Preview button instead of Submit.

Your email contents will be displayed on-screen. (Formatting may vary slightly from the actual email, but
the contents remain the same.)

Assessment Email

From: email@email.com

Subject: sample amail template

Use the template editor icons 1o inser images, tables, or format text such as beld or undedine.

Create bulleted lists
Insertfedit a link that will appear as a hotlink in the tamplate

Use the Field List below to fill in data from pre-existing data fields such as user demographics, testing, or testing center information

REALM: Sample User Realm

USER NAME: Person First Marme Person Last Marme
TEST CENTER: Test Canter Marne

Tast Center Driving Directions

| Submit | |Edt| | Cancel |

If you are satisfied with the Preview, you may click Submit in the preview window to send the email.

If you are not satisfied, you may click Edit in the preview window to select another template or click
Cancel to return to the list of assessments.

Delete assessments

To delete an associated assessment from your list of assessments, select the radio button next to the
assessment title.

Click the More actions... drop-down box and select Delete.

Assessment List

More actions. ..

More aclions T 7
Edit Aftributes Registration
Edit Score Messages
Edit Realm Entities
r ALM GlobCopy Realm Eniities
Email
& Surveys [FHFT
Load Applicant Data

A pop-up box will display. Read the message carefully before confirming your choice.
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Click OK to delete the selected item and return to the updated list, or click Cancel to return to the list of
assessments without deleting.

e NOTE: If a user is currently registered for the assessment, you will not be able to remove it from
the administration.

Load Applicant Data

To load a prepared .csv survey data file, which will populate an applicant's survey answers, select the

radio button next to the assessment title. (This feature is only applicable to Survey titles.)

= NOTE: The survey title must first be created/loaded using Title Management (see Create a New
Title), be created and linked as a new survey assessment with administration dates using
Assessment Management (see Create a New Assessment), and examinees must be registered
for the appropriate survey title under User Management (see the Reqistration tab under Create a
New User) for this feature to be linked correctly to the correct file.

The Applicant Data file must contain the following information:

Registrationld | ApplicantType | SurveyQuestionNamel | SurveyQuestionName2 (et. al.)
Once a user Examinee If (ESY), entire length of | If (SEL), QuestionChoiceName.
has been actual essay text. (or
registered for If (MC), RESPONSE$#$RESPONSE_MEANING
the existing / . . . . .

. QuestionChoiceName. if SurveyQuestionChoiceQuery is
Survey, find applicable.)
the If (MR), PP '
RegistrationID QuestionChoiceName. If (TXT), Text length actual text.
under User
Management, If (YN), Y or N.
Registration
tab.

Click the More actions... drop-down box and select Load Applicant Data.

Assessment List

T T

Edit )|

|

gl iviore actions

Mora actions. ..

Edit Attnibutes
Edit Score Messages
Edit Realm Entities
Copy Realm Entities
Email

Load Applicant Data

Registration

Click Browse to find the .csv data file you wish to load.

Click Submit.
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Load Applicant Data

" File: |ChData\Sumey Data LoadSureyspplicantiDataLoadd80s
| Suhmnllj@ Cancel

You will return to the assessment list. When examinees go to take the survey, they will find their answers
pre-populated. They can either change them or confirm them.

Delete a test administration and associated assessments

Click Assessment Management from the main menu. Any existing test administrations will be listed for
you.

To delete an existing test administration window with all associated assessments, you must first delete all
assessments that have been linked to the administration as described in the previous section.

Once the test administration is "empty" of related assessments, select the radio button next to the test
administration you wish to delete.

Click the Delete button located above the administration list.

Edit Assessments Delate
m
& Fall 2007 g;ﬂ}gg; -
1152007 T
€ Spring 2008 12152008 :

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the selected item and return to the updated list, or click Cancel to return to the
administration list without deleting.

Back to Table of Contents
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Create a New Assessment

This section describes how to create a new assessment, setup administration dates and add titles to the
assessment. It also describes in detail the fields and functionality of each tab.

e Create a new assessment

0 Set up test administration dates

o0 Add assessments

= Create Assessment Screen

Create a new assessment

To create an assessment, you must first set up the test administration dates, or a "window", during which
the test Title or collection of Titles will be administered. After the administration is set up, then you may
add the assessments that are to be delivered to the examinees.

Set up test administration dates

Click Assessment Management from the main menu.

Click the Create button located on the far right of the main Assessment Management page.

Test Dates

First, you will be asked to set the test administration registration, scheduling, and testing dates. These
dates designate the "window of events" for the assessment you are creating.
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Create Administration

Basic Information
* Mame: |FaII.IIJT
Registration
Frorm: |j07/01/2007 MM/ddlyyyy
To: j0BID01,2007 MMddry yyy
Schedule
Frarm: h?ﬂiﬂﬂ]? Mhiddiyyyy
To: j0901/2007 Mbddfyy vy
Test
* From: |0B/01/2007 Mi/ddlyyyy
* Tor 090012007 MM ddry yyy
* = Required
Submit | Cancel

*Indicates a required field.

*Name: Enter a name for the test administration parameters. Choose a name that describes the
assessment type or dates to help identify it later. e.g., "Fall YYYY."

Registration: Enter the date range during which students can register or be registered for an
assessment. If there is no deadline or registration window, leave the date fields blank.

Schedule: Enter the date range during which students should complete the scheduling process. If
examinees are not required to schedule their test session by a certain date, leave the date fields
blank.

*Test: Enter the date range when the assessment will be administered.
NOTE: This is a required field for the purposes of the VTC application. However, if a fixed date range

is not required by your realm, enter today's date in the "From" field, and a "To" date up to ten years in
the future.

When you are finished entering the test administration dates, click the Submit button to return to the list
where your new administration will be shown on the administration list.

nt

Edlt Assassments

07/01/2007 To 07012007 To 08/01/2007 To
Fall 2007 08012007 0901/2007 09/01/2007
i 11/1572007 To 111572007 To 12/15/2007 To
7| (Spring 2000 12152008 01/15/2008 011572008 150

Your next step, "Add assessments," is to add the titles that will be delivered to the examinees.
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Add assessments

Now that your administration dates are set, you will need to select the test Title(s) to be administered
when the assessment is launched.

Select the radio button next to the test administration parameters you wish to use, and then click Edit
Assessments.

Assessment Management

Select and 271 07
m Adminkstration Registration Daies

C Fall 2007 TR T
@ Spring 2008 el il

This will bring you to the Assessment List screen.

Assessment List

T
Title : Assessment [D
i Tew|  umi  Toul

-- Pleasze create an assessment -

To create a new assessment and add it to your list, click the Create button located on the far right of the
Assessment List screen.

Active | Assessment (D

Create Assessment screen

The Create Assessment screen will display as shown below.
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Create Assessment

Basic Indarmatian
Titha "
* Authonzation Made: | Mone »
Launch Mode W

Alkyey Comglalad Reatet | [

Artvm | [£]
Heptstn atlan

Nolile stwn L

End-user Regesiratsn O
Afirerad 4

End-unar Reguiratns
Limatad

Aafo-registrabon: | ]
Tick -
Ruegistrabon Lima
Sehsdule
Mol sban 8]

End-ugi Schedulssg
=
Fequred  —

St Lima
Payimem

End-uner Paymani
Wb

Paymant Mol Faquined
Prca
Temt
Tieit Window Lenglh Dlays

O Complete Nobfcaban w

REP Calback: [

BASIC INFORMATION
*Indicates a required field.
*Title: Select the name of the associated title from the drop-down list.
NOTE: You must have at least one Title available for selection before you can set up an assessment.

Titles associated with your realm should already be loaded or set up in Title Management or you
cannot create Assessments.

*Authorization Mode: Use the drop-down box to indicate whether or not a proctor must signal approval
before the candidate can launch the exam.

Launch Mode: Use the drop-down box to select whether you want to launch the test or survey in the
same window (Inline), or in a separate window (New Window), with or without allowing access to the
scroll bar.

The 3 options are as follows:
e Inline — Most surveys are to be delivered inline.

e New Window - no scroll bar — Most tests are delivered without a scroll bar. Any
required screen-scrolling is managed by the test delivery engine itself (e.g., WorkKeys.)
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e New window - scroll bar — Choose this option for delivery of Personal Skills
Assessments.

Allow Completed Restart: Use the checkbox to indicate whether you wish to allow users to review their
responses after they have completed the assessment.

Active: Use the checkbox to indicate whether the assessment is active and available for selection. The
default status is active. No one can register or be registered for an inactive assessment.

REGISTRATION

Notification: Use the drop-down box to select the email template to be sent to users when they are
successfully registered for the assessment.

= For detailed instructions about how to create notification templates, please refer to the
"Templates tab" under in the Create a New Realm topic.

End-user Registration Allowed: Use the checkbox to indicate whether or not examinees are allowed to
register themselves for this assessment.

End-user Registration Limited: Use the checkbox to indicate whether or not examinees are allowed to
register for this assessment more than once.

Auto-registration: Use the checkbox to indicate whether or not examinees should automatically be
registered for the assessment at time the user account is created.

NOTE: You must also activate the Auto-registration button in Realm Management for the Auto
Registration process to work. Clicking Auto-registration at the realm level activates auto-
registration for the realm; Auto-registration in Assessment Management activates auto-registration for
the individual assessments.

Ticket: Use the drop-down box to select the ticket template which will be linked to the assessment. If a
template has been set up, any information that a candidate should have will be generated upon
request. The registering staff person can then print the information and distribute it to the examinee or
send it via email. (Tickets are generated under User Management.)

= Please note that all templates are created in Realm Management using the Templates tab.

Registration Limit: Set the number of examinees that may register for the assessment. Once the limit
has been reached, examinees can no longer be registered.

SCHEDULE

Notification: Use the drop-down box to select the email template to be sent to users when they are
scheduled to take the assessment.

= Please note that all templates are created in Realm Management using the Templates tab.

End-user Scheduling Required: Use the checkbox to indicate whether or not scheduling a time to take
the assessment is required.

Schedule Limit: Set the number of examinees that may be scheduled for the assessment. Once the limit
has been reached, examinees can no longer be scheduled.

PAYMENT

End-user Payment Required: Use the drop-down to indicate whether or not payment is required before
taking the assessment, or whether payment is only required in the event of a no-show.
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Price: If payment is required, enter the cost for taking the assessment. (Allowable characters 0-9, decimal
point optional.)

NOTE: Users must also be assigned the Finance Manager role to set payment price.

TEST

Test Window Length (in days): Enter the number of days that a registered user has to complete the test.

NOTE: The test window length field in each individual assessment will override the test window value
that is defined by the test administration dates.

On Complete Notification: Use the drop-down box to select an email template to be sent to the user
when they have completed the assessment. (To be used with ThinWeb, ALM ThinWeb, and Surveys

only.)
RSP Callback: Use the checkbox to indicate whether the system should keep the RSP (Registration,

Schedule, and Payment) session active. If enabled, RSP will be re-displayed without log on screen
after a launched assessment session is over.

When you are finished entering data, click the Submit button to return to the assessment list where your
new test Title will be shown.

If you have set up Registration or Schedule Limits, those values will be displayed in the appropriate
columns.

Assessment List

Db i Joiors sctons.—_ =]
Select | Title Active | Assessment D
4 3659

" Thin Wab Test

Repeat the above steps if you wish to add additional test titles to the assessment.

Back to Table of Contents

160



Virtual Test Center Console Administrator Guide

Reports Portal

User Role Access: Ultra User, Portal Manager

If a reporting portal is required, ACT IT staff will set up the external URL that site administrators will use to
launch the reports. Client access to the reports portal is assigned by ACT, based on the user's role and
site type. Not all sites will need to access the Reports Portal.

If a Portal URL has been set up for your realm in Realm Management, click Reports Portal from the main
menu to launch the reports site. This will launch a site address outside of the VTC application.

Once you have launched the Reports Portal window you have left the Virtual Test Center Console
application.

Close the Reports Portal window to return to the VTC.

Back to Table of Contents
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Program Management

User Role Access: Ultra User only

Click Program Management from the main menu to display a list of existing programs. From this page
you may create a new program or edit an existing program's name or portal URL. Program Management
is for ACT Administrative use only.

Program Management

C ACTACT

© ACTCenterOps

e Edit a program
e Create a program

0 Program tab
0 SchedulingTypes tab

Edit a program

To edit an existing program, select the radio button next to the program you wish to modify. Click the Edit
button located above the list of programs.

Program Management

Select and mh
m Hame
&  ACTACT

© ACTCenterOps

There are two tabs of information associated with each program. They are labeled "Program," and
"Scheduling Types." The tabs available to you are based on your assigned user role. Click the tab titles to
view or edit the stored data.

= For detailed information about the data fields and processes in each tab, please refer to the
section below on how to "Create a program.”
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Create a program

To create a new program, click the Create button located above the list of programs.

Program tab

Enter the program data in the text entry fields.

Create Program

Bashc Infurmatian
" Nama: | ACTACT

Ponal URL

PHP Samce Ui

FHP Semice Malhad

PR Serace
MaraSpaca
Baich Load Prany; & =

FnanCal Chaigs Gtk
Codn

" = Rggearad

Bilsina L

*Indicates a required field.
Name: The name of the program.

Portal URL: Enter the complete Portal URL including http:// (e.g., http://www.act.org). This is an optional
field. Entering the Portal URL will launch an external reports site when a site administrator clicks the
"Reports Portal" button on the main menu.

PNP Service URL, Service Method, and NameSpace: If a realm within the program is to be associated
with paper and pencil (PNP) site codes, these three fields define the web service that will be used for
PNP Site Management.

Batch Load Priority: Set the default priority level for processing user records for your program. Numbers
range from 1-9, with 9 being the lowest priority in the queue. The default is typically 5 for "normal”
processing time. If files come to the queue at the same priority they will be handled in the order they
are received.

NOTE: There will be an opportunity for users with access to "escalate" a batch load for higher priority

processing should the need arise. However, high priority batch settings should be used sparingly as it
is not possible to rush all files to the top of the queue at the same time.

Financial Charge Back Code: Project code used by the ACT Finance department to collect usage data.

Click Submit when you are finished entering data.
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SchedulingTypes tab

This will open the SchedulingTypes tab. (If you are editing a Program, any existing Scheduling Types that
have already been set up will be displayed.)

Associated Scheduling Types

-, Active Ranking

Once Scheduling Types have been set up for your Program, the Realms within your program can further
customize the settings using Realm Management. Otherwise, all Realms will automatically default to the
Program's settings.

e |f Scheduling Types have not been set up for your System, you will not be able to use this feature
for the Realms or Programs that are linked underneath.

ADD AVAILABLE SCHEDULING TYPES

To select available Scheduling Types for use in the Realms at your Program, click the Add button located
in the upper right corner.

Associated Scheduling Types

schedutingTypes |

=
- Active | Default | Ranking
Select| Cod Description Flag Flag Oidios

Mark the checkbox to indicate which Scheduling Types are in operation at your program. The types you
choose will determine the default settings and selections set up for the Realms associated with your
Program.

Click the Add button when you are finished.

Add Associated Scheduling Types
SchedulingTypes

Select and m

ALM Scheduling ALM Scheduling
O TcM TCM Scheduling  Test Center Management Scheduling
Hone Ho Scheduling  No Scheduling

You will return to the Associated Scheduling Types screen where the scheduling types will be listed.
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Associated Scheduling Types
scheduiingTypes [
select and (2]

Active Default | Ranking
E m

O None Mo Schaduling

Echadullng

EDIT SCHEDULE TYPE

The current Active Flag, Default Flag, and Ranking Order are indicated in the columns on the Schedule
Types tab as shown above.

To change these settings, click the radio button to select that Scheduling Type. Click the Edit button
located above the list of types.

Associated Scheduling Types

m Schaduling Types

%
& m SHEROR

= Hone No Scheduling

Ho
Schedullng

Use the checkboxes to set the Active and Default flags, and set the numerical value for the Ranking
Order by typing a number in the field.

Associated Scheduling Types
seneauingType: |

Basic Information
Code: MNona
Mame:; No Schaduling
Dascription: Mo Schaduling
Active Flag;
Dwfault Flag: []

" Ranking Order. |3

" = Required ) )
Subrmat, ! _ Cancal

g

Active Flag: This field is not yet functional at the Program level and must be set by the System.

Default Flag: This field is not yet functional at this time.
Ranking Order: The order that your schedule types will be displayed on-screen.

Click Submit when you are finished.

You will return to the Associated Scheduling Types screen.
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REMOVE A SCHEDULE TYPE

To remove a type from use in your Program, click the radio button to select the Scheduling Type. Click
the Remove button.

Associated Scheduling Types

SchedulingTypes
Select and (211

= MNone Ho Scheduling

Hx
Scheduling

The ScheduleType will be removed from the list.

When you are finished creating your program, click Program Management from the side menu. Your
new program name will be shown on the updated program list.

Back to Table of Contents
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Realm Management

User Role Access: Ultra User only

¢ Realm Management is for ACT Administrative use only. However, the Realm tabs described here

under Edit a realm and Create a New Realm are also accessible by clicking My Realm.

Click Realm Management from the main menu to search for an existing realm to view, edit, copy or
delete, or to create a new realm. Only users who have been assigned the "Ultra User" user role will have
access to this menu item.

Realm Management

Search Critena

Mame [ Search

Uge "%%" for wild card searches.

e[ oo |

= Please search for 3 realm - - =

e Search for arealm

e Editarealm

e Copyarealm
e GotoRealm

e Delete arealm

See also: Create a New Realm, My Realm

Search for a realm

If you do not know the exact name of the realm you are looking for, use the % sign as a wild card

character to enter any part of the name of the realm in the search criteria fields. (Or, you may leave the

search fields blank to display all the realms.)

Make your criteria selections and click the Search button.

167



Realm Management

Realm Management

Search Cntena

Marng: [ggm% Sth

Uze *%" for wild card searches.

Sefect[Mame  fDescipion [Reami |

-- Please search for a realm --

The search results, including the realm's name, brief description, and realm ID, will be displayed beneath
the search criteria, in the lower frame.

Realm Management

Spwch Crtens
L Saarh

Uss “%" for wild card seaches

Selecrand (08 DEUR QU ULE BT L | Craate |
(selectlmame _________ omciptee _____________________________[JRenn
0 Saenple Upes Realn Fimabm usd for BuTirsi parpaies ERcEr el
First Pawsous Page 1 of 1 Maak Lt

If there is more than one page of results, use the navigational tool buttons, First, Previous, Next, and
Last to help you review the pages of results.

e |If there are too many pages of results and you are having trouble locating the realm you want,
narrow your search criteria and try again.

Edit a realm

To edit a realm, you must first perform a search to find the realm you wish to modify.
Once the realm is displayed in the search results, select the radio button next to the realm's name.

Click the Edit button, located above the list of realms.

Select and

Hame

&+  Sample User Realm

There are several tabs of information associated with each realm in the Realm Manager. They are
labeled "Realm," "Finance," "Roles," "Languages," "Templates," "Status," "SubRealms," and "Scheduling
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Types." The tabs available to you are based on your assigned user role. Click the tab titles to view the

stored data.

A partial view of the Realm tab is shown below.

Realm Management

(Rl ¢ irance | fates | Languages | Tempiaies | Statwn | Subitoaiom | SchedutingTypes | |
Hasic Imammation
Fealm 0 32500008
Hams  Seerpls Ugsr Realm
Progam:  Exampls Program
Frealm wed for ilslaaing pEpoie
® Denceplan
/’\'\ ‘l"f
FIEaC TPy o] o b
Contact Indonmatios
Firid Maims! | Wy
Miadidle Mams; | Contact
Lasi Nama | Inls
Sufl
Emait || condachiFremal com
Titie
Phooe Numbier
P Bt
Fax Humbar
Fas Ext
* = Regured
Subrma Cancsl

Required fields will be marked with an asterisk. Depending on your user role, some fields may be
uneditable.

e NOTE: On the "Realm" tab, the Realm ID, Name, and Program fields are always uneditable. If it
becomes necessary to change this information, the realm will have to be deleted and a new one
created.

If you make a change on any tab with a "Submit" button, you must click Submit to save your changes.

= For detailed information about the data fields in each tab, please refer to the topic Create a New
Realm.

Copy a realm

To copy a realm, you must first perform a search to find the realm you wish to modify.
Once the realm is displayed in the search results, select the radio button next to the realm's name.
Click the Copy button, located above the list of realms.
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Select 'i'an_:{:m.
Hame

&  Sample User Realm

You will be asked to choose a new name for your realm. Enter the name in the text entry field.

Then, mark the checkboxes to indicate what data you want to bring over to your new realm (Templates,

Assessments, Profiles, Attributes, and/or Users).

CopyRoam

* Mew Realm Name: |

Templates:
Assessments:
Profiles:

Altributes:

IR A B R T T

Uzars:

" = Required

Submit | _Cancel |

Click Submit to create your new realm, or Cancel if you do not wish to copy the realm.

Go to Realm

If you would like to go to another realm (without logging out) and access Users, Assessments, etc., or

other Realm data you have been given access to, you must first perform a search to find the realm you

wish to enter.
Once the realm is displayed in the search results, select the radio button next to the realm's name.

Click Go to Realm which is located above the list of realms.

.lil escription

(#  Blank Data Realm Blank Data

If you are an authorized user within that realm, you will be taken to the Home page of the realm.

If you are not authorized to access the realm, you will receive an authentication error. (Speak to the
Realm's Manager if you feel you need access to the realm.)
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Delete a realm

To delete a realm, you must first perform a search to find the realm you wish to remove.
Once the realm is displayed in the search results, select the radio button next to the realm's name.

Click the Delete button, located above the list of realms.

Delete

Select| Hame

&  Sample User Realm

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the realm and return to the updated list, or click Cancel to return to the list of realms
without deleting.

Back to Table of Contents
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Create a New Realm

This section describes how to create a new realm and also describes in detail the fields and functionality
of each tab. Depending on your user role you may not have access to all the features described. Many of
the fields and features of the Realm Management tabs are also accessible by clicking My Realm.

NOTE: The Entities tab is only available under My Realm. The Status tab (shown below) is only available
under Realm Management.

e Create a new realm

Realm details tab

Finance tab

Roles tab

Languages tab

Templates tab
Status tab

SubRealms tab

0O 0O O 0o o o o o

SchedulingTypes tab

Create a new realm

Click Realm Management from the main menu.

Click the Create button located on the far right of the main Realm Management page.

Create

. Realm ID

There are several tabs of information associated with each realm. They are labeled "Realm," "Finance,"
"Roles," "Languages," "Templates," "Status," and "SubRealms." You must first enter the required details
on the "Realm" tab before advancing to the other tabs.

Realm details tab

Enter basic realm characteristics and setup information. (Partial view below.)
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*Indicates a required field.

BASIC INFORMATION

*Name: Enter the name of the realm.

*Program: Select the associated program from the drop-down box.

Create a New Realm

*Description: This is the description that will appear on the list of realms. It should be brief but clear
enough to help people identify the realm. Enter the text for the description. HTML code brackets and
related symbols are not allowable characters.

Welcome Text: This is optional text that will appear on the realm's "Welcome" page. It is the first page
users will see after logging in. Enter the welcome text. Basic HTML code such as font modifications
(size, color, etc.), text modifications (including italics, bold, and underline), paragraph breaks, bullets,

image source and hyperlinks, etc., are allowable characters.

*Sender address for generated emails: Enter the return email address to be used in all automated
email generated from the realm.
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Logo: Each realm can be set up to display a different logo at the top of each screen, just under the Virtual
Test Center logo. Create a .jpg image using your favorite graphic tool (recommended size: 109x37
pixels). Click the Browse button and browse to find the file you created. Click OK to upload the
image.

Banner: Each realm can be set up to display a banner across the top of the examinee pages in the VTC
RSP (Registration, Schedule, and Payment) application. Create a .jpg image using your favorite
graphic tool (recommended size: 684 x 77 pixels). Click the Browse button and browse to find the file
you created. Click OK to upload the image.

Screen CSS/Print CSS: Upload a cascading style sheet to override other style settings (such as fonts,
background, layout, etc.) to display and/or print the examinee RSP pages in a style of your choosing.
(This will not affect the VTC Administration Console screens.) Click the Browse button and browse to
find the style sheet you wish to use. Click OK to upload the file. You may also download the current
CSS file by clicking Download default CSS. Click Open to view the CSS details or click Save to
save the file to a location of your choosing.

Parent: Link to a parent realm by selecting the name from the drop-down list of realms. (e.g., Main site
location vs. site test centers.)

End-User Create Account Allowed: Use the checkbox to indicate whether the examinees/applicants are
allowed to create their own new accounts. If the box is checked, a ‘Create Account’ link will be
displayed on the examinee/applicant login page for the test administration login page (the RSP
application). Examinees/Applicants may click the link to create a new account. VTC Administrators
will also be allowed to create user accounts in User Management using the VTC Console.

See also the 'Auto-registration' and ‘End User Create Account Required’ fields below for potential
modifiers to this behavior.

Auto-registration: Use this checkbox to indicate whether or not examinees will be automatically
registered for assessments when the user account is created. If it is marked, candidates will be pre-
registered for those assessments that have also been marked for auto-registration.

NOTE: Assessment Auto Registration only occurs when a user account is created either through the
VTC Admin application interface or by the batch loader. (See the User Batch Load topic for more
information). Or, if you have End-User Create Account Allowed enabled, users who create their
accounts will also be auto-registered.

Make Realm Hidden: Use the checkbox to indicate whether other users can see or select your realm.
e.g., If the box is checked, users will need the direct link to find the realm. They will not be able to
select the name from the drop-down box during login.

Agency: Use the checkbox to indicate whether this realm is marked as an Agency (primarily for
MyWorkKeys users). Doing so will automatically add your realm as a subrealm to itself. Disabling the
checkbox will remove it. (See the SubRealms tab below.)

End User Create Account Required: Use the checkbox to indicate that users are required to create their
own accounts using the RSP application. If the box is checked, VTC Admin Console users cannot set
up accounts for other users.

Privacy Policy Required: Use the checkbox to indicate that users creating an account using the RSP
are required to accept the Privacy Policy before continuing.
(To customize or configure your privacy policy text, see the Templates tab below.)

Batch Load Priority: Set the default priority level for processing user records for your realm. Numbers
range from 1-9, with 9 being the lowest priority in the queue. The default is typically 5 for "normal”
processing time. If files come to the queue at the same priority they will be handled in the order they
are received.

NOTE: There will be an opportunity for users with access to "escalate" a batch load for higher priority
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processing should the need arise. However, high priority batch settings should be used sparingly as it
is not possible to rush all files to the top of the queue at the same time.

Batch Load Person Update Allowed: Use the checkbox to indicate whether existing user records may
be updated via the batch loader. If not checked, User Batch Load may only be used to create
accounts; duplicate accounts will not be allowed. (See the User Batch Load topic for more
information.)

Batch Load Restrict Required Validation: Use the checkbox to indicate that all required attribute data
columns must be included in the user record during User Batch Load and that the attribute is filled in
as required. If the attribute or the required data is missing, the record will return an error.

Batch Load Duplicate Check Required: Mark this checkbox if you want to run the duplicate record
check during User Batch Load and duplicate records will not be loaded to your realm.

(To customize which attributes are used in the duplicate record check, see Create Attributes, Attribute
tab.)

WARNING: Before changing a realm's settings, be sure that any User Batch Load files in that
realm have finished processing. Any file already in progress will continue processing while the new
settings take effect and may cause the file processing to fail.

CONTACT INFORMATION
Fill in the point of contact information for the Realm Manager.

NOTE: If the realm is marked as an agency in the Agency checkbox under Basic Information, the Email
address field MUST be filled in under Contact Information.

When you are finished entering details in the fields listed above, you must click Submit to save your data.

You will advance to the next tab where you can continue setting up your realm.

Finance tab

Enter the credit card information if the realm requires examinees to pay a fee.

e NOTE: This information should only be filled in by a staff person in ACT's financial department.
Setting or changing this information will require a user with access to the Finance Manager Role.

T 2 B |V AR [ R | R

QEUTE R Holes | L

Eareunierce ]

GG Progiam
CC Prihls

Financial Charge Back
Coda

" & Rigreanad

o Pogram

e Prafie

Subima

e

CC Program: The name used for tracking within the ACT financial system.

CC Profile: The Via Warp profile that is used when the transaction is sent through for charging.

Financial Charge Back Code: Project code used by the ACT Finance department to collect usage data.
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Click Submit to save your data.

You will advance to the next available tab where you can continue setting up your realm.

Roles tab

Designate the user roles that are required to access the realm and whether those roles may be assigned
by others with that user role. All roles currently in use will be listed.

o NOTE: Roles are typically defined by the applications that use VTC. Roles can only be created
and/or made visible for Realm usage under System Management.

Edit Realm Roles

[Resim | rinonce JRRR] tongvages | Tompites | Staus | SobReoims | SchesuingTyves —
Select and (211
seiclhome ———— oeseipion ———— Jaignabi]
Account Manager can disable, lock, unlock, and resel passwords of existing users
O Accoun! Manager within the realm I
Assessment Manager can create, read, update, delete Administrations and
O Assessment Manager Asgessments within the Realm A
O Attribute Manager Attribute Manager may edit annbutes under Alribute Management. true
(3 Barcode Generator Barcode Generator may ganerate the csy file of barcodes. frue
(  Barcode Manager Barcode Manager may define barcodes in Barcode Managemaent. frue
3 Entity Manager Entity Manager may create and edi entifies under Entity Management. frue

EDIT ASSIGNABLE STATUS

The current status is indicated on the Roles tab in the Assignable column as true or false as shown
above.

To change whether the role is assignable, click the radio button to select that role. Click the Edit button
located above the list of roles.

Edit Realm Roles

Account Manager can disable, lock, unlock, and reset passwords of existing users
3 Account Manager within the reaim frug
Assessment Manager can create, read, update, delete Administrations and
©  Assessment Manager Assessments within the Realm Sl
O Attribute Manager Attribute Manager may edit attnbutes under Attnbute Managemant. frue
() Barcode Generator Barcode Generator may generate the csv file of barcodes. frue

Use the Assignable checkbox to indicate whether users with this role can assign the role to other users.
Click Submit when you are finished.
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Edit Realm Roles

i | e [0 e e e e

Edit Role
Assignable:
Mame; Assessrment Manager
Description: Assessment Manager can create, read, update, delete Administrations and Assessments within the Realm
[Goncel
REMOVE A ROLE

To remove a user role from use at your Realm, click the radio button to select the role. Click the Remove
button.

Edit Realm Roles

[Sovim | v JRQY Conenger | Tomptee | S | Scbtonims | Schodstmgtypes | |

Select and (271 EETEPYN
Seiect ame escipion ———————————————————— Jaigombie]
Account Manager can disable, lock, unlock, and reset passwords of existing users
O Account Manager withi Ahe reakm True
Assessment Manager can create, read, update, delete Administrations and
O Assesament Manager Assessments within the Realm i
) Aftnbute Manager Attrbute Manager may edit atftnbutes under Attnbute Management. frue
& Barcode Generator Barcode Generator may generate the csv file of barcodes. e

ADD AVAILABLE ROLES
To select additional roles for use at your Realm, click the Add button located in the upper right corner.

Assignable

Mark the checkbox to indicate which user roles are in operation at this realm. The roles you choose will
be available for selection when you create or modify an individual user account.

Click the Submit button when you are finished.
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Add Realm Roles

mm TN oo [empios [ i [ sobtonms [ Sevesingtypen ||

Setectand
m Mame : Description

D403 dwrole001 jdw role 1 created 0403
[0 ACT Administrator The role can preform and funclions restricted to ACT staff
[0 ACT Center Reporter This role grants access to ACT Center Reporting.
[0 ASE Administrator Administration rights for the ASE application
[0 ASE Reportar ASE Reporter
[0 Assessment Coordinator DoDEA Assessment Coordinator
[#]  Credit Card Admin
[#]  Credit Card User

You will return to the Edit Realm Roles screen where the roles will be listed.

Edit Realm Roles

[wesin [ ineoce JRQ Covgvags | Tempioes | s | St scbomimgtr | |

Swocltame ——— omaipior ————————————[amionai)

©  Account Manager :ﬁ;::]u;::':::ﬁger can disable, lock, unlock, and reset passwords of existing users i
O  Assassment Manager xzzzxz:::m;m:a&t::u. read, update, delete Administrations and Tl
O Attribute Manager Altribute Manager may edit altabutes under Allribute Managerment. frue
3 Credit Card Admin frue
O Credit Card User true

When you are finished with the language settings, click the "Languages" tab (or next tab available to you)
to continue setting up your realm.

Languages tab

Set the default language or add language translations for your realm. The current default and language
settings will be displayed. For new realms, English is the default language. (The languages will become
important when you begin setting up personal and registration attributes.)

Edit Realm Languages

mm Languages [ETLHEIES m SubRealms | SchedulingTypes _

Select and St as Default

" English Y
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ADD A LANGUAGE

To add a language, click the Add button. The list of languages options will be displayed as shown in the
image below.

Mark the checkbox next to the language(s) you wish to add and click the Add button again. The
languages you selected will be included on the list.

Edit Realm Languages

I
I~ English
[T Spanish (Latin American)

[  Spanish (Mexico)

SET LANGUAGE AS DEFAULT
The current default language will be marked with a Y in the Default column.

To select a different default language, select the radio button next to the language you wish to set as
default.

Click the button Set As Default.

Edit Realm Languages

Selec an-:

Select | Name

. English L

@  Spanish (Latin American) N

" Spanish (Mexico) N
REMOVE A LANGUAGE

To remove a language you have previously added, select the radio button next to the language you wish
to remove.

Click the Remove button.

Select and
Hame

8 English

Set As Default

" Spanish (Latin American)

&+ Spanish (Mexico)
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e NOTE: You cannot remove the language currently marked as default and realms must have at
least one language.

When you are finished with the language settings, click the "Templates"” tab (or next tab available to you)
to continue setting up your realm.

Templates tab

Create templates that will help disseminate important information about your realm to users and
examinees. Examples include candidate registration notifications and tickets, scheduling notifications,
login information, site-specific information, etc.

All templates used in conjunction with User Management, Group Management, and Assessment
Management must first be set up for the purpose they are intended before they can be linked to those
features in the realm.

= Please refer to the topics Create a New User, Group Management, and Assessment
Management for further details on how templates are used.

You may also create templates that link to specific areas of the RSP, which will allow you to display
customized messages to your examinees.

The list of templates that have already been set up will be displayed. If none are listed, you will need to
create a template. Choose the subject, content, formatting, and data fields that best suit your needs.

Template Management

= Please create a Template -

CREATE A TEMPLATE

Create a new template by clicking the Create button on the far right side of the screen as shown in the
image above.

This will open the Create Template screen.
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" Key: | sample text template

(Content: | g U | ¥ W W |- Sties- W[+ 100% v
iSEE|EEo 5| 2 & o A
2 [i] 2 x| S| o6 L | Ly e el | R T e | |

Usa the termplate aditor icons to insart images, tablas. or format text such as bold or

wndarding.

& Craate bullakad ligts
o Insertfedit & link that will appaar sz & hotlink in the template

Use the Field List below to fill in dats frorm pre-existing data fields sudh as user
demographics, testing, or testing center information.,

REALM:! §{realm.typa}

USER NAME:D §{p firstharne} ${p.lastName}
TEST CENTER: § {to.testCentertiarme)

4 {to. drivingDirections}

Path p

|Adminstration: Id ~
Administration: Mame

Administration: Registration Efectve Date
Administration; Regisiration Expiration Date
Administration; Scheduling Effective Date
Administration; Scheduling Expire Date
Administration: Testing Effective Date
Administration; Testing Expire Date

* Indicates a required field.

* Key: The "subject type" of the template you are creating. Enter a unique template name. e.g., "March
exam schedule." Or use a special pre-coded 'key' value for the template which enables the template's
use for specific purposes as defined below:

_ADA - During the registration and scheduling process, if a template is created as a registration
or scheduling email template, starts the same name as the original template and ends with
" ADA", it will be sent to examinees that have been flagged in the system as ADA examinees.

For example, if you define a registration template named "Notify Registered" that is selected as
the Registration Notification template, and you also have a template named "Notify
Registered_ADA", a user that has the ADA flag indicator associated with their account will be
sent an email based on the "Notify Registered_ADA" template when that user is registered for an
assessment.

RSP and VTC key values — Use of these key values instructs the RSP application to use the content
in the appropriate locations. The following key values are not associated with the automated email
template selections.:

RSP_ADA — Message that appears on the RSP screen for users who have requested ADA
accommodations.

RSP_CONTACT_NO - Phone number to replace default number given in error messages such
as disabled account and no security question or email found in Forgot User ID or Password.

RSP_LOGIN_MSG — Message that appears on the realm's login page.
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RSP_LOGOUT_URL - The body of the template is a fully specified URL. Control will be
transferred to this URL when the user logs out of RSP.

RSP_MOTD — Message of the day that will be displayed on the RSP examinee pages.

VTC_ADDITIONAL_INFO_PAGE - Replaces the additional info page for a realm (those realms
that have an Additional Info field.)

VTC_CONTACT_US_PAGE — Replaces the contact us page for a realm (those realms that have
a Contact Us field.)

VTC_CREATE_ACCOUNT — When an account is created, this information will be emailed to the
new user if an email address is provided.

VTC_ERROR_MSG - Customized error message that replaces the generic error message in
VTC and in RSP.

VTC_PRIVACY_POLICY — Customized text that replaces the generic ACT privacy policy. Users
will see this message as pop-up text when they click the Privacy Policy link in the RSP pages.

VTC_PRIVACY_POLICY_URL — Rather than link to a pop-up privacy policy, you can link to a
URL by entering the web address in the Content field. Users will launch the URL in a separate
window when they click the Privacy Policy link in the RSP pages.

NOTE: You may only link to the VTC_Privacy_Policy or VTC_Privacy Policy URL. If you
enter both templates, the URL will supersede the pop-up text.

VTC_REFERENCE_URL — Entering an alternate URL address in the Content field replaces the
reference guide for the realm. Users clicking References will no longer open the Online Help
Guide.

* Content: There are three rows of commands above a large text entry field. Use the following commands
in the template editor to help you write the text and content of your template. Mouse over the icon to
remind you what the command is for.

The first line of icons is your text-based, style commands:

Font Style: Use B, |, U, and ABC to make fonts appear in Bold, Italic, Underline, and/or
Strikethrough.

Alignment: Use the alignment icons to shift the alignment of your paragraphs to Left, Center,
Right, or Full justification.

Magnify Content: Use the drop-down box to Enlarge your content up to two and half times
larger. (This does not alter the final size, only the appearance in the Template Window.)

NOTE: For the true view of your selected layout, be sure to click the Preview icon in the Template
editor.

The second line of icons is your lists, tables, and other visual formatting commands:

Lists: Indicate whether you want bulleted or numbered lists (Unordered or Ordered.)
Indent: Use the Outdent or Indent keys to shift your content to the left or right.
Undo: Use Undo and Redo to retract or retrace your most recent actions.

Insert/edit link: If you type a web address in the content, the address will be auto-formatted as
an active hyperlink. If you want text to appear as a hotlink to the web address, highlight the text
where you want to create a hotlink. Click the Insert/edit link icon. A pop-up box will appear.
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Enter the Link URL and page Title. (The Target field is automatically set up to open a URL in a
new window.) Click Insert to add the hotlink.

0 To verify the hyperlinked text is active, be sure to click the Preview icon in the Template
editor.

Unlink: If you do not want a link to be active, click once on the link to activate the Unlink icon.
Click Unlink to deactivate the hyperlink.

Insert Image File: Use Insert/edit image to insert the realm's logo or banner into the template
content. Click the drop-down box to select the image from the Image List field which will populate
the rest of the fields. (You may edit the Image Description or Title fields if you wish.)

Once the image is placed, you may click and drag it to a new location if you need to.

To edit the image or view image properties, click once on the image, and again on the Insert/edit
image icon. Or, right-click the image and on Image Properties.

Preview Template: Use the Preview icon to launch a separate window where you can preview
the format and layout of your template. Close the preview window when you are finished, taking
care not to close the VTC Console window.

Please note the Preview icon is not the same as the Preview button below the template editor.
The Preview button will convert any content field codes you may have selected to populated text
but it is not necessarily an accurate representation of layout.

Fullscreen: Use Toggle fullscreen mode to maximize the template editor window view. Click it
again to switch back.

Insert Tables: Use the Insert Table icon to insert a table into your template. Use the tabs, drop-
down boxes, and data fields in the table editor to select your table properties. Then click the
Insert button to place the table in your template.

0 To edit a table after it has been inserted, right-click on the table to access the table editor
and properties menu.

Word Count: Use the Word/Character Count icon to show you the word and character count of
your content, with and without spaces.

The third line contains your character and code formatting commands:

Remove Code Formatting: Highlight text and then click Remove formatting to get rid of
existing formatting (often used in conjunction with Select All).

Invisible Elements: Use the Toggle guidelines/Invisible Elements icon to make certain
elements of the content window visible or invisible (such as table borders.)

Sub/Superscript: Use the Xz and X2 icons to make fonts appear in Subscript or Superscript.

Custom Symbols: Use the Omega icon to insert a custom character (such as certain math
symbols, a tilde, an accent character, Greek letters, etc.)

Text Editing: Use Cut and Copy to help move sections of text, tables, or images from one place
to another, or from one template to another.

Paste text within Template Editor Window: Click the Paste icon to paste the copied text in its
new location.

The first button is the default paste from the clipboard, which you can also activate by pressing
CTRL-V or right-click-paste. The standard paste option retains copied formatting but replaces two
standard spaces with one standard space and one non-breaking space.

183



Create a New Realm

e Paste non-formatted text as Plain Text: In order to help you speed up the template writing or
editing process, you have to option to draft your text external to the VTC Console. When you are
ready, copy the text from the application you used, and click the template editor Window icon "T"
to Paste as Plain Text.

The plain text paste option removes all formatting and replaces two standard spaces with one
standard space.

o Paste formatted text from Word: If you draft your text in Microsoft® Word®, copy your text in
Word, then use the template editor icon "W" to Paste from Word.

For example, you may find it easier to create complex tables in Word rather than in the template
editor window. You can paste the table into the editor and most of the properties will be retained.
The paste from Word option replaces two standard spaces with one standard space and one non-
breaking space.

NOTE: Please be aware that some formatting may not be retained. To see how it will be
presented to end-users and test your formatting, be sure to click the Preview button below the
template content window.

o Select All: Use Select All to highlight all of the content in the text entry field.

o Non-breaking Space: Use the Non-breaking Space icon to force non-breaking space
characters between template content. The presence of non-breaking spaces can be used to
prevent text from wrapping across natural line breaks or force spacing between sentences.

For example, if you prefer two spaces between sentences whether it is displayed on-screen or
printed, use one standard space and one non-breaking space. This will ensure that spacing
remains consistent.

e Reveal Formatting: Similar to Show/Hide in Word, use the paragraph symbol to toggle Visual
control characters on/off (such as spaces).

e HTML: If you prefer to write your template in HTML code, click HTML. A pop-up window will
appear, converting any existing content to HTML. Enter any new content using properly formatted
HTML code. Click Update when you are finished. Your new content will be displayed in the
template window. (NOTE: The HTML editor will not correct mistakes and may inadvertently erase
content if you submit improperly closed tags.)

Field list: Insert a "call* code for specific information about the realm, exam and scheduling information,
or examinee data. Place your cursor in the text entry field where you want to insert the text and
double-click the field name.

e.g., instead of addressing a generic email to "Dear Examinee," you can insert the user's first and last
name by selecting those fields. When the email template is sent, "Dear ${p.firstName}
${p.lastName}," will be populated with the examinee's data.

Certain fields (listed below) are not always available for a template to interpret the data call when data
is not present. If text is present, the text or data will be displayed. If data is not available the field will
be blank. These fields may be customized with If / Else text to show specific text instead of a blank.
e.g., if your Realm does not require users to enter their DOB, and the DOB field is in the template,
you can code different text in the "Else" tag so that "N/A" will display in the DOB field instead of a
blank.

Field displays blank DOB: <#if p.dateOfBirth??>${p.dateOfBirth?date}<#else></#if>
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Modified field displays "N/A": <#if p.dateOfBirth??>${p.date OfBirth?date}<#else>N/A</#if>
These special fields include:

Administration: Registration Effective Date
Administration: Registration Expiration Date
Administration: Scheduling Effective Date
Administration: Scheduling Expire Date
Administration: Testing Effective Date
Administration: Testing Expire Date
Person: Phone Number

Person: Fax Number

Person: Cell Phone Number

Person: Date Of Birth

Registration: Starting Date

Registration: Ending Date

Appointment: Date

Test Center: Telephone Number

o IMPORTANT: If you are using an older template and you chose one of the fields listed above, it
may still be using the previous tag which may not validate your data correctly. If you are
experiencing template or email errors as a result, delete the existing field value and select the
new field and code in its place. As you modify or create templates based on existing ones, update
these fields as a precaution. This should not be an issue for new templates.

The "Submit" button is located below the Field list at the bottom of the screen.

You must click Submit when you are finished writing or editing your template content or all of your work
will be lost.

PREVIEW TEMPLATE CODES

Click the Preview button located below the data input fields to show the populated text view of any data
fields you may have selected for use in your template.

e Please note the Preview button is not the same as the Preview icon located in the template
editor. Clicking the Preview icon will show you an accurate representation of layout and
formatting but will not convert any content field codes you may have selected to populated text.
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Usa tha Fiald List balow to §ill in data frorm pra-axisting dats fialds such as uger
damographics, tasting, oF tagting canter information.

REALM: §{raslrm typel

USER HAME: ${p.firetHarmal $4p laathamal
TEST CEMTER: §{tc.testCanterlame}

§{te. drivingDirection s}

Pathe

Appointment. End Time -
Appointment. Confirrmation Murmber
Appointment. Date

Apgaintiment. Start Time

Test Center: Address 1

Test Center: Address 2

Test Centar: City

Test Center: Zip Code

Test Center: State

Test Center: Drving Directions

Test Center: Google Maps URL

Test Center: MapQuest URL

Test Center: Telephone Mumber

Test Center Id

Test Center: Mame ot

Submit Ftewmw% Cancel

This will display the template codes you selected as populated text fields.

Use the Field List below to fill in data from pre-existing data fields such as user demographics,

REALM: Sample Liser Realm

USER NAME: Perzon First Mame Person Last Name
TEST CENTER: Test Center Mame

Test Center Drving Directions

If you are satisfied with the template's appearance, click Submit to save your work and return to the list of
templates.

Or, click Edit to return to the template editor and continue making changes.

You may also click Cancel to return to the template selection menu without accepting the recent
modifications.

EDIT TEMPLATE
From the list of templates, select the radio button next to the template you wish to modify.

Click the Edit button to view your template.
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Select and
s
elect | Key

&  sample template text

= Please review the section above on "Create a Template" for a detailed description of the template
fields.

When you are finished making changes, you may click to Preview your template and view your changes.
Or, click to Submit your changes and return to the template list.

DELETE TEMPLATE
From the list of templates, select the radio button next to the template you wish to remove.
Click the Delete button.

Select and
5
elect | Key

&+  sample template text

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to return to the updated list of templates, or Cancel to return to the list without deleting.

When you are finished creating and/or modifying templates, click the Status tab to view or modify your
realm's status.

Status tab

From the "Status" tab, you may check or change the status of the realm.

Use the checkbox to disable or enable the realm.

Edit Realm Status

i —

Dizable: T

" = Raoguirad o o _
Submit Cancel

If you have changed the status, you must click Submit to save your data and return to the list of realms.

After you have entered and submitted the data in each tab, you can review the data by clicking the tab's
title.
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SubRealms tab

If your user ID is linked to other realms, you may add one or more of those realms as a SubRealm. Also,
if your Realm has been marked as an Agency in the Realm tab, it will automatically be set up as a
SubRealm of itself. (SubRealms are primarily for "MyWorkKeys" users.)

From the "SubRealms" tab, you may view, add, or remove associated realms, and manage administrator
accounts that are linked to the SubRealm.

Associated Realms

Soscftme ————— Jowipir ——————————————— Joeamn |

Mo realms associated

ADD A SUBREALM
To link SubRealms, click the Add button on the far right side of the screen.

Realm ID

All of the available realms you are associated with will be displayed. If you have more than one page of
results, use the navigational buttons at the bottom of each page to scroll through the list and locate the
realm you wish to add. If you need to narrow down the list of results, use the search tool.

When you see the realm you want to link, mark the checkbox next to the name.
Click the Add button. Add buttons are located on each page above and below the list of results.

Associated Realms

Search Crtena

Manme: | %realm .

Usge "%" for wild card searches,

Select and m

Description m

@  Blank Data Realm r:ll:::i:n attempt for a Blank Data Realm for Screenshot 17110154
[#]  Empty Realm Empty Realm free of data used for ScreenShots IT104T

This will return you to your list where your SubRealms will be displayed.
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ed Realms

R o [ s sctons.___ ] rm
Seleci|Mame  fpesaipon  |Reamm |

() Blank Data Realm Waking an attempt for a Blank Data Realm for Screenshot Purposes EraRinkT]

{0 Emply Realm Empty Realm free of data used for ScreenShols 047

IMPORTANT TO NOTE: If you are using the Realm function Financial Profiles in the parent realm, you
must also set up the same Realm Financial Profiles in the subrealm before you can select it for use as a
subrealm. You cannot select a subrealm with different Financial Profiles.

EDIT A SUBREALM

To edit the SubRealm options for a given site on your list, select the radio button next to the realm you
wish to edit.

Click the Edit button located above the list of SubRealms.

Associated Realms

Selact and m Mare actions..

%  Blank Data Realm

() Empty Realm

From this screen you can modify the Instant Certificate flags attached to this subrealm. Check the box to
indicate which flags you want set.

Edit Associated Realms

Instant Certificate Flags
Instant Cert Flag:  []
Look Back Flag: [+
Auto Share Flag:

: Submil | Cancal

ke

Instant Cert Flag: Mark the Instant Cert Flag to turn instant certificate processing on when test results
are received from that particular testing site. (Instant certificates will be generated to show test scores
and other pre-defined user data fields.)

Look Back flag: If the instant certificate processing flag is on, mark the Look Back Flag to notify the
system to include all of an individual's assessments, both current and past, when making the
determination if a certificate should be created for the individual.
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If the flag is not set, only the current tests from the processing bundle will be used to generate instant
certificates.

Auto Share Flag: Mark the Auto Share Flag if you want Instant Certificates to be shared with the public.
This allows employers or other authorized users to log in and verify results.

Click Submit to save your settings and return to the SubRealms list.

MORE ACTIONS... (DROP-DOWN BOX)

e Manage administrators

¢ Remove a SubRealm

MANAGE ADMINISTRATORS
Add SubRealm administrator

To link an administrator account to your SubRealm, first select the radio button next to the SubRealm.
Next, select Manage Administrators from the drop-down box.

Associated Realms

Languages

hiore actions. .

More actions

) Blank DatlRemove

#  Empty Realm

Any existing administrators will be displayed. To add to or begin your list, click the Add button.

Associated Realms: Admins

SoecFimtame——————— Jlstame i

Mo site administrators associated with the sub realm,

a] Gancer|
=

If you do not know the exact name of the user you are looking for, use the % sign as a wild card character
to enter any part of the name the search criteria fields. (Or, you may leave the search fields blank to
display all available user names.)

Make your criteria selections and click the Search button. The search results will be displayed below the
criteria list.

Select the radio button next to the name of the account you wish to add as a SubRealm Administrator.
Click Add.
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Associated Realms: Add Admins

Search Crtena
Last Name: |.a|:i.m|:n;¥o. ' | First Mame: i |

User ID: | |

Use "%" for wild card searches,

Select and m‘!

@ Sample Admin sampleadmin

O EBEw Administrator aval

@ | Previous | Page1of1 E El

The name will be displayed on your list of administrators.

o NOTE: By default, administrator accounts are automatically set up to receive summary emails
regarding the Instant Certificate process. If you do not wish to send these email notifications, you
must Edit the administrator data as described below.

Edit SubRealm administrator summary email (on/off)

If you are not already on the SubRealm administrator page, first select the radio button next to the
SubRealm. Next, select Manage Administrators from the drop-down box.

Associated Realms

3 Blank DatlFEM

= Empty Realn

To edit the administrator's summary email preferences, select the radio button next to the administrator
name you wish to edit.

Click the Edit button located above the list of names.

Associated Realms: Admins

Setect snd (TN
m First Name : Last Name

#  Sample HAadmin
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Click the checkbox to indicate whether the administrator will receive the Instant Certificate summary
emails. Click Submit.

Associated Realms: Edit Admins

| Reaim | Finance | Rotes | Languages | Templates | satus JECELIRIR

Instant Centificate Flags
Racieve Summary Ermail:

Submt s Cancel |

This will return you to the list of administrators.

Remove SubRealm administrators

As with Edit SubRealms, you must be on the SubRealm administrator page.

From the list of SubRealms, select the radio button next to the SubRealm. Next, select Manage
Administrators from the drop-down box.

To remove the administrator's association to your SubRealm, select the radio button next to the
administrator's name you wish to remove.

Click the Remove button located above the list of names.

Associated Realms: Admins

Last Name

= Sample Admin

The site administrator will be removed from the list.

REMOVE A SUBREALM

To remove a SubRealm from your list, select the radio button next to the realm you wish to remove.

Click the drop-down box located above the list and select Remove.

Associated Realms
W

m Edit I Mare actions...
m More actions... I
tanage Administrators

®  Blank Da :

(2 Empty Realm

The SubRealm will be removed from the list.
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SchedulingTypes tab

If Scheduling Types have been set up under Program Management by ACT Administrators for your
Program, the Realm will automatically default to the Program's settings.

Use this section under Realm Management to further customize the Scheduling Types for each realm.

e If Scheduling Types have not been set up for your System, you will not be able to use this feature
for the realms that are linked underneath.

ADD AVAILABLE SCHEDULING TYPES

To select available Scheduling Types for use at your Realm, click the Add button located in the upper
right corner.

Associated Scheduling Types

| Roatm | Finance | Roles | Languages | Temptates | stats [ subeaims [CCCTTRUVER |

Mark the checkbox to indicate which Scheduling Types are in operation at your realm. The types you
choose will override the settings and selections set up for the Program level.

Click the Submit button when you are finished.

Add Associated Scheduling Types

Select and m

mm_

ALM Scheduling ALM Scheduling

O TCM TCM Scheduling  Test Center Management Scheduling
[#  MHome He Scheduling  No Scheduling

You will return to the Associated Scheduling Types screen where the scheduling types will be listed.

Associated Scheduling Types

.r".v:[wn Dufdult Runklng
M m

Mo Scheduling Active

Honp Schedullng

EDIT SCHEDULE TYPE

The current Active Flag, Default Flag, and Ranking Order are indicated in the columns on the Schedule
Types tab as shown above.
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To change these settings, click the radio button to select that Scheduling Type. Click the Edit button
located above the list of types.

Associated Scheduling Types

o e e e

M m g n“riplinn

®  Hone Mo Scheduling

Ho
Scheduling

Use the checkboxes to set the Active and Default flags, and set the numerical value for the Ranking
Order by typing a number in the field.

Associated Scheduling Types

Basic Informatien

Code: Mone

Mame: Mo Scheduling
Description: Mo Scheduling
Active Flag:
Default Flag: [

* Ranking Order. IEI

" = Required

Active Flag: This field is not yet functional at the Realm level and must be set by the System.
Default Flag: This field is not yet functional at this time.
Ranking Order: The order that your schedule types will be displayed on-screen.

Click Submit when you are finished.

You will return to the Associated Scheduling Types screen.

REMOVE A SCHEDULE TYPE

To remove a type from use at your Realm, click the radio button to select the Scheduling Type. Click the
Remove button.
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Associated Scheduling Types

ALK

Scheduling ALM Scheduling

The ScheduleType will be removed from the list.

NOTE: After a realm is created, you must link at least one user account to the new realm. You
can either go to User Management to assign an existing or newly created account to the
realm, or log into the new realm as an Ultra User and create the accounts you need. Either
method you choose, you must log into the new realm to set up the User Roles for each
account before those users can log into their new realm.

Typically, you would first create one administrative access type account for the new realm and
that person would be responsible for setting up the rest of their user accounts.

= For a detailed description on setting up user accounts, please refer to the topics on
User Management or Create a New User.

Back to Table of Contents
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Entity Management

User Role Access: Ultra User, Entity Manager

Entities are institutions or schools. Use Entity Management to set up entities and the corresponding
contact lists for those institutions. Entities may later be linked to realms and to assessments that are used
by the institutions.

Click Entity Management from the main menu to search for an existing entity to view, edit, or delete, or
to create a new entity. You may also manage the contact list for the entity.

Entity Management

Search Criteria
Short Name:l NCES Code: [
HS Code: I City: i
State: I Type: [Show All =]

| Search

Use "%" for wild card searches.

-- Pleaze search for an entity -

e Search for an entity

e Edit an entity
o Edit/create entity persons list

e Delete an entity

e Create a new entity

Search for an entity

In the search criteria text entry fields, enter text in the Short Name or City fields, a 2-letter state
abbreviation in the State field, and/or numerical values in either of the code fields. If you wish, use the %
sign as a wild card character to help you. Use the drop-down box to select Institution or Show All.

Make your criteria selections and click the Search button. (Or, you may leave the search fields blank to
display all available institutions.)
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Eriponsgermert

r— Search Criteria

Short Mame: |adams% NCES Code: i
HS Code: | City: i
State: [ Type: ilnsmutinn ..|

| Search,]

s

Usze "%" for wild card searches.

l:mata

- Pleaze search for an entity -

The search results, including the entity's name, NCES Code, HS Code, City and State will be displayed
beneath the search criteria, in the lower frame.

Entity Management

Search Critena

Short Mame: |adams% NCES Code: 1
HS Code: | City: i
State: I(;D Type: 1|n51rtut|nn 'I

Search |

Usge "%" for wild card searches.

st v ) LTI

—

Adams 12 Five Slar School Marthglenn CO
© Adams City High School 050000 Commerce City  CO
 Adams State College 126182 Alamosa CO

| First Premous Page 1 of 1 "Mext fLasti

If there is more than one page of results, use the navigational tool buttons, First, Previous, Next, and
Last to help you review the pages of results.

e |f there are too many pages of results and you are having trouble locating the realm you want,
narrow your search criteria and try again.
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Edit an entity

To Edit an entity, you must first perform a search to find the entity you wish to modify.
Once the entity is displayed in the search results, select the radio button next to the entity's name.

Click the Edit button, located above the list of entities.

|| More actions _j__J

&  Sample

This will display the stored data for the entity. Required fields will be marked with an asterisk.

If you make any modifications, you must click Submit to save your changes.

State: |CO

Zip Code: [B0S26

Pravince: I

Postal Code I

Country: !LISA

* = Required !
Subnnt Cancel

ks

= For detailed information about the data fields, please refer to the section on "Create a new entity"
later in this topic.

You will return to the list of entities.

Edit/create entity persons list

You can maintain a contact list of people from the institution or entity by creating a persons list.

To view the persons list for the entity, select the radio button next to the entity's name.

Use the drop-down box located above the list of entities and select Edit Persons.

=1

This will display the existing contact list associated with the entity, if contacts have been entered.
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Entity Persons List

Select and (2] [N
T school administrator Lucille Brown
secondary contact Michagl Jones
primary contact Jenny Smith
ADD LIST PERSON

To add a person to your list, click the create button located at the far right of the screen.

Croto
—

Enter the necessary details such as the type of contact, contact name, address, email address, fax, etc.,
for the contact person. An asterisk indicates which fields are required.

Create Entity Person

Hrasdc Information

“Type: |

* First Nama |

Mdddly Nama: |

" Lust Nams [

Sufie: ||

Emait |

Titta: |

Phone Humbet [

Fhont En: [

Fax Humbar. |

Fai Ext |
* ® Raguned

Click Submit when you are finished.

You will return to the entity persons list where you will see the new listing you created.

EDIT LIST PERSON
To edit a person on your contact list, click the radio button next to the record you wish to edit.

Click the Edit button, located above the list of names
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Entity Persons List

| Delete

" secondary contact

" prmary contact

This will display the existing contact data associated with the person's name you selected

Make the changes you wish and click Submit when you are finished.

Title: |

Phone Mumber. |970-555-4321

Phone Ext.: {234

Fax Mumber: |

Fax Ext.; I

" = Required _ _
Subrmit Cancal |

You will return to the entity persons list.

Delete an entity

To Delete an entity, you must first perform a search to find the entity you wish to remove.
Once the entity is displayed in the search results, select the radio button next to the entity's name.

Use the drop-down box located above the list of entities and select Delete.

Salect and m Maore actions. .. =1
Mare aclions.. N
Short Nai Edit Parzons

= Sampln Daleta

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the entity and return to the updated list, or click Cancel to return to the list of entities
without deleting.
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Create a new entity

To Create an entity, click the Create button located on the far right of the main "Entity Management"
page.

State

Use the drop-down box to select the type of entity you want to create. Click the Submit button to go on.

* Type: I!nstiminn -

* = Required

I Suhm.rl[::r ; Cancel J

Enter basic entity characteristics and setup information.

Create Entity

Bansic Information

= Short Hama |

Lemg Name |

Ingtdulion Trpg -i
College Levtl ¥
Colege Type =

HE Coda |

KCES Code. |

100 Coge |

Giwwinancs Type "'
Acime |

Spacial Madng T

Conmenpnty

Entity Address Information

Addrans Line 1 |

Addreas Ling 2 |

Addreas Line 3 |

ony |

Sue |

Iip Code |

Province |

Posial Code |

Courery |

" = Raguind
Sl Camtal
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*Indicates a required field.

*Short Name: Enter the short name of the realm that will be displayed in the VTC Admin Console.
Long Name: If you wish, enter the long name for the institution.

Institution Type: Use the drop-down box to select the Entity type.

College Level: Use the drop-down box to select the level of college if the entity is a college.
College Type: Use the drop-down box to select the type of college if the entity is a college.
HS Code: Enter the high school code in the text entry field.

NCES Code: Enter the NCES (National Center for Education Statistics) code.

IDQ Code: Enter the IDQ (Institutional Data Questionnaire) code.

Governance Type: Use the drop-down box to select whether this is a private or public entity.
Active: This field is not currently in use. (The default status is set to Active.)

Special Mailing: This is an RPS specific field that is no longer in use.

Comments: Enter any comments you may have about this entity in the text entry field.

Entity Address Information: Enter the entity's address information in the fields provided.

Click Submit to save your data and return to the list of entities. Your newly created entity will appear on
the list of entities.

Back to Table of Contents
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Barcode Generate

User Role Access: Ultra User, Barcode Generator

The Barcode Generate feature generates the barcodes needed to track paper and pencil test and other
assessments as defined.

Click Barcode Generate from the main menu. A dialog box will open, asking if you want to open or save
the CSV (comma separated values) file.

e You may use any CSV file editing tool such as Microsoft® Excel® to display generated CSV
barcode files.

Click Save to store the file and view at a later time.
Or, click Open to view your generated CSV file external to the VTC Console application.

NOTE for Excel users: Depending on your workstation settings, you may need to open Excel
before running the utility. Excel may not open automatically.

Be sure to save the data for later use by clicking File and Save As to save the file in CSV format.

You may also click the CSV editor's Print button to print the file.

Be sure to close the CSV window when you are finished with your generated Barcodes.

= To learn how to use the barcodes you have generated, please refer to the topic on Barcode
Management.

Back to Table of Contents
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Global User Search

User Role Access: Ultra User, Help Desk

e Global User Search is for ACT Administrative use only.

Click Global User Search from the main menu to search for a user account name across all realms in the
Virtual Test Center.

Global User Search

Search Critenia
Last Mame: | Firs1 Mame: 1

User D | Exarminee D |

| Search

Uge "%" for wild card searches.

Fiottame —Juosttme—Jusor0—— [foim —————— [reami0Jponon0

- Please search for a name -

Where User Management is for managing and creating user accounts within a realm, the Global User
Search will search for existing records in any realm. Only users who have been assigned the "Ultra User"
or "Help Desk" user role will have access to this feature.

Search for a user

If you do not know the exact user you are looking for, use the % sign as a wild card character to enter any
part of the last name, first name, User ID, and/or Examinee ID in the search criteria fields. (Or, you may
leave the search fields blank to display all users.)

Make your criteria selections and click the Search button.
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Global User Search

Search Criteria

Last Mame: |usur First Mame: i

User D | Exarminee D 1
| Sea :

Uge "%" for wild card searches.

Fiottame —Juosttme—Jusor0—— [foim —————— [reami0Jponon0

-~ Please search for a name -

The search results, including the user's first and last name, user ID, and the Realm the user has been
assigned to will be displayed beneath the search criteria in the lower frame. A separate record will be

listed for each realm a user is associated with.

Global User Search

Search Cntena

Last Name! I_user | First Name: |
e E———— L

User ID: [ | Examinee |0: :

[ Search |
Use "% for wild card searches.

LT Goto Realm

Sucaleimtame — Jiostame — o0 Jrom ——— Jram0  Jponorw |

Realm ID
Batchtest User batehedugsear Sample Uzer Realm 2500009 Q0EE0013
O Child Lser Child1User Pauls Child 1 35130163 35250045
O Childt User Child1User Pauls 105 Testing Realm 89050811 35250045
) domestic uger domestic Daves Workkeys Demo 26190489 40940356
O domastic usar domestic Daves Validus Demo E4930866 40940356

If there is more than one page of results, use the navigational tool buttons, First, Previous, Next, and

Last to help you review the pages of results.

e If there are too many pages of results and you are having trouble locating the user account you

want, narrow your search criteria and try again.
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Go to Realm

After a successful search, click the radio button next to the username of the realm you wish to access.
Click Go to Realm.

Global User Search

Search Cntena

Last Mame: | ;5o | First Name: |

L | L

User ID: [ | Examines D |

Use "% for wild card searches.
Selectond

3 Batchtest User batcheduser Sample User Realm 32500009 QDES001 3
O Child User Childi User Pauls Child 1 35130163 35250045
& Child User Child1Uzer Pauls 105 Testing Realm Sa050611 35250045

If you have been allowed access to that realm, you will be taken to the Home page of that realm. From
there you can look up the user or other functions depending on your assigned user roles.

Back to Table of Contents
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Title Management

User Role Access: Ultra User, Test Author

e Title Management is for ACT Administrative use only.

Click Title Management from the main menu to create a new test title listing, or to edit, delete, and
control the site access to existing test titles. If there are no titles listed, you will need to create one. The
"title" signifies that individual test in all uses throughout the realm.

Title Management

Batch Load Create

- Pleaze create a fitle -

e Edit atitle

o View/Edit uploaded survey files

e Settitle control sites

e Delete atitle

e Batch load a title

See also: Create a New Title

Edit a title

Click the Title Management button from the main menu. Unless you are starting a new realm, the
individual titles should already be loaded.

= Information on creating titles can be found in the topic Create a New Title.

Title Management

Edit Control Sites Dalete Batch Load Create
] [ B CTY T
T Basic ALM Title ALM 2429
" GlobalTest ALM ALM for Global Test 2430
 Thin Web Test Thin YWeb 2431

To edit an existing title, select the radio button next to the title you wish to modify. Click the Edit button
located above the title list.
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Control Sites

&=  ALM for Global Test

" Basic ALM Title

Edit the title's data fields as necessary.

Edit Title

Basic Information

* Mame: m

Abbreviation: IGIIJI

Make Title Private: &

Instant Report: I

Registration Limit: | Times in Days
Delivery Method Specific Details
Drelivery Method: ALM for Global Test

= NOTE: Survey titles have an additional tab of data that is described in next section, "View/Edit
uploaded survey files."

When you are finished making changes, click Submit below the data fields to save your changes and
return to the title list.

= For detailed information about each of the data fields and test types, please refer to the topic
Create a New Title.

View/Edit uploaded survey files

To view the survey you have uploaded and verify it works correctly, select the radio button next to the
survey title you wish to view. Click the Edit button located above the title list.

t|  Control Sites

#  SampleSunaey

This will open the Edit Title screen. Survey title data will be displayed in two tabs.

The basic information and delivery method specific details will be shown in the Title tab as described
above in the section "Edit a Title."

To view or edit your uploaded survey file, click the Survey tab as shown below.
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Edit Title: SampleSurvey

Basic Informalmbn

* Mame: |SampleSurvey

Abbreviation: I

Make Title Private: [T

Instant Report: I

Registration Limit: I Times 'mI Days

Delivery Method Specific Details
Drelrvery Mathod: Survey Application

Hern Mo.: I nd
Survey Fool Name: SamplePoold
Survey Pool Description: Thig is a sample poal

[ Gancal

" = Roquirad

This will show data about the survey you uploaded indicating when your survey was last modified and by
what User ID.

In the Survey Name column, the survey title will be displayed as a hyperlink. Click the hyperlink to launch
the survey.

Edit Title: SampleSurvey

Select and m

Last Modified
By

e« S_m%;ﬁ Y 05-20-45 AM corporate

The survey will be displayed in a separate pop-up window, outside the VTC Admin Console. You will be
able to view and interact with your survey as though you were an examinee who had been registered to
take this survey.
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P <

This is Block 1

Tosn Pus using "

Cimi 3 Type ‘Worprg*
[ et 'ri

Whark Chaara?
Lol =2
r Chspa)

LT r B

T BT r "

R -

When you are finished reviewing the survey, close the survey engine window and return to the VTC
Admin Console application window.

EDIT UPLOADED SURVEY FILES

If this is NOT the survey you intended to load, click the radio button next to the survey title you wish to
change.

Click the Edit button located above the survey list.

Edit Title: SampleSurveyt

Select and m‘

hl:.
Hame

F  SampleSunmyt

This will open the Edit Survey screen where you can browse for a new survey file.

A Survey file cannot use the same SurveyName tag as any other survey in the system. Each survey must
be unique.

Edit Title: SampleSurveys

Update Survey
Active:

Surey: | Browse...
Submit | Cancel

Once you have made your selections, click the Submit button to upload the survey.
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UPLOAD MULTIPLE SURVEY FILES
You may upload multiple surveys within the same title.

While in the Survey tab as shown below, click the Create button and browse to select and upload
additional Survey forms.

Edit Title: SurveySample

suver.
Select and m

L3
By
© SampleSureyld ¥

04/23/2007 2
103862 A Judith
04/20/2007 .
€ SampleSureyd ¥ 129298 PM Judith

When a user is registered for the title, one of the surveys available will be administered.

Set title control sites

This feature is only applicable if the assessment delivery method is ALM-based.

If your realm administers titles using one of the ALM delivery methods, use "Set title control sites” to
select which testing locations are allowed to deliver a given title. By default, if you do not specify test
center access for an individual title, all test centers will be allowed to deliver the assessments set up for
your realm.

Select the radio button next to the title name to view or modify access. Click the Control Sites button
located above the title list.

| Edit| Control Sites Dielete

=  Basic ALM Title
©  GlobalTest ALM

The list of sites with access to the selected title will be displayed for you.

Use the checkboxes to indicate which sites will have access to the title. Click the Select All and Deselect
All buttons to help you if you wish to check or uncheck all sites simultaneously.
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Control Sites for Basic ALM Title

Search Critena-

Site Name: [

Solect and Bl Select All Dazelact All

m 5ite Hame

W  ACT Centars TM Test Site

.. ACTS2
b

If you wish to search for a specific site, enter any part of the site name, using the % sign as a wild card
character.

Click the Search button. The search results will be displayed beneath the search criteria in the lower
frame.

Control Sites for Basic ALM Title

Search Cntena

Site Mame: |[sam% Search |

Select and LA Deselect All

Select | Site Name

*  Sample Site

When you are finished with your selections and/or deselections, click the Submit button to return to the
Title Management list.

Delete a title

To delete an existing title, select the radio button next to the one you wish to delete.

Click the Delete button located above the title list.

Control Sites

Select | Name
#  Basic ALM Title
 GlobalTest ALM

A pop-up box will display. Read the message carefully before confirming your choice.

Click OK to delete the selected title and return to the updated list, or click Cancel to return to the list
without deleting.
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Batch load a title

VTC allows you to upload a comma-delimited data file to the system to create titles pre-populated with
data.

From the Title Management page, click Batch Load.

Batch Load Create

This brings you to the Batch Load Titles screen as shown below.

Batch Load Titles

* Delivery Mathod: | =l

" File: | Browse. |  Download HeaderFile |

" = Required
Simulate | Submit | Cancel |

First, you need to download a template you can use to create a title record file.

Select the Delivery Method from the drop-down box and click Download Header File to download a
commented CSV (comma separated values) file. The layout of the CSV file will vary based on the chosen
Delivery Method.

Batch Load Titles

* Delivery Method: | ALM =l
" File: | Browse.. ”—l;; Download Header File |

" = Required
Simulate | Suhmil| Cam:al|

Click to Save the file to a location on your network or hard drive, or click to Open it using a CSV file
editing tool such as Microsoft® Excel®.

e Excel users: see Appendix A: Handling CSV Files for more information about creating and
handling CSV files in Excel.

213



Title Management

LR [ c 1] E F
1

e

3

A

5 | Comments (Plekis 95 not inche cormements in he Bateh nad flg)
&1

Bt it

B [PRIVATE [Allgwed Valus)

8| TRUE

10| FALSE

11

12|

1 J K

[TITLE_piAl ABBREVUPRIVATE TOTAL_THPAD TWMERED 20N LaLINCH_|PUBLISHEDDS CODREQ D TOOLS  TESTING_ RESOLUT KI0SK_MFIN

13 [RESOLUTION [Aligwsd Valses)
14 1
a

15]
i3
17

18 4305 MODE_FLAG (owsd Valuss)
18] TRUE
0| FALSE

23 |FINGER_PRINT_FLAG (Allowed Vahoes)
20| TRUE

%= FaLsE

5

|

2 |FP_ALLOW _TEST_FLAG (Allwsd Values)
| TRUE

| FALSE

3

a

L M

e You may use any CSV file editor to display and generate CSV header files.

Use the comments as shown in the Excel file example above to help you fill out the fields with allowable

values for your Batch Titles.

You must delete the comments before you save your data and upload your file to VTC.

A | B |EcEs D | E

| F | & | H |

[

1
| 2 |BatchTitle Batched = FALSE &0

TITLE_MAI ABBREVY PRIVATE TOTAL_TIFPAD_TIMERED_ZFON LAUNCH_IPUBLISHEDDS _CODREQ_ID

5 3| bt v 46455

123456 1D raquired

When you are ready to upload the file you created, return to the Batch Load Titles screen.

Click Browse and select the location of the CSV file you wish to upload.

Batch Load Titles

* Dlivery Method: [ ALM =l

* File: |

" = Required

Browsa..,

||  Download HeaderFile |

.t@

Simulate | Suhmil| Cancal|

Once you have selected the file to upload, it is recommended that you click the Simulate button to test
the data format of your file, before uploading any real data.
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Batch Load Titles

* Delivery Method: | 8LM =]

* File: IC:HWI:IhatchH'rtIeEulkLuadHeader.csv Browse.., [ Download Header File I

" = Required
Sirnulate ! Eubmil| Can{:nl|

The data you plan to import will be displayed on-screen along with a message that NO DATA WAS
SAVED during the simulation.

Batch Load Titles - SIMULATION OMLY. NO DATA WAS SAVED.

1 Record could not be loaded

+ ABBREVIATION can only have 5 characters

If there are any errors, the line number title containing the error will be shown. If the data is
invalid, click Back, correct the errors in the data file, and simulate the batch upload again.

[ ]
If the data is valid, click the Continue button and begin the Batch Load process again.

After you select your CSV file to upload, do not click "Simulate." Instead, click the Submit button to
upload the titles to the system.

Batch Load Titles

* Delivery Method: | ALM =]
Download Header File |

“ File: |C:‘L\."'|'I3\bstch'ldrtIeEquLuadHEEderlc*sv Browsa.., [

" = Required

Simulate I Sl.mmilti Cim:il|

The data you imported will be displayed on-screen.

Batch Load Titles

Line Numher

1

Record loaded successfully

Click Continue to return to the Title Management main page where your title will be displayed.

Back to Table of Contents
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Create a New Title

This section describes how to create a new title and also describes in detail the fields and functionality of

each tab and title type.

e Create a new title

o Basic Information

o Delivery Method-Specific Details
* ALM
= ALM for Global Test
= ALM for ThinWeb
= Question Mark
= Survey Application
=  ThinWeb

Create a new title

Click Title Management from the main menu.

Click the Create button located on the far right of the main Title Management page.

Batch Load

Title ID

First, use the drop-down box to select the Delivery Method. The Delivery Method is the program or
application that will deliver the test to the examinee. (Examinees will never log into the VTC Admin
Console for any reason.) For thin-web hosted applications, choose ThinWeb; for distance learning or
third-party hosted applications, choose ALM.

* Delivery Mathod: | =]
* = Raguirad

ALM
ALM for Global Test
ALM for Thin Weh
Guestion Mark
WALIDUS Admin Version; 1 Su_h-e:f Application
i 2007 by ACT, Inc. Al righiThin Yeb

Click the Submit button when you have made your selection.
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Create Title

* Delwery ethod: !_ 'I
" = Requirad
Cancel

g

You will be asked to enter data that corresponds to the delivery method you chose. (See the examples in
each category below.)

The basic information items are used in all delivery methods. The data fields specific to each delivery
method are listed below.

Basic Information

*Indicates a required field.
*Name: Enter the name of the title.
Abbreviation: Enter the abbreviation for the title.

Make Title Private: All realms within the associated program have access to the same list of titles unless
the title is marked for private use within a single realm. Use the checkbox to indicate whether or not
you want the title to be public or private.

Instant Report: This field points to the Jasper report definition file for the instant report that is generated
for this particular test title. This information will be filled in and/or modified by ACT's IT staff.

Registration Limit: Use the two text entry fields to enter the number of times in days that an examinee
can register for the title.

Delivery Method-Specific Details

e ALM

e ALM for Global Test
e ALM for ThinWeb

e Question Mark

e Survey Application
e ThinWeb
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ALM — THIRD-PARTY TESTS LAUNCHED THROUGH THE ALM (ACT CENTERS)
feeesterie ]

Hasic Islnammation

* Hare ||32'. o LM Tiile

Abbiwnaten |

Makwe Tithe Procate ™

sitasr Rgpon |

Pl rasseny Lirmad | Times in Days
Bolivary Meibod Specific Dotalls

Dhfrerry Malked  ALM

* Total Tirest. | Mnutes
Pl Tirea | Minutes
" Foed Zors | Dars
* Laumch URL |
* Publisher 1D |

* DOS Commadty Cote |

* Req Merlifieaten [

* Alipwed Tools [

Testing Program |

Rusoktan r—g Fieals
Fioak Meds ™
Finges Print 1™

Finges Prnl Adow Test T

"= Requred
Submad Lancel

* Indicates a required field.
*Total Time (in Minutes): Enter the number of minutes for the total test time allowed.
*Pad Time (in Minutes): Enter the number of minutes to allow for any additional preparation time.

*Red Zone (in Days): Enter the number of days immediately prior to the test when users are no longer
allowed to register, (usually 2 days).

*Launch URL: Launch third party tests identified by a client-specific URL. Enter the URL.

*Publisher ID: The code designating courseware or test titles that are used by ACT staff. For test titles in
VTC, enter 46846.

*DDS Commodity Code: This is the 6-digit budget code used by the ACT Finance Department. When
payments are made for proctoring exams, the expense is recorded under this code.

*Req Identification: Enter the form of identification testers are required to present during test check-in.
*Allowed Tools: Enter the items examinees may use during testing, (e.g., calculator, etc.).

Testing Program: Used only in conjunction with ALM.

Resolution: Select the resolution size of the test launch window.

Kiosk Mode: Tests will be launched in a browser window without the navigation buttons.

Finger Print: Used only in conjunction with ALM.

Finger Print Allow Test: Used only in conjunction with ALM.

When you are finished entering data, click the Submit button to return to the Title Management list where
your new title will be shown.
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ALM FOR GLOBAL TEST — GLOBAL TESTS LAUNCHED THROUGH THE ALM (ACT CENTERS)

Basic Infarmatian

" Masne [ALM tor Global Ten

Abbrevation I

Wake Tals Pivate [

Instam Repart i

Registration Lens. | Times in Days
Delhvery Bathod Specific Detaits

Debwery Mechod  ALM for Global Test

® Total Tema I MamAes
“ Pad Tinn ' Mindes
" Red Tone (| Days

* Tostware Pash 1

* Publitker © |

* DOS Comvnadty Code i

" Req lden#ic stion I

* Aimwud Toois |

Tesling Pregrasn I
Fingar Prst [~
Finger Pred Alow Test [

* ® Raquired
Suboat Cancal

* Indicates a required field.
*Total Time (in Minutes): Enter the number of minutes for the total test time allowed.
*Pad Time (in Minutes): Enter the number of minutes to allow for any additional preparation time.

*Red Zone (in Days): Enter the number of days immediately prior to the test when users are no longer
allowed to register. (usually 2 days)

*Testware Path: Launch Global Test tests, identified by the client-specific Testware Path URL. Enter the
URL.

*Publisher ID: The code designating courseware or test titles that is used by ACT staff. For test titles in
VTC, enter 46846.

*DDS Commodity Code: This is the 6-digit budget code used by the ACT Finance Department. When
payments are made for proctoring exams, the expense is recorded under this code.

*Req Identification: Enter the form of identification testers are required to present during test check-in.
*Allowed Tools: Enter the items examinees may use during testing, (e.g., calculator, etc.).

Testing Program: Used only in conjunction with ALM.

Finger Print: Used only in conjunction with ALM.

Finger Print Allow Test: Used only in conjunction with ALM.

When you are finished entering data, click the Submit button to return to the Title Management list where
your new title will be shown.
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ALM FOR THINWEB — THINWEB TESTS LAUNCHED THROUGH THE ALM (ACT CENTERS)

eromores ]

Baslc Informathon

*Masme [ALM for Thn 'Wieh

Abbrenation |

Muke Tale Prvsge T

Insdant Report |

Rogstration Limi | Times ml Days
Delivery Mothod Spocific Details

Drlovary Meghod AL far Then Wb

* Todal T | Pssies
* Pad Tima | Minules
" Red Jone | Deapn

* Publisier ID |

* DDS Cemmodiy Code |

® Req ldemécation |

* Adwad Taoly |

Tiesting Progeam |

Reschdion I—;| Pruely
Womak Mode [
Fingar Peet. [

Finger Prnt Allgw Test [

Cangel

* = Required

* Indicates a required field.
*Total Time (in Minutes): Enter the number of minutes for the total test time allowed.
*Pad Time (in Minutes): Enter the number of minutes to allow for any additional preparation time.

*Red Zone (in Days): Enter the number of days immediately prior to the test when users are no longer
allowed to register. (usually 2 days)

*Publisher ID: The code designating courseware or test titles that is used by ACT staff. For test titles in
VTC, enter 46846.

*DDS Commodity Code: This is the 6-digit budget code used by the ACT Finance Department. When
payments are made for proctoring exams, the expense is recorded under this code.

*Req Identification: Enter the form of identification testers are required to present during test check-in.
*Allowed Tools: Enter the items examinees may use during testing, (e.g., calculator, etc.).

Testing Program: Used only in conjunction with ALM.

Resolution: Select the resolution size of the test launch window.

Kiosk Mode: Tests will be launched in a browser window without the navigation buttons.

Finger Print: Used only in conjunction with ALM.

Finger Print Allow Test: Used only in conjunction with ALM.

When you are finished entering data, click the Submit button to return to the Title Management list where
your new title will be shown.
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QUESTION MARK
Only the basic information fields are needed to complete this title.

Basdc Infnimation

* Mama: |Crsestion htark: Tithe

Antwgiten |

Makw Tithe Privata: | [

Ingtant Repont. |

Rugistratan Limi [ Tur in [ Days
Neliary Methad Specific Potails
Dlremry Meothod:  Question Mark
" = Ruaeeiad

Subsma Cancai

* Indicates a required field.

When you are finished entering data, click the Submit button to return to the Title Management list where
your new title will be shown.

SURVEY APPLICATION — SURVEY FORMS LAUNCHED THROUGH RSP USING THE SURVEY ENGINE

Hasdc Information

* Nama |Su"-:-, Titls

Albtewibon |

takw Title Priwata: | [

Intlant Repe [

Rugistrataan Limd | Timas in Dapn
Delieory Methad Specific Dotsik
Dalropry Mathod  Sorsy Applicsion

Bern Ho -'I

* Burvey | Erowin

* ® Rqured
Sutwna Canal

* Indicates a required field.
Item No.: Use the drop-down box to select the item number which is used for billing purposes.

*Survey: Load the .xml survey file created by the RPS (Recognition Programs Services). Click the
Browse button and locate the file you wish to upload. Highlight the file name and click Open. Or,
double-click on the file's name to populate the "Survey" field.

A Survey file cannot use the same SurveyName tag as any other survey in the system. Each survey
must be unique.

When you are finished entering data, click the Submit button to return to the Title Management list where
your new title will be shown.
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If you want to know how to verify that the survey you uploaded is the correct file, please refer to
the section on how to "View/Edit uploaded survey files" in the topic Title Management.

To upload and pre-populate an applicant's survey answers after uploading a survey title, please
see the section on "Load Applicant Data" in Assessment Management.

THINWEB — TESTS LAUNCHED THROUGH RSP USING THE VTC THINWEB TEST ENGINE

Hasdic Information

* Hama F-r Wb Title

Astrmation: |

iake Tiile Prwwin: [T

Ingtant Fepo |

Faginiraban Limd | Timas in Days

Delbvery Method Specilic Datails
Dalreiry Maihod  Thin Wels

Barmi Ng I—:|

Subma Canieh

" = Faganed

* Indicates a required field.
Item No.: Use the drop-down box to select the item number which is used for billing purposes.

When you are finished entering data, click the Submit button to return to the Title Management page
where your new title will be shown.

Back to Table of Contents
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Reports

User Role Access: Ultra User, Report Manager, Financial Charge Back Reports, Finance Reporting,
FSOT Reporter, Report Invoice Admin, Report Invoice Remote, Report Invoice, User Manager (for Export
Examinees)

e Based on the user's assigned role, access to the various report types may be limited.

e You cannot assign the Report Manager Role by itself for access to Reports. At least one report
role needs to be assigned in conjunction with the Report Manager role to activate access to the
report.

e The Finance Reporting Role allows access to both the Financial Charge Back and Financial
Order Reconciliation Report.

Reports are defined by ACT IT staff.

This topic applies to the launching and searching for ACT Invoice, Export Examinees, Financial Order
Reconciliation, and Financial Charge Back report files. (FSOT Extract is a separate report type and is not
documented.)

e Generating a report

e Search for report files

e Download and view report files

e Delete report files

Generating a report

Click Reports from the main menu. If report types have been set up for your realm and you have been
allowed access to them, they will be listed for you.

Click the radio button next to the report type you wish to launch.

Click Configure to begin.

) FSOT Extracl
() ALT Invoice Report

= Export Examinees
(3 Financial Order Reconciliation

(2 Financial Charge Back
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Report files that you have previously generated are stored for 30 days and will be displayed.

Some reports may require a specific user role in order to see reports other users have generated. If no
reports have been generated, or you cannot view reports others have generated, no files will be
displayed.

oo

& Mo records found. Please refine your search

This screen allows you to bath retrieve previously generated reports and create new reparts, Each report is held on the system as a file that you can download
and print. To downlead an existing report, simply select the report from the list below and press the Download File” button, Reports are downloaded as zip files
If there are no reports displayed, press the “Search’ button and the list of reports that you have created will be displayed. You can optionally put in search
critenia to narrow down the list

If you do not have a repor, you can press New Report’ to build 2 new report

Mote: Files are held on our servers for 30 days, and then they will be removed from the system

Search Crteria

Report Mame: Report Status:|

From Diate: | f
rom Diate MMddiyyyy

Ta Dale.f MMIddlyyyy

: Search

Use "% for wild card searches,

Seieaoepmrvame ——Joser0—Jupionted ome ——[prcemes e stun oo procomin

- Please Search for a Report MName —

To generate your report, please see the individual report topic page:

e ACT Invoice Report

e Export Examinees

e Financial Order Reconciliation (for internal ACT use only)

e Financial Charge Back (for internal ACT use only)

Search for report files

All reports you have access to view will display automatically. If you do not know the exact report file you

are looking for or if there are a large number of files, use the search criteria to narrow the list and find
your report.

Enter the Report Name and/or Status. Use the % sign as a wild card character to enter any part of the

report name or report status. You may also enter a date range to display report files generated within that
range.

Make your criteria selections and click the Search button.
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This scrwen aliews yeu 1o bolh retriee preveously generaled raports and create sew repors. Esch eport o held o the system o 5 Sle that yos o downlbiad
and ponl. To downdosd an porgling repen, simply sebect the repart from U kal Delow asd gress the Download File’ bulton. Repors aee downlsaded a5 2ip e
W there ane no meports Ssplayid, preas the Seatch’ bulton and the ket of reports that you kv creabed wall be displayed. You Can apticnally put in search
Crilana Lo nmow down Bha bl

M i o i P @ pogede, yitia % g Nirsy Rapait” 12 biald & firs reget

Mabe Filen sre hald on our serers foe 30 days, and Sen Shey il be emoed Fom (e syatem

Spwch Criens

Repot Name. | s 00011 7% Fram Duate | MM

Ta Date | N Regar Stabus | *

Uige “%* for wild card geaches

Rataets [l Niw Report

M_E “Flﬂ AL mm

1223

SanpE ipartE v e Judith 1152 ERAM " '5515-‘1'-" Processed
O SwoplUsefleaimEramneesdBI2I7I65553  Judah (21200 Ll Processsd 2340
O SwplasefesinEnmines DBINTIEE0  Judan IO il e Processed T4
O SwmpleUsafieaimEraminees200OTATIEAEE  Judah 12000000 N0 ens | 25T

The search results will be displayed beneath the search criteria in the lower frame.

Spwrch Colens

Repon Name | s oona 217% Feom Date | B

Ta Diate | M Repadt Stabus { I

Uss “%" far wild card spieches

o N ol 7 g o e
0 SempleUsedesimE saminees 001217 165553 T2 7000 04 5553 12NTI009 04 5559 Frocessed  TR49
) SenpleleiRealmEnamnees N 21T 165120 Judsh 1272000 0450 20FW 120720080 45126PW Processed T340

£ ¥

Reports

If there is more than one page of results, use the navigational tool buttons, First, Previous, Next, and

Last to help you review the pages of results.

o |If there are too many pages of results and you are having trouble locating the report you want,

narrow your search criteria and try again.
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Download and view report files

Once a file has been processed, you may download it to view, print, and/or save it to your workstation or
network.

Select the radio button next to the file you wish to download. Click Download File.

Report Name
#  SamplelserRealmExaminees 20091 217165553

(3 SampleUserRealmExaminees20091 217165120

e If you are waiting for a file to process, you may click the Refresh button.

1
e o H - - |
M_EMWW

SienplErportE s amee Judith :fll;‘.gl}m
0 SwnpleFepartName Judith 121_5‘-_,2 MZ }15235-‘“! Ao

The File Download dialog box will pop up, asking you whether you want to Open the file or Save the file to
a location of your choosing.

%

File Download

Do you want to open o zave thiz e?

._-!\j Mame: ...5SampleUserFoamEaminees 20091 217165553, zip
Typer WinZip File, 769 bytes
Fieere wabdustst corporate, act.ong

[ Open J[ Save || Cowel |

hiairn pour computer Ilj.w domtln.lsl the source, do not open o

@ ‘Wihde: fles: from the Irdesnet can be useful. some fiies can pobertialy
save this fle. What's ibe ik ?

To open and view: Click Open to view the zipfile name.

Double-click the filename to view the file (or open it) using a CSV file editing tool such as Microsoft®
Excel®.

e Excel users: see Appendix A: Handling CSV Files for more information about creating and
handling CSV files in Excel.
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-
‘_'_ Winlip - 7344 FSamplelheiHealm b sewinees 0071 21 7160501 |rip
Ple bctiom  Optios Felp

uﬂﬁmﬁ.ﬂﬂw@ﬁud

e Favoribes ik Cotract  Ererypt Wew  CheckOut  Wowd

Pt Trgw Modied Soe  Ratw  Packed
T rampled oo walel vmieey 0] 21T LYSS1.oow Morosoft OF,,. 121 720009 4:55 P LES 6 w0l

Use the CSV application to print and/or save the data to a location of your choosing. Close the CSV
window when you are finished to return to the VTC Admin application.

To save: Click Save and browse to a location of your choosing. Rename the file if you wish.
Use the CSV editor of your choice to open and view the file data.

Delete report files

Select the radio button next to the file you wish to delete. Click Delete.

LRI Download File

ﬁ Report Name

3 SampleExporExamines

(=}  SampleReportMName

Back to Table of Contents
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ACT Invoice Report

User Role Access: Ultra User, Report Manager, Report Invoice, Report Invoice Admin, Report Invoice
Remote

e The Report Invoice, Report Invoice Remote, and/or Report Invoice Admin roles must be assigned
in conjunction with the Report Manager role for the report to be activated.

NOTE: You must have valid customer and invoice numbers to generate these reports. The invoice and
customer numbers are printed on the paper invoice that the client receives. Depending on your user role,
you may only have access to the customer numbers that are in the realm you are currently viewing.

e Create new invoice report

0 Add by Invoice
0 Add by Date
0 Build Report

Create new invoice report

If any files are already in the system and/or are being processed, they will be displayed for you on the
reports page.

Click New Report to build an ACT Invoice Report file.

(1]

Enter the customer number. Click Submit to go on.

Please specify your customer number, your customear number is listed on your pager invaice.

" Customer Mumber, | 12345

" = Raguirad
Suhmil[:& Canceal

Once your customer number has been validated, you will be asked to add the invoice humbers to your
report file.
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Reports

This & The s soreen lar baldng sew tepors; This soeeen bl the inaicas (hat wal be inclodsd i Dhe Evoice eport. To add imeeles be 1ha mpert préas 'Add
By Diabe" i add all irvgaces wihin @ daie range, or Add By bvoce # i you wish 1o edd dcreie swoics numbens Once (hefe wm immece rumBery = Thiv ki
you can une e chegh bow before each swaics 10 aslec] an imvoes &nd the use (ke Teemove butlon bo ioks aomething of the ki, once you s sebinlied with
your ssleclions press Build Repon’

Bud Ragort Agd By bvgice d Add By -Dae Cangel

There are two methods of adding invoice numbers. You can use one or both methods in combination to
find the invoices you want.

ADD BY INVOICE #

If you know the exact invoice number or numbers you want to add to the report file, click Add by Invoice
#.

Add By Invoice #, || Add By Date

¥
Bill To Cust Na Bill Te Cust Name

Enter the specific invoice numbers you wanted, up to 10 invoices. Click Add to add them to the report file
selection list.

s

This screen allows you 1o enter 1 to 10 discrete irvoice numbers. The numbers are validated for your customer number. Onee you have anterad the numbers
press ‘Add’to add them to the repart. The numbers are validated for your customer number.

: [
Invaice Mumber 1; | 1234567

Irvoice Number 2. | 7654321

Imaaice Mumber 3

Iraice Mumber 4;

Irvoice Number &

Invoice Number B

Invoice Number 7

Invoice Number 8

Invoice Mumber 9

Irvoice Mumber 10:

Ad% Cancel

This will return you to the reports screen where your invoice selections will appear on the list.
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ADD BY DATE

If you want to search for invoice numbers by selecting a date range, click Add By Date.

Ada By imoce# _]_Ada 6y et

Bill To Cust No Bill To Cust Name I

Use the drop-down boxes to select the date range for the invoice date. Click Search.

s

This screen allows you 1o enter a date range within which wa will look for invoices. Mote that these are the TNVOICE DATE' on your printed invoices. Once you
press search a list of ivoices will be returned. You can select ane or more irvoices for the report by selacting the check box before each report. YWhen you are
finished press 'Add’ to add those invoices 1o the report.

Search Crteria

From Date: |08 v ¢ 23 | 4 [2009 »| To Date: (09 w4 |22 v/ 4 (2009 v

b,
065 2 .

~ Please 408 pr Invoices spacifying the date range -

The list of returns will appear below your search criteria.

Mark the checkbox next to the selected entries you wanted and click Add to add them to the report file
selection list.

s

This screen allows you 1o enter a date range within which wa will look for irvoices. Mote that these are the TNVOICE DATE' on your printed invaices. Once you
prass search a list of invoices will be raturmed. You can select one or more invoices for the repont by selecting the check box before each raport. YWhen you ane
finished press 'Add’ to add those invoices 1o the report.

Search Cnleria

FrumDa1e:i[]5 v:;!zﬁ v!jm v ToDaia:iljg vl 22\-.4!2039 v

Select All | Desalact Al m}
1001007 ORDER ENTRY SCHEDULED ~ ACT US CORP INVOICE 09172009 41000 STATE TECH COLG
1007007 ORDER ENTRY SCHEDULED ~ ACT US CORP INVOICE 09182009 41000 STATE TECH COLG
O 1007100 ORDER ENTRY SCHEDULED  ACT US CORP INVOICE  09/212009 41000 STATE TECH COLG

This will return you to the reports screen where your invoice selections will appear on the list.
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Build Report

Once your invoices have been placed on the selection list, you are ready to build a report file. Click the
checkbox next to any of the selected invoices you want to include in your file and click Build Report.

Reports

This t% this muin screen lor Baldng sew mepons; this sceeen kels the iveices ket =8 be included n B ewoice eport. To add imeeces bo the regert prass 'Add
Eby Diate" 1o addl adl irmeecis within & date range, or Add By kwoica o o you wish 1 a3d dscrete swaioe numbens. Once there am invice rumiers = this ksl

you can wEe e checi bax before aech mvoice 10 8lect an imsoiie @nd the use (ke Remoe' butlon bo fake somatking off the ks, once you ame satified with
yourl sHeclions press Build Repon’
I Ramoss | Selactaa § . Desessctaa Biuiid Fiagaort Aucid By lvegacn "LMdH'rum § Cancel
Saeeimsice b [Sowe ————Time ]
= 1000007 ORDER EMTRY SCHEDULED  ACT US CORP INVOICE 0917 009 1000 STATE TECH COLG
[ 10eT00r ORDER ENTRY SCHEDULED  ACT US CORP INVOICE 09018008 41008 STATE TECH COLG
B 1007100 ORDER EMTRY SCHEDULED AT LS CORP BMDICE 04002009 41000 STATE TECH COLG

You will be asked to name your file and select the file format(s). Click Submit.

s

On this sereen you will 1ell us the name you wish to use for this report and the report formats that are desired. Report Names may not include blanks or special
charactars. Once you make your selection press "Submit' to send the request to the system for processing. You wall be notified via email when the repon is
available for download.

Mote: YWhen the files are generated your Report Mame wall be preficed with the Batch Process 1D (listed on the firs! screen).

" Repon Mame: i_lm-ceRepnnEample
POF Format:  [7]

Excel Format: []
" = Required

' Submit[& [ cancel |

This will return you to the Reports page where your file will be listed.

When your file has been processed, you may download and view the results.

Back to Table of Contents
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Export Examinees

User Role Access: Ultra User, Report Manager, User Manager

e The User Manager role must be assigned in conjunction with the Report Manager role for the
report to be activated.

You may use any CSV file editing tool such as Microsoft® Excel® to display and generate CSV user files.

Administrators may wish to export examinee data to an external program. The Export Examinees report
will select export data from the list of individuals registered in a realm who have been granted the role of
"Examinee." You can narrow the list by date range or by Assessment and date range.

Export Examinees will export the following data from the examinee user records:
e All standard and user-defined attribute demographic data (e.g., address, date of birth, etc.)

e Examinee/Candidate identifying data (e.g. username, password, first name, last name, email
address).

e Examinee/Candidate test registration information (e.g., registration IDs, registration title(s), test
launch dates, and status).

e NOTE: If an examinee has a role other than Examinee in yours or any other realm, the record will
not be included in an export file.

Create new report

If any files are already in the system and/or are being processed, they will be displayed for you on the
reports page.

Click New Report to build a new export.

—_———————————
T N Refiesh || New Repgrt
o N e e e e

TrCSTEENTTM

Use the Export Type drop-down box to select whether to export All candidates, All Registered
candidates, or select candidates By Administration and Assessment they have been registered.

Export Examinee

" Export Type: |- Select - ~
* = Raquirad

By Administration and Assessment

Click Submit.

If you selected All, or All Registered, skip the assessment selection steps until Select Date Range.
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If you selected By Administration and Assessment, a list of your Administrations will be shown. Click
the checkbox next to the administration(s) containing the assessment title or titles you want to use.

Click Submit.

Export Examinee - Select Administrations

[ seecian
Administration Schedule Dates

01/0172009 To

[#]  Assessmeni(?d 01/012010 A48
07/01/2009 To 07/01/2009 To 08/01/2009 To

Fall 2009 09/01/2009 09/01/2009 09/01/2009 i

The assessment(s) in the test administration you chose will be displayed. Click the checkbox next to the
assessment(s) that is linked to the user's data you want to export.

Click Submit.

Export Examinee - Select Assessment

Select and Selact All [ Desalect Al

s hmemmeri0 |

ALK for Glabal Test Fall 2009 Y 3076
[0 Basic ALM Title Fall 2009 i 3075

Finally, Select Date Range.

If you clicked to export All records, select the start date and end date the user record was created to
narrow down the list of user records.

If you clicked to export All Registered or By Administration and Assessments, select the start date
and end date the registration was created to narrow down the list of registered examinees.

e Start dates times are automatically set at 00:00 for the day entered. End dates are set at 24:00
unless the current date is entered. Then, current time is used.

e The default state for the end-date field is the current day's date.

e Leave the start date blank if you wish to return all records in the category.

Click Submit.

Export Examines - All Registerad Examinsas

This repor wall rebam 8 et of unss (sl b bees mgistend for sny sEsssamanl o the system for thep tepting sibe (realm) This paticoler repon uies the
regisirabom creale dale along walh (R s8ad sl eead dafes as specilod balow fo hle the daks Thal & esfumed

Ploase select & 514 date and am e date that you wesh to bound the dats eeleciion by
Mote: you leave the Feom’ date Sold as Motk Tiay’, Vear' ihe syabem will rabun all data from ihe past up 1o and ncludeg the To' Date
Salect Date Bangs
Repar Hama Sarnpln-ﬂrpc;f;ﬂami
From: | w» 5 m w .m ¥ Wiy Yy

T |12 W w1 0E v My
* @ Raguanad

Sistemat Cancad
&

This will return you to the Reports page where your file will be listed.
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When your file has been processed, you may download and view the results.

Back to Table of Contents
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Financial Order Reconciliation

(For internal ACT use only)
User Role Access: Ultra User, Finance Reporting

e The Finance Reporting Role allows access to both the Financial Charge Back and Financial
Order Reconciliation Report.

This reports shows the status and detail of Oracle orders in VTC Admin for the realm you are logged into.
You can draw reports based on order type, status, and date range.

Create new report

If any files are already in the system and/or are being processed, they will be displayed for you on the
reports page.

Click New Report to build a new Financial Order Reconciliation report.

Thiz ima and wisbes of O srary wellen The Valslus Admeninirabon tyuiem
F ¥

Cedars wilhout bvoices - Rabens the g of orders for wheeh Oracle Fmancishs bad oot ol repented that & voice was creabed
BogkedCloted Dedii - Refumd infeemahion on oiders thay hawe been booked of closed
Stabud - Thig of (ha sEsbus that the Vabdus Adrmenitrabion syslem Bat ko the order. Flests ted The Refennce manul fod (ks mesrengd of 188 vanous $labuie

Stad dale aeed 56 bl it Thal yoa vl b bound (ke dabs selechan by

Repart Nama

* Cirdar Rpcongilistion

- - Ealaci -
Type

Suly | AR s
Fraen Dl (11 %00 100 » | | O0E =

To Diwla: |12 a8 5 030 el O0ER (e
" = Reaarad

Sutina i

*Indicates a required field.

Report name: The system will generate a name for you. Otherwise, enter a name for your report. It
should be something you will be able to identify later.

* Order Reconciliation Type: Use the drop-down box to select Orders without Invoice, or Not
Booked/Not Closed orders.

Status: Use the drop-down box to select the status from this optional field.
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Order has been loaded to a batch file to be sent to Oracle
Order is in the process of being created in VTC

Oracle Financial System has booked an Order

Oracle Financial System has closed an Order

Oracle Financial System has created an Order

An Error was encountered when sending the order to Oracle
Order is being sent to Oracle

Order has not yet been sent to Oracle

Order has been entered into Oracle Order Interface table

Date: The date field is automatically set to run the report on the past 30 days. If necessary, use the drop-
down boxes to change the date range.

Click Submit.

This will return you to the Reports page where your file will be listed.

When your file has been processed, you may download and view the results.

Back to Table of Contents
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Financial Charge Back

(For internal ACT use only)
User Role Access: Ultra User, Financial Charge Back Reports, Finance Reporting, Report Manager

e The Financial Charge Back Reports role must be assigned in conjunction with the Report
Manager role for the report to be activated.

e The Finance Reporting Role allows access to both the Financial Charge Back and Financial
Order Reconciliation Report.

This report shows the number of assessment registrations and assessments launched for the realm you
are logged into. Data may also be gathered by project code and results grouped by charge back code,
program, realm, and assessment.

Create new report

If any files are already in the system and/or are being processed, they will be displayed for you on the
reports page.

Click New Report to build a new Financial Charge Back report.

_ EmErTTE

rt 1
h':..
Batch Process
1]

Set your parameters for building your Charge Back report.
Reports
Thiz raport iFumne ageegsle count i i The sumbe of Briements gqiitered lor aad delvered slownng o sggregation on vanous Tslde (reup B /]
Founcial Chuige Back Code’ - Aggregute on wmique Francisl Cheege Back Codea
Prageam’ - Aggtegsle on unigue Program snd Financil Chargs Black Codes
Faalm' Aggtegse on urigue Pragram, Realn Name snd Fnincial Charge Back Code
Addaiamant - Aggredgale o ufejus Pipgram, Reslm Name, Fnancis] Chiege Back Code dnd Asssaamenl Names

H pestified 1ha Pragreien” and Feasacial Chargs Back Code’ Surthes refse tha selected dala

Stad dale and 2 end date thal yoa wiih to bound ihe deta selechan by

Rapart Hams
Group By: | Fimancial Charge Back Code
FProgram: | il -

Fnangul Chaigs Biprk
Cada

Froen Dia: |12 (8 B0 D9 S8R 008 &
To Date: |0 s f |08 & 5 2010 =

" = Ragmarad

Subma Lene

*Indicates a required field.
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All of these fields are optional. Using them will help you narrow down and organize your report data.

Report name: The system will generate a name for you. Otherwise, enter a name for your report. It
should be something you will be able to identify later.

Group By: Use the drop-down box to indicate how you wish to group your report data: by Financial
Charge Back Code, Program, Realm, and Assessment names. Note that each category is added
to the next and is not independent of each other.

e.g., If you group your data using the third parameter, Realm, your data would be sorted by Financial
Charge Back Code, Program, and Realm. However if you select the first parameter, Financial
Charge Back Code, that is the only sorting parameter used in the report.

Program: Use the drop-down box to select the program from which you want to draw the report. (Or
select -All- to run it on all programs.)

Financial Charge Back Code: Project code used by the ACT Finance department to collect usage data.

Date: The date field is automatically set to run the report on the past 30 days. Use the drop-down boxes
to change the date range if necessary.

Click Submit.
This will return you to the Reports page where your file will be listed.

When your file has been processed, you may download and view the results.

Back to Table of Contents
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References

User Role Access: All user roles

This Online Administrator Guide (or other applicable reference manual) is accessible to anyone who logs
into the Virtual Test Center Administrator Console.

Click References from the main menu. The Online Help System will open in a separate pop-up window.

Return to the VTC application at any time by clicking in the VTC window. You may leave the guide open
in the background if you wish to refer to it, or if you are finished reviewing and/or printing the material,
close the pop-up window.

e Printing the help topics and PDF help

e Navigating the Online Help

o Contents
o Index

o0 Search

NOTE: Depending on your workstation and browser settings, the help launch may prompt you to accept
an ActiveX control. You may be asked to Allow Blocked Content which will enable the help to display
correctly.

Printing the help topics and PDF help

Online Help System — Print any help topic within the online help. Right-click the frame you wish to print
and select Print from the pop-up menu.

PDF Printed Guide — Click to view the contents of the Online Help System in PDF format. Once open,
click to Print using the Adobe® Acrobat® Reader® interface.

To view the PDF reference material, you must have the Adobe Acrobat Reader® installed.

Navigating the Online Help

There are three tabs at the top of the help system navigation bar. These tabs will help you find the
information you are looking for.

UGN | | Index | | Search |

e Contents
e Index
e Search
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Use the scroll bar in each frame to view the contents or click and drag the window borders to adjust the
size of the help window.

Contents

Click the Contents Tab located in the help window to view the Table of Contents for the online help.

[& coners THETERRIRE
x

ﬂ'ﬂ'\.' Erv v
LT My ded oemgtion,
5] My Resin
(] My Acooune
';ﬁﬂmln Il ety
{ g ke the Baalm
[&] Paforerces

My Account

Chek My Accanmt from the mamn mang b5 ek oied user
uldr iolel. Be gure your secousd it complete and up-1e-date

Edit your account

Thare ari thees labs o mlsmston sssacialed with sach uie
i 1ab Bla bo v the doned dats

Usar tab

Find a page — Click the book icon to
view the pages stored under each book.

Open the help page — Click any page
listed on the Table of Contents. Click the
links within a help page frame to navigate
to other content pages and/or bookmarks
within the help.

Breadcrumb trail — The breadcrumb trail
at the top left will tell you what page and
book you are on. Click the links to skip
back to a previous page or book.

H-’nEﬁ > My Information = My Account

e Close Table of Contents frame — To close the Table of Contents and view just the help page, click
the X at the top right corner of the Table of Contents frame. To reopen the frame, click the Contents

tab.

Index

Click the Index tab to view a list of help keywords, topics and ideas in the online help.

(1 Contents

Type in the keyword o Find;

[QS&M[

AT Centers Accourt Marsgement 1ent Manager — Create, w
ADA accommodat
AL A SR ] & Manager — Creata, view,
ALM = Crvirviziwdlsar Rolks ollect from users,
Global Test "
Thin'¥eb s Generator — Generates t
Agsessment Mang Greste & New Userdissr Riles tab

* | User Roles

User rales are predefined by the app
functions of the roles usad within the|

| Account Manager — Disable, lock

Rssescment Attributes

| Barcode Manager — Define the ge

Find a keyword — Type a keyword to
jump to that location on the list. Or scroll
through the list to view all of the
keywords. Click on any index keyword.

Open the help page — If only one help
page is attached to the selected
keyword, it will be displayed in the frame
on the right.

If more than one help page is attached
to a keyword (as in the example shown
to the left), a list of related help pages
will be shown. Select the page title to
display in the frame on the right.

e Close Index frame — To close the Index keyword list and view just the help page, click the X at the
top right corner of the Index frame. To reopen the frame, click the Index tab.
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References

Click the Search tab to find a specific word or phrase in the online help pages.

O contorts | & ncex | FECTEN)

Ty i the wrdls) tn search fae

B righih search 1emits

dsric ok Mt
Ceiater i iy Bliriirnend
Create o hew Baalm
Create & R Ups
Creats Altribetied

ichal Uner Saarch
iy Borpafi,

My Heal ot

Crdar PManageren

Faper and Pencl 5fe Maragement
e Mathement

VTC Crwarvmw

My Account

Chek My Recasm fiom Il Ul MU 10 vy dtoted user BECounl
mlek B# dd your BEEOUM 1 comglils 85 g o-dile

Edit your account

Thiere ark Thres Labe of information astocised with each wser Sotoonl

1Al 15 virsy 1R $10rad dala

Find a page — Enter the word or
phrase you are looking for. Click the
GO button located next to the text
entry field or press Enter when you
have typed your search word(s).

Open the help page — The list of
pages containing your search word
will be displayed in the Search
frame on the left. Click the page title
to display the help page with your
search word(s) highlighted in the
frame on the right.

If No Topics Found is displayed, try
another search.

e Close Search frame — To close the list of page returns and view just the help page, click the X at the
top right corner of the Search frame. To reopen the frame, click the Search tab.

NOTE: Users may choose to replace the Online Help System with another URL linking to a PDF or
reference of their choosing and/or creation. Those with Realm Management level access should see the
Templates Tab description under the topic Create a New Realm. Entering key field
VTC_REFERENCE_URL and entering the URL address replaces the reference guide for the realm.

Back to Table of Contents
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Requirements and Workarounds

Hardware/Software Requirements for Validus® ThinWeb
& Survey Assessment Delivery

The following chart reflects the hardware and software requirements for using the Validus ThinWeb test

delivery system:

Web Browsers *

Testing Workstations 1. Microsoft Internet Explorer 7 & 8
2. Firefox 3 & 3.5*

Administrator Workstations 2 1. Microsoft Internet Explorer 7 & 8
2. Firefox 3 & 3.5*

Operating Systems

1. Microsoft Windows XP with current service packs applied.
2. Microsoft Windows Vista Home Premium.

3. Apple MAC OS 10.5.x is supported using the Firefox web browser only,
Safari is not supported at this time.

Screen Resolution

1024 x 768 (Not a hard requirement but reflects the minimum recommended
for optimal use)

Special Browser
Considerations

The workstation browser must have JavaScript enabled and no AJAX
(Asynchronous JavaScript and XML) blockers.

Reporting Adobe Acrobat Reader is required to view reports.
Some report files are delivered as compressed zip files. To retrieve the
information a suitable un-compress utility will be needed.

Network Standard Web port 80 must be open.

1
2. Secure Socket Layer (SSL) Port 443 must be open

3. The ACT domain (ACT.org) and address space can not be blocked.
4

Testing Workstations must have sustained broadband connections of at
least 256Kbits/second download capacity or better, i.e. a dedicated T1
internet connection will support approximately six simultaneous testing
sessions.

Dialup connections are not supported.

1 0S’s and Browser versions listed indicate configurations that have been vetted by ACT. Others may
work but will not be supported if issues arise.

2 Some program-specific reporting sites that are available on the Report Portal menu item require Internet

Explorer.
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Known Issues and Workarounds

Requirements and Workarounds

e Selecting GoTo RSP does not work when using the Firefox web browser.

e Choosing the parameter "Orders Not Booked/Not Closed" under Financial Order Reconciliation

Report does not properly return data.

e The Preview Attributes function does not work correctly in End User Edit and VTC Admin Edit

preview modes.

*Firefox 3.5 Settings

Users with Firefox 3.5 who intend to use the RSP Callback feature must have the pop-up blocker turned
off and set security configurations to allow application scripts to close the RSP pop-up window.

TURN OFF FIREFOX 3.5 POP-UP BLOCKER

From the Firefox menubar, click Tools -> Options.

Select Content from the Options menu.

Disable the checkbox for Block pop-up windows as shown below.

Options

0 e B

Main Tabs Content  Applications

;

T

Privacy  Secority  Adwanced

[] elock pop-up windows
Load images autormatically
Enable Javascripk

Enable Java

Fonts & Colors

Defaulk Fank: | Times Mew Raman

Languages

Exceptions...

Advanced...

w | Size: 16 s | | Advanced...

Choose yaur preferred language Far displayving pages

Colors. .

Chaoose...

64

| | cancel | | Heip

Click OK.
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SET FIREFOX SECURITY CONFIGURATIONS
In the Firefox URL address bar, type about:config

A warning message will appear, cautioning you before you proceed. Agree to the warning.

A list of Firefox preferences will be presented.

In the Filter field, type the word "allow" to filter your list of preference names.

Double click the option dom.allow_scripts_to_close_windows which will reset the Value from false to true
as shown below.

£ about:config - Mozilla Firefox

e Edt Miew Higtory Bookmarks Jools  Help

@ * C A Gy L] sbousteorhig

| aboutzconfig [ =+
Bilter: | akow

Freferance Name ~  Status Type Vahe
broweser, bink_abowed daf aul beovcdan (]
dom.allow_scripts_to_close_windows user set boolean true
doni. popup_allowed_sverts defaul shring change dick dbldick mouseup resst submi
gecko. handlerSerace, alowflegisterFromDiferentHost el bocdean Falser
pavaseriph, alow, malnews defaisl bslear Fals
roetwecri, aukomakic-ntim-auth, allow-prosies defaulk: beocdian krue
risbvecrku negotiste-suth, slow-prosies dhaf st baclaan true
prafie, aliow_sutceregration defauk beicdizan False

This will allow application scripts to close the RSP pop-up window after test launch is complete.

You may close the Firefox window or return to browsing.

Back to Table of Contents
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Appendix A: Handling CSV Files

There are many points within the Virtual Test Center Administration Console where .CSV files are used.
Whether the files are uploaded, downloaded, or generated, the applications used to view these files (such
as Microsoft® Excel®) can sometimes cause confusion or errors during handling.

e You may use any CSV file editor to display and generate CSV files.

Uploading Files

e All columns that are included in the file are automatically processed during file upload. If your realm
requires certain data, those columns must included and/or must be filled in. You cannot upload a
blank column that is marked as required data.

¢ No additional text may be uploaded except the column headers and the column data. Any additional
text (such as comments included in the original header file designed to help you fill out a Batch Load
file, or any notes you have made) must be deleted before saving the file and upload.

Notes for Excel users

Opening Excel files

e Depending on your workstation settings, you may need to open Excel before clicking to open the
CSV file. Excel may not open automatically.

e If you need to reopen your CSV file you are preparing for upload, do not simply "open" the file. If you
do, you will need to re-structure your dates and columns each time you open the file.
Instead, open the file as a text-only, comma-delimited file using the Data-Import Wizard in Excel.
1. Start a new file in Excel.
2. Select the Data file menu.
3. Click Import External Data.
4. Click Import Data.
5

In the Select Data Source dialog box that appears, make sure the drop-down for "Files of type" is
set to Text Files (where .csv is listed). Browse to locate your .csv file.

o

Using the Import Wizard, Step 1 of 3 — Make sure Delimited is selected and click Next.

7. Import Wizard, Step 2 of 3 — Check Comma as the only Delimiter and select quotes (") as the
Text qualifier. In the data preview, it should show a vertical line between each of your columns.
Click Next.

8. Import Wizard, Step 3 of 3 — Select Text as the Column data format. Then, click the first column
in the data preview section. Highlight all of your columns by pressing the Shift-key, scrolling to
end, and clicking the last column. Click Finish.

245



Appendix A: Handling CSV Files

Formatting your Excel data

¢ Remove any automated hyperlinks in your file by right-clicking on the hyperlink and click Remove
Hyperlink.

e VTC requires all dates to be in the format mm/dd/yyyy which means January 1, 2010 must be
specified as 01/01/2010.

If you use Excel to create and edit your CSV file for importing data, Excel automatically strips the
leading zeroes from numerical date fields. This will cause your CSV file to fail during upload.

To prevent Excel from editing your data, enter the date with a leading apostrophe as '01/01/2010.
Save your file in CSV format.

Back to Table of Contents
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