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Upon logging in you will be taken to your Dashboard / Home page.
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Widgets

You are given the option of customizing your Dashboard by adding “Widgets”.  If you wish to add Widgets, click the link that says, “You currently do not have any dashboard widgets selected, Click here to customize your Dashboard.” 

You may then choose which Widgets you would like to add, or if you wish, you may choose not to have any Widgets.
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Approve Administrators

There are two options when approving administrators:

1.  Approve Administrator to join the account you are associated with (allows you to share inventory, view activity for one another, and view score reports administered by one another)

2. Approve Administrators and create a New Client/Account for the administrator to use.  This will keep administrator activity and inventory separate between accounts.

To approve an administrator, click on Approve Adminsitrators from your Home Tab.  Double click on the name of the individual you wish to approve.

Approving Option 1

1. Click on Approve Admins from your Home Tab

2. Double Click on the name of the individual you wish to approve
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You will be able to review the demographic information of the individual you are approving:
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Scroll down to the bottom of the screen to approve the administrator

3.  Select ACTIVE for Status to approve

a. Select REJECTED if you do not wish to approve the user

b. You are finished at this point of you choose to reject the registration

4.  Select the qualification level of the User (qualification requirements are listed next to each level)

5. Select NO for New Client

c. If you select YES, you will be required to create a new account for the user and they will not be associated with your current account (inventory, reports, etc).

6. Select the Professional Security Group to assign the administrator to.

d. Custom Security Groups can also be created and shown as an option

e. Example of Custom Security Group – allows administrators to assign out tests but not view score reports

f. Pearson will be responsible for setting these groups up – please contact your account manager if you wish to have new groups created

7. Select Update Administrator

g. An email will be sent to the administrator notifying him/her of the approval 

h. The email template sent to the administrator includes their Login Information
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Approving Option 2  
1. Click on Approve Admins from your Home Tab

2. Double Click on the name of the individual you wish to approve
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3.  View Contact Information (displayed) and additional information provided during registration by clicking on “Show” next to section you wish to view
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4. Select Active for Status

5. Choose User Qualification Level (based on Education/Experience)

6. Select YES for New Client

7. Enter the Client Name (or search for existing client if already created)

8. Enter unique Client URL (login URL for administrator to access his/her account.  Typically Client Name is copied/pasted for URL)

8. Select the Professional Security Group to assign the administrator to.

i. Custom Security Groups can also be created and shown as an option

j. Example of Custom Security Group – allows administrators to assign out tests but not view score reports

k. Pearson will be responsible for setting these groups up – please contact your account manager if you wish to have new groups created

a. Or select a custom Security Group already created (select both Client and Admin columns)

b. Do Not select Site Administrator if it is an option.  You will not receive all of your permissions

9.  Update Subscription Type

c. Basic = basic test administration permissions

i. Ordering, administration, review score reports

d.  Standard – same permissions as Basic with Custom URL and branded site

e. Professional – same permissions as Basic and Standard with Reporting Module (raw data exports), custom demographic creation, groups management, client hierarchy capabilities
10.   Select Update Administrator

l. An email will be sent to the administrator notifying him/her of the approval 

m. The email template sent to the administrator includes their Login Information

****Please keep in mind selecting a subscription type does not necessarily assign the user to all permissions associated with this account level.  If custom security group selected, some of the permissions associated with subscription level will not be accessible by administrator*****
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CATALOG:

Based on the system settings when your registration was approved, ordering can be done via purchase order or payment by credit card.  

Ordering

To order, click on the (Catalog) tab and the list of available assessments will be displayed.  Searching and sorting for the type and use of test is available. 
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The administrator can click on the links with the test name to get more information on the test:

· Sample Reports

· Test Manuals

· Research information, or any other test artifacts

An example of a product detail page is below:
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When prepared to order, click on the (Add to Cart) button next to the assessment and enter the quantity desired.  
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The tests will be added to the shopping cart on the right side of the screen, and payment screens will follow after you hit the (Edit/Checkout) link located in your shopping cart.  Payment screen shown below.
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Once the proper payment method is assigned and approved, the inventory is immediately made available for the administrator to assign.  

Batteries  

You have the option of creating your own battery of tests.  This concept allows you to build a battery that consists of multiple tests.  By doing this, it allows your candidate to have one login session while completing multiple tests.  The steps for a Battery creation are shown below.

Click on the (Batteries) link located in the (Catalog) tab as shown below
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Click the (Add New Battery) button.

Give your battery a name as well as a description then click (Add Products to Battery).  
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A list of all of our assessments will appear and you may choose which assessments you would like as part of your battery.  Once you have chosen the assessments, click the (Add Seleced Products) button.
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You will then see the tests you have chosen as a part of your battery along with the cost of your battery.
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You will now want to save your battery by clicking the (Save Battery) button.  

You will know your battery has been saved to your catalog when the message, Battery Updated Successfully appears on your screen.  You can then click the (Close) button.  You are ready to order your battery.  To order your battery, go back to the catalog and locate your battery to order.

*****You will find your battery in your catalog listed by the name you selected for your battery (the newly created battery could take up to 3 minutes to appear in your catalog).
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Order History

You may view previous orders via the Order History link under the Catalog tab.
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ASSIGN

To assign tests, click on the (Assign) tab on the main task bar.  
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Step 1 – Select Candidates

Once in the assignment screens, you can either 1) Select existing candidates from a list or 2) Add new candidates to the system.  

To add candidates one at a time, click on the option that says, (Create New Candidate).  Under this option, there are required fields to be entered:

· First Name

· Last Name

· Email Address

· Login
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To select existing candidates, click on the option that says, (Search for Existing Candidates). This screen is an intelligent screen with many options.  The user can enter single or a series of values in the text box and the search engine will find all matches.  Strings of text can be pasted in from such applications as Microsoft Excel to find a group of candidates.  A user can also search from groups uploaded using the Upload feature.
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Step 2 – Select Products
Once the admin has selected or entered the candidate(s), they must then pick the test to deliver.  Click on Step 2 – Products to select the assessment.  Highlight selection and click the (Add Selected Product) button.
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Step 3 – Assign

The final step is to assign the Product to the candidate.  Step 3 shows the candidate as well as the assessment to be assigned.  Modify the Test Assignment email sent to candidate via the Create New Email Link (Optional – if email is not revised standard template will be used).  After verifying these are correct, click the (Assign to Candidates) button at the bottom of the screen. 
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****Please note, if an assessment has administrator demographics, a Step 4 will appear after hitting “Assign to Candidates”.  Select your demographics and hit “Continue”.  Then select “Assign to Candidates”
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Candidate Login

Upon assignment, an email will be sent to the candidate for login purposes.  The email will contain a link in which the candidate clicks in order to launch the test.  
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Another option to launch the test is to launch it immediately after assignment.  After finishing Step 3 of the assignment process, a box will pop up giving you the option to “Start your Test Now”, as seen below.  This is typically used when a candidate is onsite for administration.
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.  
Candidate Experience
Candidate launches assessment and the test session begins.

The subsequent screens walk the test taker through informational screens and test questions.
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When complete, the test taker is allowed to review content.  If satisfied, the candidate will click the Finish button.
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The screen will show the following message when finished.  The candidate can then close their browser.
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Optional Assignment Processes

 Candidate Account Creation
·  Does not utilize the Test Assignment email process described above

· No email containing a test link will be sent to candidate upon completion of assignment process

· An email will be sent to the candidate upon the creation of their account

· Email will provide candidate with Login URL, Login ID and Password

·  Candidate will go to URL and enter Login ID and Password

· Tasks (assessments assigned by administrator) are listed for candidate to complete

· Please contact your representative to modify your settings to accommodate this method of assignment
Custom URL

Custom URL allows test takers to complete an assessment without being assigned first by the administrator.  This is ideal when the test taker’s information (name for example) is not known ahead of time.

Creating your Custom URL

Under the Assign tab, please click on Custom URL

Select “Add New Custom URL”

[image: image33.png]PEARSON
e

Home  Catalog [SEEUMM Results  Reports  Authoring  Settings

Assessment Custom URL Upload Candidates Groups Demographics

Manage Custom URLs

Double-click on a row to edit a custom URL or |_Add New Custam URL

URL - Password  From  To  Max  Usage  Enabled
N custom URLS.





Name your URL (this will append the URL you use to Login to your account)  You will share this new URL with individuals setting test takers up or save it to your desktop for ease of use

Enter a Password (not required) to ensure only individuals with the password can access the assessment

You also have the option to enter a maximum number of Candidates and specific dates of when the URL is accessible.  To activate the URL please select YES for Enabled.  Additional options are also available:  be notified when maximum is reached and be notifed by the  system when all purchased quantity have been administered

Once you have completed the URL details, please click on the Products Tab to associate the assessment with to be completed with your URL (Please note, products must be ordered and in your available inventory prior to assigning them to a URL)
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Check the box next to the assessment you wish to add to the Custom URL and click Save.  Your Custom URL is now ready for use.

 Please note you can only select one Product per URL.  If multiple assessments should be assigned to one Custom URL, please create and order a battery of assessments prior to creating the Custom URL.
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Candidate Experience using a Custom URL

Candidate is taken to Custom URL page

If you have assigned a Password to the Custom URL, Candidates will begin on the page below.

If you have not assigned a Password to the Custom URL, candidates will be taken directly to the screen where they are asked to input their information
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Next Candidates will be asked to input their account information:  First Name, Last Name, Email Address, Login ID, and Password.  It is recommended the candidate remembers their Login ID and Password in the event they are unable to complete the assessment in one sitting.
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Once the Candidate has completed their account details, the assessment will launch.
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*****If the Candidate is not able to complete the assessment once it is launched, please ensure it is communicated to them they should NOT create a new account by going back to the Custom URL*****

For a candidate to re-enter an assessment that has previously been launched via the Custom URL, please have them go to your  Login page URL (NOT the Custom URL you created)
https://tara.vitapowered.com/XXXXX
The candidate will need to enter their Login ID and Password (Created as first step when accessed Custom URL).  
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Upload Candidates
Upload a large volume of candidates into the system for assignment.  The upload eliminates the need to create them manually one by one.  A group can also be created at the time of the upload.  Creating a group allows the administrator to assign an assessment to all candidates in his/her group at one time – eliminating the need to select each candidate one by one for assignment.  Requirements and a sample upload file are available.  

[image: image40.png]PEARSON
e

Home  Catalog [SEEUMM Results  Reports  Authoring  Settings

Assessment Custom URL Upload Candidates Groups Demographics

Upload Candidates

This page can be used to upload a group of new candidates from 3 file
To begin, use the Browse button below to select your file and then click Import File

Requirements  Download Sample File





Groups

Ability to create a group of candidates/testers to report on.  Groups can be created on a number of different criteria including:  How demographic questions were answered and when a candidate/tester was added to the system.  Under this tab you will only create/modify groups.  

Using groups allows you to generate reports for a specific “group” of individuals.  Group Aggregate Report and Results Over time reports are a couple of examples.

To add a new group, click on Add New Group
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Name your group, provide a brief description of the group, and search for the candidates/test takers you wish to add to your group.  
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Demographics

Gives the user the ability to add custom demographic questions to a particular assessment.  Please keep in mind the demographic question(s) will be asked in the delivery of the assessment by all test takers assigned to the instrument.
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RESULTS

Default settings will send you (as the administrator) an email when a candidate completes an assessment.  This setting can be turned off – please contact your representative for more information.
The user/administrator will log back in to view results.  From your dashboard, click on the Results tab.  

Product Status Matrix:
The Product Status Matrix will appear giving you a status of all your assessments.
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By clicking on the hyperlinked cells in each of the rows, the user can get additional information.  For example, in the screen shot above, clicking on the “1” in the Completed column for the row Bennett Mechanical Comprehension Test  will give you a list of the candidates that have completed that test.

Viewing Completed Reports

The user can then click on the (View Report) button to see the actual report.
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Assigned Tests

Also on the Product Status menu is the ability to review assigned tests for information on candidates not yet completed.  This is executed the same way by clicking on the hyperlinked number cell in the corresponding column.
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Via the Actions Column Above, the user could 1) resend an email to verify the candidate is reminded of the need to test, 2) launch the test directly from the user’s machine in a proctored situation.  So, a candidate could walk in for a testing session and be launched directly from a machine without login credentials, 3.) Manually Expire a Test. 

Expired Tests

The Expired column is a repository for assessments that have been assigned and not activated by the candidate.  Rather than losing this inventory and session, a user can reclaim the inventory and remove the candidate session.  The inventory will be returned to the ordered column and can be re-used by another candidate.  If a session is started in any way, the inventory is considered used at that point.
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Completed Assessments

You can also view a complete list of any/all assessments that have been completed by your candidates.  By clicking the Completed Assessments link in your Results tab, you will be shown a complete list of all of your completed reports for all of your candidates.  You are also given the option of viewing these reports by clicking on the (View Report) button for any given candidate.
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REPORTS

View Reports 

Data exporting tool for administration activity, raw scores, and candidate activity, client activity, aggregate group reports, etc.
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Candidate Status Report

Each customer has the capability to upload a .csv file containing a list of candidates and to view a report showing the test status for each candidate contained in the file, along with score information for those that have tested.  

After you have selected a file and defined any other parameters, click the View Report button at the bottom to open the report in a new tab or window.  The following Figure shows the actual report.
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Example of Candidate Status Report:
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SETTINGS

Edit My Info
This allows you to update any of your contact information such as name, address, email, phone number.
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Users
This feature allows you to search for a candidate using any of the candidate data you assigned when you created the candidate (first name, last name, email address, Login ID).  You can edit Candidate information (email for example) via Users.
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Email Templates
Revise/Customize email templates sent from the system
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System Messages
Add a message to the Dashboard for your Candidates to see if the Candidate Account Creation assignment process is utilized
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Logs.  

View logs of emails sent from the system, browser settings for troubleshooting, login attempts, and the System
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Switch Client 
(Not applicable for all accounts….you may not have this option if there is no hierarchy of accounts)
Using the “Switch Client” functionality allows you to mirror one of the “child/sub” accounts utilizing your site.  To view score reports, inventory, activity of your clients, click the “Switch Client” link located at the top of your site. 
 In the search box – type part of the Company Name or unique URL assigned to the client to see a listing of clients that meet your search criteria. 
Select the client you would like to “view” and hit “Switch”.

The name of the company listed in the top right corner of your site will reflect whichever site you are in (Demo).  You will carry down all of your permissions when switching to a different account.  For example – if the XXXXX client does not have Reports as a tab option, when you switch to that account you will still have that tab.
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