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WorkKeys Internet Version Quick Start Guide — Associate User

This Quick Start Guide outlines how to associate (or grant access) to user from one site to
another site. Typically Associate User is used to allow a parent site to login to a child site to
review reports.

To Associate a User, the User must give the child site ‘permission’ to add their User ID by
generating a token. A token is a set of numbers that is generated at the parent site. To begin,
the parent Site Administrator logs in to their site, using the User ID that is to be associated
with the child site, and generates a token. Next, the child site administrator logs in as usual
and, on the Associate User screen, enters the User ID that is to be associated to the child site
and the token ID or number. The final step is to designate the amount of access the User
should have by assigning a role to the new User. Usually the Portal Manager role is assigned to
enable the User to access reports as needed.

Begin on the WorkKeys Internet Version administrator parent site with the User ID that is to be
associated to the child site.

Your Administrator Realm should be similar to the following URL:
https://testadministration.org/vtcadmin/goRealmLogin.do?realm=your realm number here

Log In: User ID: Password:

/IXRIDBNY | Virtual Test Center

To Generate a Token:
The Site Administrator logs
in to the parent site with
the User ID that is to be
associated to the child site.

WorkKeys
~_
Edit User: Training1

User

Personal Imomm\
" First NameM Workieys
1

_ 2
Middle Mame:  Traint

WorkKeys Demo Site LOGOUT

User Management

Account Management

e Click on My Account
in the navigation
menu on the Ieft Side Profile Management

Group Management

* Last Mame: | Trainee

Of the screen (1) Barcode Management
Reports Portal Date of Birth: 21061984 Wiy yy
e Click on the Security [ "D g5
tab at the top of the Mailing Address
page. (2) Address1: | phph
(NR[BBRY | Virtual Test Center
y Worl K "
;- WorkKeys Demo Site
Security JIUICES
User Management Login Information
[ ] CI|Ck on Gen erate Account Management 0ld Password:
Secu rlty TO ken at Group Management R Bt
Profile Management
thae 20tt0m Of the Barcode Man.agemem GontiE s
p g ' Reports Portal izl
References Hidpsyiof;

Answer:

| Submit | | Cancel | | Generate Security Token
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e A window will pop up
with the Security Token
and an expiration date and
time. You can print this
page if you like.

NEpEvIEad e ctorap AN SR NS RGN EEonEol e Vorkreys I Emopsite = 5] 3x)

Below is e 2 L Irempegg in 15 minutes.

Security Token
Expiration:

Wved Oct 01 15:48:22 CDT 2008

SALIDUS Admin Version: 1.0.28.25
22008 by ACT, Inc. All rights reserved.

Important: The child site administrator has 15 minutes to enter the security token.

e Child site administrator logs
in to their testing realm and
chooses User Management
from the navigation menu
on the left side of the
screen.

° Choose More Actions
and select Associate
User.
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(XM UNY | Virtual Test Center

’l- WorkKeys Secure Site LOGOUT
b Welcome to VTC Console

My Account Welcome to the Marketing WorkKeys Intemnet Version Demonstration site

SRl

User Management

Account Management

_List Al Realms
Group Management - . -
PRI sciec [ lone___________Jbescipion ___________________[Raain

- Please add favorite realm(s) by listing All Realms -

Barcade Management

BEnurE R YALIDUS Adrin Version: 10.28.25
References 2008 by ACT, Inc. All rights reserved.
| .

/IXRI®IBRY | Virtual Test Center ACT"
WorkReys
’s WorkKeys Demo Site LOGOUT

Home User Management

My Account

Search Criteria
User Management

Last Marme: First Mame:
Account Management
Group Management User ID: Examinas D:
Profile Management Status: | Show Al D

Barcode Management

Use "%" for wild card searches.
Reports Portal

References

e B[]
(More actions_. |
soeaitons———— Jimrone ]

- Please search for a name - Batch Load
Batch Load Search
Export Examinees

YALIDUS Admin Version: 1.0.28.25
©2008 by ACT, Inc. Al rights reserved
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° Enter the User ID of
the Site Administrator
you want to add.
Enter the Security
Token.

/IXH[BOLY | Virtual Test Center

Home

My Account

Repaorts Portal

References

‘Wor

kKeys
S

WorkKeys Demo Site

Account Management

User Management

Group Management
Profile Management

Barcode Management

* User ID:

* Security Token:

" = Required

Subril

YALIDUS Adrmin Version: 1.0.28.25
2008 by ACT, Inc. All rights reserved

Next you will need to give the User you just added a role.

] Select the new
registration (1) and
choose Edit.(2)
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UALIDUS JAar e iy ACT"
V WorkKeys Secure Site LOGOUT

Home
My Account

User Management

Account Management
Group Management
Profile Management
Barcode Management

Reports Portal

References
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User Management

Search Criteria
Last Name: First Marme

User ID: Training1 Examinee |D;

Status: | Show Al 1

Use "%" for wild card searches

Select and D Craate

WarkKeys rainee Training1 Enabled

hare actions



° Select the Role tab.

L Select the Role (1)
for this User and
Submit. (2)
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(J\NIDORY | Virtual Test Center

’- WorkKeys Secure Site LOGOUT
Home Edit User: Trsi
My Account

Seci r; stration
Personal Informét

Account Management * First Name: WarkKeys

User Management

Group Management Middle Name: | Train]

Profile Management

B
Last Mame:  Trainee
Barcode Management

Reports Portal Date of Bith: 2 | 02/0/2999 M/dd/83

References " Examines/Employee ID: | 555

Permanent Mailing Address

Address!: phkh

Address2:
City: | mmmm
State/Province: | Narth Caralina ﬂ

[INHIDOYY | Virtual Test Center

—

Home Edit User: Training1

Select and g={17i

Accomeanagement - L]

Group Management

WorkKeys Secure Site LOGOUT

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

[ Account Manager

the realm
Profile Management
— . Barcode Manager Barcode Manager may define barcodes in Barcode Management.
arcode Managemen
Reports Portal [J Examinee Examinee can take tests within the realm
References [ Proctar Practor
[0 Profile Manager Profile Manager can edit profile under Profile Management
Manager Portal Manager launch the portal reporting site
O Password Manager Password Manager may view and edit passwaords in the user management section provided
1 they already have access to user management
[ User Manager User Manager can create, read, update delete users within the realm (includes roles)

Select and BT
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