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Deleting an Account

In this document

This document contains information used by a site administrator to delete a WorkKeys Internet
Version (WKIV) account.

When to use this document

Use this document when you need to delete a WorkKeys Internet Version (WKIV) account in the
Validus system. For example, an account may need to be deleted if an incorrect User ID was
created and saved. This applies to examinee, proctor, and additional site administrator accounts.

IMPORTANT:
e Once an account includes a test that has been launched, it is NOT to be deleted.
If you try to delete the account, you will receive the following message:
“ERROR: User cannot be deleted.”
e If you want to delete an account that has only “Pending” test registrations, the
test registrations will need to be deleted (under the Registration tab) before you
can delete the account.

Procedure: Deleting an Account

Follow the steps below to delete a WorkKeys Internet Version account.

1.  Onthe administrator’s computer, log in to the Validus VTC (Virtual Test Center) system with
your User ID and password. The URL will look similar to the ones shown below. If a login
page with a realm drop-down menu appears, you will need to enter your URL again. Only space
for a User ID and a password should appear.

https://vtc.act.org/<your site’s realm number> e.g., https://vtc.act.org/123456789

Virtual Test Center

Please enter your Login Information

User ID:

Password:
Login
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2. On the left side of the page, click on User Management.

Note: The screens that appear on your computer may appear slightly different than those shown
in this Quick Start Guide.

Virtual Test Center

LOGOUT

WorkKeys
a— WorkKeys IV Training Site

Welcome to VTC Console

This s a training site. DO NOT use this site to set up real lests.

66617744 s your Realm ID,

Seb | Meore actions, . - |

focefore oo Jwwo

WorkKeys IV Training Sile WorkKeys Internel Version Trarang Site Crealed By, Julie Rohret Crealed On. 10.04.10 566317744
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i@ 2014 by ACT, Inz. All rights reserved.

3. Enter the examinee’s last name and first name. (If you prefer, you can enter the first few letters
of the examinee’s name and then the % sign. This will bring up all names that begin with those
letters.)

Virtual Test Center

WorkKeys
LoGoOUT

WorkkKeys IV Training Site

Seasch Criteria
User Management

Last Name: First Name: 4
User Batch Load Ma

Account Management Usar ID: Examings 1D
Group Management Emal: Date Of Birth MMiddiyyyy

Barcode Managenwent Status: Show All| =

Use "% for witd card searches,

Moo actions. .+ émean'e;
- e e

- Pizase search for a name —
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4. Click the Search button.

Virtual Test Center

WorkKeys IV Training Site

Seaseh Criteria

Last Name: F, First Name: My
Usar 1D Examinee ID:
Email: Date Of Birth MMddiyyyy
Status: Show All = Search —f——

Use %" for wiid card searches,

'f, Mo'eac“ons . ‘Cm:w
o o T — T R — T [ T T

- Please search for a name —
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5.  Click the radio (circle) button to the left of the examinee’s name. If there is more than one name
shown, make sure you select the correct record.

Virtual Test Center

WorkKeys
LOGOUT
A— WorI(Ke??.IV Training Site

User Management

Search Criteria

Last Name: Flowers Firs| Name:{ May
User ID: Examinee |D:
Date Of Birth:
t Shaw All - Search

Use "%" for wild card searches,

M“M“WM
FlowersMOS08 may fiowers@actorg 050179985 43210501  Enabled
FlowersM0511 05/11/1985
F 16 may. org DS/01M1990 43210501
FlowersMOS20  may fiowers@actorg  0S15/1995 43210515
FlowersMOS21 05211996 25310596
FlowersMO558 05/20/1986 25310508

First |Previous) Page1of 1 Neal |Lasl
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6. Click the Delete button.

— ——
Mirtual Test Center

WorkKeys
LOGOUT
r-

WorkKeys IV Training Site

User Management

Search Crileria

Last Name:. Flowers First Name. ptay
User 1D Exarninee 1D
Emal. Date Of Sirth
Stalus. Show Al =

Use "% for wiid card searches,

[Vore ciore 1~ JGreat]

Date Examinee
T el

Flowers FlowersMOS08 may fiowers@actorg  05/01/1995 43210501 Enabled
Flowers FlowersM0s11 0511/1985 Enabled
Flowers 16 may. Gacl.org 050111990 43210501  Enabled
Flowers FlowersM0520 may flowers@actorg 0571511885 43710515  Enabled
Flowers FlowersM0521 052171996 25310508 Enabled
Flowers FlowersM0s96 05/20/1996 25310506 Enabled

First Pravious Pagei1of1 |Mext |Last
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7. You will see a pop-up window with a question about deleting the selected item(s).
Click the OK button. (If you do not want to delete this account, click the Cancel button.)

- =
Message from webpage @

'e Are you sure you wish to delete the selected item(s)?

H OK ] | Cancel

8. The account has now been deleted. If you are finished, click Logout at the top right-hand corner
of the page.
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