Export Examinee Quick Start Guide Friday, January 22, 2010

Export Examinee is often used to get a list of User IDs and passwords. The report contains all of the
examinee information except scores.

I!’ VALIDUS ® ; Virtual Test Center Console: WorkKeys Training Site: Welcome Page - Windows Internet Explorer

| @ o A |& hitps | /kestadministration. org v| 8 acrIne. (5] |[42] X ‘-.l

[© File Edit Wiew Favorites Tools  Help b 4 @ Snaglt E = |
| fj Favorites g::‘; /€ Suggested Sites = 42T The Account - National Care... & | New demo realm & | Mew Demo Realm Registrati,., & | Testrac T. Administrator login AT ACT Center Op Resource c... & Live Meeting

/& VALIDUS ® : Virtual Test Center Consols: Workkeys ...

8 aassil
/AR[®DWURY ' Virtual Test Center
Wor]

WorkKeys Training Site

Welcome to VTC Console

This is the TRAINING Realm — DO NOT conduct testing from this realm!

My Account

User Management
132901300 is your Realm ID.

User Batch Load

ST EWENTE More actions... b List All Re
Account Management
Group Managemen: | L [ 77T

Profile Management ) WorkKeys Training Site Workkeys realm to be used for demos and training Created By-dgs Created On:09.16.09 132901300

Barcode Management
VALIDUS ® Admin Version: 20030530

Reports Portal © 2010 by ACT, Inc. All rights reserved.

References

-

To use Export Examinee you need to log in to your administration realm. You must have the Reports
Manager role assigned to your user ID in order to use this feature.

You will need WinZip to open the file.
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References

Click on Reports on the left side of the screen.
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Select the radio button next to Export Examinee
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Click the Configure button.
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Virtual Test Center

WorkKeys
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Reports - Export Examinee

My Account . )

This screen allows you to both retrieve previously generated reports and create new reports. Each report is held on the system as a file that you can download and

User Management 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 display
button and the list of reports that you have created will be displayed. You can optionally put in search criteria to narrow down the list

User Batch Load

s T T T If you do not have a report, you can press New Report’ to build a new report.
Group Management Note: Files are held on our servers for 30 days. and then they will be removed from the system.

Profile Management Search Criteria

Reports Portal
To Date: I:l MM/ddAyyyy Report Status:

Reports

Barcode Management

References
Use "%" for wild card searches.

L L Download File

©  SampleReportforDecember Training123 01/22/2010 11:05:30AM 01/22/2010 11:05:49AM Processed 41700
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VALIDUS ® Admin Version- 20030530
© 2010 by ACT, Inc. All rights reserved.

The Export Examinee reports page is displayed.
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User Management 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 criteria to narrow down the list.
User Batch Load

Account Management If you do not have a report, you can press ‘New Report to build a new report.
Group Management Note: Files are held on our servers for 30 days, and then they will be removed fram the system

Profile Management Search Criteria

Reports Portal
To Date: l:l MM/ddlyyyy Report Status:

References

Use "%" for wild card searches.

L L& U Download File

©  SampleReportforDecember Training123 01/22/2010 11:05:30AM 01/22/2010 11:05:49AM Processed

Batch Process .0
41700
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Select New Report on the right side of the screen.
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There are three report types.

All — Returns information about user accounts in the system.

All registered — Returned information about user accounts in the system that have registrations for
assessments.

By Administration and Assessment — Returns information about user accounts in the system that
have registrations for particular assessments.
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Export Examinee

My Account This report will return data about users created in the system. There are 3 report types:

User Management ‘All"- Returns information about user accounts in the system.
‘All Registered’ - Returns information about user accounts in the system that have registrations for an assessment.

User Batch Load ‘By Administration and Assessment’ - Returns information about user accounts in the system that have registrations for particular asses

Account Management Please select your report type:

Group Management

* Export Type: |- Select - v

Profile Management
* = Required
Barcode Management

Reports Portal

VALIDUS @ Admin Version: 20030530
© 2010 by ACT, Inc. All rights reserved.
References

Click in the Export Type box to see the menu.
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Export Examinee

My Account This report will return data about users created in the system. There are 3 report types:

User Management
User Batch Load

Account Management

“All' - Returns information about user accounts in the system

"All Registered - Returns information about user accounts in the system that have registrations for an assessment.

By Administration and Assessment’ - Returns information about user accounts in the system that have

Please select your report type:

for particular

‘Group Management

* Export Type: |- Select - ~|

Profile Management
* = Required
Barcode Management

All Registered
By Administration and Assessment

VALIDUS ® Admin Version: 20030530
® 2010 by ACT, Inc_ All rights resened.

Reports Portal
Reports

References

-

t(s).

Choose the report type. The report type for this demonstration is “All”.
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User Management
Please salect a start date and an end date that you wish to bound the data selection by
User Hatch Load

Account Mansgamam Mote: you laave the From’ date field as Month Day’,Year' the system will retum all data from the past up to and including the To' Date.
‘Group Management Select Date Range
Proflle Management Rispont M
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Select the Report Name box and enter a report name. The report name cannot include spaces or
special characters.
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This particular reports uses the account creation date along with the start and end dates as specified below to filter the data that is returned.
User Management

Please select a start date and an end date that you wish to bound the data selection by

User Batch Load

R T e Mote: you leave the ‘From’ date field as ‘Month’ Day’,Year the system will return all data from the past up to and including the To’ Date.

Group Management Select Date Range

Profile Management Report Name: ‘JanuarySampleREpnn

Barcode Management From: |- Month - [v|| / |- Day - | / |- Year - »| MM/ddApyyy

Reports Portal To- 01 v rf22 | (2010 | Mmrddiyyy

Reports * = Required

References

VALIDUS ® Admin Version- 20030530
@ 2010 by ACT, Inc. All rights reserved.

Enter the date range for the report.
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Virtual Test Center
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WorkKeys
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User Management
User Batch Load
Account Management
Group Management
Profile Management
Barcode Management
Reports Portal
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References

Export Examinee

This screen allows you to both retrieve previously generated reports and create new reports. Each report is held on the system as a file that you can download and print. To download
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 "Searc
button and the list of reports that you have created will be displayed. You can optionally put in search criteria to narrow down the list.

If you do not have a report, you can press New Report’ to build a new report.

Note: Files are held on our servers for 30 days. and then they will be removed from the system.

Search Criteria

To Date: l:l MM/ddiyyyy Report Status:

Use "%" for wild card searches.

L1 &1 Ll Download File

& JanuarySampleReport Training123 01/22/2010 11:29:01AM
3 SampleReportforDecember Training123 01/22/2010 11:05:30AM 01/22/2010 11:05:49AM

Batch Process ID

41706
41700

Mew Rept

Processed Date

Page 10of 1

VALIDUS @ Admin Version: 20030530
© 2010 by ACT, Inc_ All rights reserved.

The report is added to the list. Note that the Status is Not Processed.
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Thiz screen allows you to both retrieve previcushy genserated reports and create new reperta. Each repon is held on the systam as a file that you can dewnlead and print. Te download an
User Management innsting regoel, snply select thee nepee from the st belav and § e Tavrdoiad Fili' bustton Risports ane downloaded as 2y files. 1 thene ane no reponts depiped, | o B
button and the list of reponts that you have created will be displayed. You can optionally put in search criteria to narmow down the list

Usarr Batch Load

Account Mansgamam If you do not have a repont. you can prass New Report’ to build a new report.

Group Management Mota: Filas are held an our saners for 30 days, and than thay will be remavad fram the system

Profile Management Search Critena
Harcode Management Repor Hame: From Date e
To Date MMddYYY Report Satus v
Reports
|Search

Helerences

Usar "% for wild card searches

LT Dovnload File|

O JanuarySampleRegort Training 12 0222010 11:29:01AM
O 7 1105 30AM 0177272010 11 05 49AM

DBatch Process ID

Processed Date

In Process

(First] |Preious| Page1of1  |blext| |Last)

VALIDUS & Admin Version: 20030530
£ 2010 by AT, Inc. All nghls od

Friday, January 22, 2010

Click the Refresh button to update the status. Note that the report is now "in process”.
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(& vaLIDUS ® : Virtual Test Center Cansole: WorkKeys

Virtual Test Cent

WorkKeys
ini i LOGOUT
k ’-— WorkKeys Training Site

Home R xport Examinee

My Account
g This screen allows you to both retrieve previously generated reports and create new reports. Each report is held on the system as a file that you can download and print. To download an

User Management 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’
T T button and the list of reports that you have created will be displayed. You can optionally put in search criteria to narrow down the list.
ser Batch Loa

Account Management If you do not have a report. you can press "MNew Report’ to build a new report.
Group Management MNote: Files are held on our servers for 30 days, and then they will be removed from the system_

Profile Management Search Criteria

Reports Portal
To Date: |:| MM/ddryyyy Report Status:

Reports

References
Use "%" for wild card searches.

L&) Download Fil

< JanuarySampleReport Training123 01/22/2010 11:29:01AM 01/22/2010 11:29:24AM Processed 41706
C SampleReportforDecember Training123 01/22/2010 11:05:30AM 01/22/2010 11:05:49AM Pri sed 41700

Page 10f 1

VALIDUS ® Admin Version: 20030530
© 2010 by ACT, Inc_ All rights reserved.

The report has now been processed.
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User Management
User Hatch Load
Account Management
‘Group Management
Proflle Management

Barcode Management

Reports

Helerences
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Reparts - Export Examines

Thiz screen allows you to both retrieve previcushy genserated reports and create new reperta. Each repon is held on the systam as a file that you can dewnlead and print. Te download an
innsting regoel, snply select thee nepee from the st belav and § e Tavrdoiad Fili' bustton Risports ane downloaded as 2y files. 1 thene ane no reponts depiped, | o B
button and the list of reponts that you have created will be displayed. You can optionally put in search criteria to narmow down the list

If you do not have a repont. you can prass New Report’ to build a new report.
Meta: Filas are held an our sanars for 30 days, and than thay will be remaved fram the systam
Search Critena
Report Mame: From Date MMy
To Date. MMddYYY Report Satus v
|Search

Usar "% for wild card searches

LR RN Download File New Report

[@_ JanuarySampleReport Training123 OL2ZZ010 11:29:014M 01222010 11:25:24AM Processed 41706
Q

11.05.30AM D1/22/2010 11.05 49AM Pro

41700

Fiest| Previous, Page 1of1  |Mext| |Last

VALIDUS @ Admin Version: 200,
£ 2010 by AT, Inc. All nghls

Click the Download File Button.
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Thiz screen allows you to both retrieve previcushy genserated reports and create new reperta. Each repon is held on the systam as a file that you can dewnlead and print. Te download an
User Management innsting regoel, snply select thee nepee from the st belav and § e Tavrdoiad Fili' bustton Risports ane downloaded as 2y files. 1 thene ane no reponts depiped, | o B
button and the list of reponts that you have created will be displayed. You can optionally put in search criteria to narmow down the list

LOGOUT

User Hatch Load
If you do not have a repont. you can prass New Report’ to build a new report

Account Management
| Fila Download
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Barcode Management Regort Hame: g

To Date,
Reports

Helerences
Usar "% for wild card searches

2 trust thes snusee, da rot npen o New Report,
m Datch Process ID -

Report Hame

@ JanuarySampleReport Training123 OL2ZZ010 11:29:9AM 01222010 11:25:24AM Processed 41706
@ 1] 11.05 308 D1/22/2010 11.05 49AM Pro 41700 v

First|  Previous fge 10f 1 |Mect|  |Last

VALIDUE @ Admin Version: 20030530
£ 2010 by AT, Inc. All nghls od

Click Open

Friday, January 22, 2010

on the File Download window.
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User Management

User Batch Load
Account Management
Group Management
Profile Management
Barcode Management

Reports Portal

References
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% WinZip - 41706JanuarySampleRepori[1].zip
File Actions View Jobs Options Help

- G 5 [ By v 8 @ [y &
4 ‘J \ d . LJ? (s @ ! J
Mew Open Favorites Add Extract Encrypt Yiew CheckOut Wizard  View Style

Mame Type .
- . X file that you can download and print. Tc
B4 1706JanuarysampleReport csv | Microsoft Office Excel CommaSe. 4 ey o ¥ reports displayed, pres

This screen allows
existing report, si
button and the list

If you do not have

Note: Files are hel

Search Criteria

Report Name
<

900

To Date}selected O files, 0 bytes

Use "%" for wild card searches.

Select and IR ESH
@  JanuarySampleReport Training123 01/22/2010 11:29:01AM 01/22/700 11:29:24AM Processed 41706
O SampleReportforDecember Training123 01/22/2010 11:05:30AM 01/22/2010 % Processed 41700

Page 1 of 1

VALIDUS & Admin Version: 20030530
© 2010 by ACT. Inc. All rights reserved.

A WinZip window opens. Double click the file to open it in Excel.

Page 19 of 21



Export Examinee Quick Start Guide Friday, January 22, 2010

£ hitps | tesbadnmistration.ong

] B Wity iz | [+2][ % |

P x @sown B e
Ji Fevertns | s @ Sungestod Stes = 4¢3 The Account - Nokensl Care... 8] New dome redm 8] -— 8] Testror T- logh A°T AT Conter Op Resource ... 8] Uve Mesting il
SR VALIDUS @ : wirtusl Test Cenker Conscle: Werkkews ...
B _ 25

Optn  Favortes

Hame -
Thiz screen allows . file that you can dewnlead and print. To download an
User Management st oo, san] 708 sy Saplespurt oo Mirosohl, Office Bxcel Conena 3.4 ' yhneis e o repeats desplped, B —
buttan and the list 3

Usarr Batch Load

Account Management Ifyou do nat have 3

Group Management Meta: Filas s hald
Profile Management Search Critzna Do you want lo upen ths le?

Barcode Management

Report Name, EE Mamer 41706 loruarySompinfteport  cov
¢ ! Ty Hiosoll. s Excel Conmna Separsbed Vakuss Fle s
To Dat
Reports [ oven | [ cawm |

Helerences

| oy ek befione opening this type of fle
Usar "% for wild card searches @ .

@ hatm pour computed If wou 3 net tiust the sousce, X not open this
e W' e k]

G
m Report Hame

|Swams  |Batch Process D g

UpRaauTY Lan rivuwsaed Date

& JanuarySampleReport Training123 U2Z2010 11:29:01AM P 12272010 11:28:24AM Processed 41706
@ 1] 11.05.30AM ONZ272010 11.05 49AM 41700

(First] |Presious| Page 1of1  |Next| |Last

VALIDUE @ Admin Version: 20030530
£ 2010 by AT, Inc. All nghls od

Click open on the WinZip window.
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A

[ K| L |

| Export Examinee Report

_Report Date / Time: 0172262010
| Export Type: Al
\From Date: 01012010
_|End Date: 012272010
usemarma
LincolnAG7285
LincalnAg7 286
|LincalnAR7 265

_ AndrewABE070
AndrewA3B070

_ AndrewABE070

_ RaisinAd2458

passward  firsthlame
Inddrgy]  Abe

I Abe

|9n9dr§§‘ !Ahe
2211975 Adam
2211975 Adam

22115975 Adam

middleName lastMame  dateOfBith employeeld |address!

Lincoln linabe
Lincoln linabe
Lincoln linabe
Andrew 2NNG75 andrewsd 321 Oth street
Andrew 2NNG75 andrewad 321 th street
Andrew 2NNG75 andrewsd 321 Oth street

Raisin licence

address? c

e

state zipCode email

Forest WA | BBa04
Forest WA | 63504
Forest WA | BBa04

This is a partial sample of the Export Examinee Report after it has been downloaded in Excel.

Do not hesitate to contact us if you have any questions.

800/WORKKEY (967-5539)
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