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SARCompetence Test

Administrator Guide

This documenhas been createtb assistSAF ¢éstadministrators inusing and maintaininthe
SAF competence test sitik.also shows administratorshow to get the mostelevant
information fromthe reportsection
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As aMaster Administrator youare responsible for setting uggccountsandaccessgall SAF
reports for your company.

Administratorsare also responsible for maintaining detafsindividual userso ensure tests
are retaken annuallyral staff details are up to date.dninistrators are als@xpected to
respond to anyechnicaldifficulties raised by staff.

Amendments to accountsayonly be madéy the Master Administrator or an allocategub-
administrator for the group.

Branch Maintenance:

Use the Branch function to set up departments or locations for your company, eag. dffice
or London office. If you only add one branch all staff will be registered under this. To add
branches:

1. Open the administration tab
2. Click on branch maintenance
3. Click on add new branch and enter details

You will need to give each branch a collgou do not haveades for existing branches with
your company you can either number branches or enter a shorteoele, for example, Head
Officecould be HQ.

You can also edit the names of existing branches while in the branch maintenance tab.

Role Maintenance
There aréwo main administratoroleswhich can be assigned to a user.

1. Administrator:
Branch administratorsan register userglownloaduser records and assessment results only
for the branch assigned to therslobal administratorsan creag¢, amend and view role branch
and assessment details for all users in company.

2. Monitor:
Branch and global monitors can be assigned to monitor compecords,however they are
unable to edit or amend user records.

The majority of registered users will be neither an administrator nor a monitor. These
individuals will not be able to access company records, but will log in simply to take the test.



The status of the usaran be assigned wheadding new userssee segon below.

Add roles for users:
Before adding users you must first make sure that you have adgedificroles within your
company.To do this:

1. Open the Administration tab
2. Click on Role Maintenance and add a role, usually the job title of the individual.

Add a new user:

Open the administration tab

Click on user maintenance

Click on add new user tab at bottom of page
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also choose to make this person an administrator at the stage if you wish.
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address for the individual their log in details will also be emailed to them.
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Figurel: Adding new users

Edit individual user details:
1. Open the administration tab



2. Click oruser maintenance
3. Click on edit tab by the individual that you wish to ameYidu will then be able to
change details.

De-registering individuals on SAF competence test site
1. Open administration tab

Click on user maintenance

Find the individual that yorequire

Click on edit next to their name

On their profile change @ive toNOT Active
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Figure2: DeregisteringIndividuals
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Guide to Reports

Reports can only be accessed by Master Administrator or allocateddministrator within
the group.The system provides the following reports:

User Progress Report

This shows yoindividualS Y LJt 2 pré&®<¥ou can use this report to see which of your
employees haveassedand those that havéailedthe test You can also see whose test has
expired and is due to be retaken.

Click on the individais details tab to find out how many tests the individual has taken. Click on
each test to see the exact score achieved for that test.
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Figure3: User Progress Report

Topic Analysis Report

This reprt allows you to see how wedlach topiowithin the testhas been tackled by the
company as a whole. This helps you to identify how your training programme is working and
which sections, if any, neadore focus.



Test Activity
Allows you o see each individuals status i.e. passed, failed, abandoned.

Click on the individuals details tab to see full coaching report, this shows you the individuals
score and what questions were answered correctly or incorrectly allowing you to develop a
persmalised training plan.
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Figure4: Test Activity Report

Test Status Report

Gives you the date of when each individuals test expires. Click on the individuals name for a full
test history.

Export data

Allows you tcexport your data tcan Excel spreadsheetrou can theriorward the data to your
training manager and relevant individuals within your company.



Useful test features

How to: Accessindivi duals test results:

Under reports setion, openthe progress report
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Under test history click on details of most current test dadesee a reporbf percentage of
pass / failand also how well each individual topic within the test was tackled.

How to: And out who has taken the test/ whose test has expired:

Under reports sectiompen thetest status report,
From here you can click on they’ R A @defitizto Ge@ & they have attempted the test and
what areas they may need additional training on.

Figure5: Test Status Report



