QRG —HOW TO SET UP THE TEST CENTER GROUP ADMIN ROLE CERTIPORT

A PEARSON VUE BUSINESS

The following instructions will guide you through the setup of the Test Center
Group Admin Role, which will allow you to run and share reports that detail the
exam results from one or more different participating Certiport Authorized Testing
Centers (CATCs).

Accepting the Role of the Test Center Group
Administrator

Note: You must be an Organization Administrator within a CATC in order to view the
results of another CATC, or to share your own results with another CATC.
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Back on the Group Admin page you will be able to view and manage the list of
Test Center Groups you have created. Click the pencil icon to enter the edit menu.
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Important Invitation and Group Membership Notes:

1 Toview the exam results of a CATC other than your own, an Organization
Administrator from the desired center must accept the invitation sent to them
from your Test Group, thereby granting access.
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report, you will need to send an invitation to an Organization Administrator
from each one of those centers from your Test Group.

T If you wish to share exam results from your own center, the CATC requiring
access to your info must create their own Test Group, and then obtain your
permission via one of the invitation methods laid out in this document.

1 There are no restrictions on how many Test Center Groups you may create or
join, nor are there restrictions on where each CATC group member may be
located.

1 The sharing of exam results via Test Groups is one-directional. Only CAT/0&
joining a Test Group are revealing their results. The CATC that created the
group would not have their results divulged until they accepted their own
invitation to a Test Group from a different CATC.

Inviting Test Centers to vour Group

Now you may invite other Testing Centers to your newly created group so that
they may share their exam results with your CATC. There are two methods in which
to perform this action.
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Method One:

1. Log in to www.certiport.com and change the role in the dropdown at the top of
the screen to Test Center Group Admin.

2. Click “View Test Centers” at the end of the row of your desired Test Group.

3. Typein the Certiport ID of the CATC you wish to invite to your Test Group.
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Name: Certiport

Note: The Certiport ID can be found on the home page of the Organization
Administrator role. Example: 12345678

4. Click “Invite Test Center”.

5. At this point an Organization Administrator from the CATC you just sent the
invite to must log in on their end and accept the invitation. The steps to
perform this are as follows:

a. Navigate to www.certiport.com, log in, and select the Organization
Administrator role from the dropdown at the top of the screen.
. Mouse over the Org Profile tab.
c. Click the “Test Center Groups”

ok then. I
d. Click the box: “l agree to share

exam results with all test center
groups in which this testing center is a member”.
e. Ifyou are associated with multiple Testing Centers, you will need to
select the correct CATC that is joining the Test Center Group.
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f.  Click “Accept” to finalize the sharing of exam results.
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Method Two:

In this method, your CATC will enter a Test Center Group ID number that was
provided to you
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