GED Administrator Site Brief Guide:
Sign Up and User Instructions
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Introduction

This guide provides instructions and screenshots to help you navigate through the process of signing up
for an account to use GED TestPrepped Coaching Program, how to register your students to take the
TestPrepped Profile assessment and accessing your students’ reports.
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User Account Set Up

Once you have watched the GED TestPrepped Coaching course, click the “Sign up for free” button to
sign up for an account to access the GED Administrator Site. You will be taken to the FifthTheory website
where you will enter information needed to get an account for the GED TestPrepped administrator site.
The first screen you will see is a privacy compliance screen that lets you know your email address will be
handled in a secure manner. You will click the Next button to go to start the account set up. On this
screen, you will enter your email address. The email you enter will be used to communicate with you so
please be sure to enter your correct email. Click next to go to the next screen.

Screen 1 of 4

Thank you for your interest in the GED TestPrepped assessment! The
information collected during this sign-up process will be used to create
your online GED TestPrepped assessment account.

Please enter your email address below {we will communicate with you
using this email). By entering your email and clicking the *‘Next’ button, you
agree to our Privacy Notice

http://docs.fifththeoryfusion.com/GED /ft-dpn-GED-educators.pdf

Please enter a3 valid emasail address:

MNext

Mobile Device Disclaimer

On the 2" account set up screen, you will be asked to answer two questions. These questions ask
whether you are a GED educator and whether you have watched the six modules of the TestPrepped
Coaching course. Once you select an answer to these two questions, click next to go to the next
screen. On the 3™ screen, simply enter your first and last name then click next for the final screen.
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Please answer the following:

Screen 2 of 4

Are yvou a GED Educator:
* Please make a selection v |

We encourage you to watch the GED TestPrepped Coaching Course videos before
using this program. Have you watched the videos?
* Please make a selection v |

Next
Please answer the following:
Screen 3 of 4
Please enter your first name:
Please enter your last name:
Next

Now you have signed up for your free account. On the final screen, you will see a message letting you
know that you will receive an email within 2 business days. The email will include a link to the
administrator site along with your credentials to login to the administrator site. This email will come
from FifthTheory. Once you get the email, you will be able to login to the GED Administrator Site.
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Screen 4 of 4

Thank you for signing up to utilize the GED TestPrepped Coaching
assessment!

You will receive an email within 2 business days with your new account information,
link to access the GED administrator site and other login credentials.

Maobile Device Disclaimer

Access Administrator Site

Once you receive an email with the link and credentials for the administrator site, you will be able to
access the site to register students to complete the TestPrepped Profile assessment and view your
students’ reports.

Using the link and credentials from the email, go to the link for the administrator site. Here you will
enter your username and password provided in the email. Later, you can change your password within
the administrator site.

o0
FifthTheory

Login
Username: |winter
Password: |

Language: |English (US) v
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The first screen you will see is the dashboard. The dashboard includes three charts that give a current
snapshot of the students that have completed the assessment and are available to view within the

Administrator Site.
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The three dashboard charts:

e The By Evaluation chart shows how your students are divided by each Test Mastery styles: If
you click on any of the Test Mastery styles, you will be taken to a screen that lists the students
that received that test mastery style.

e The By Position chart shows you the number of students who completed the assessment within
a specific Position. If you click on this, you will be taken to a screen that lists the students that
completed the assessment.

e The By Status chart will show the students number of students who have received the link and
whether their status is Complete or Incomplete. If you click on one of those statuses, you will
see the list of those students.

Next, we’ll talk about registering students.

Register Students

Located on the top menu bar of the dashboard there is a category labeled, “Applicants.” Hover over
“Applicants” to see the dropdown menu. Note, that for GED, the word ‘Applicants’ on the administrator
site refers to students. To register a student, start by selecting ‘Register Applicants’ in the Applicants
menu.

FifthTheory
Loggedinas ]
o
o
@ Register Applicants

B

Last30Days  w

A new screen for registration will open after selecting ‘Register Applicants.” Select the GED Testing
Service under “Select Applicant Event,” select the appropriate unit (there should only be one) under
“Select Location,” select GED Testing Service under “Select Position,” and then click “Register New
Applicant.”

Applicants

4 4 1 Register New Applicant

Once you select “Register New Applicant,” a form where you can register names will pop up. The
registration form has fields to enter first name, last name, and email. Once registered, an email will be
automatically sent to the registered students. If you would like to receive a copy of the email that is sent
to your students, click the box by “Send me a blind carbon copy.” There is an option to register multiple
students at once. You will need to download the template file linked on the screen and paste the

student information in the box provided. You can also click on the “* to add more than one student. If
you click on it 3 times, it will give you the space to enter 3 students at once.
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CRegstermewAwplicnt

Applicant Event Location Position
GED Testing Service 0001 - GED TESTING SERVICES GED Testing Service

Click Here to Download Template File Help

(J send me a blind carbon copy (example@test.com)

[ Clear |
Enter applicant infermation below or paste multiple records here: “

Please note: all fields are required.

Jrrsthame ————— Jlesthame ———— Jemal |
| || [ |

o

Ciear

Note: Students are able to complete the assessment again if they would like to check their progress. You
will need to register the student again.
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Below is an example of the email that students will receive after being registered. This provides students
with information needed to access the assessment and an overview of the purpose of the assessment.
Once a student starts the assessment, students will have 14 days to complete. If the student hasn’t
completed the assessment within 14 days after they started, their registration will be considered
expired. You will need to register them again if they still want to complete the assessment.

Dear FIRST NAME,

You are invited to participate in a program to help you improve your test taking mindset! Improving
your test taking mindset can get you in the right state of mind to prepare for and perform well on the
GED test. Understanding your test taking mindset starts with you completing the GED TestPrepped
Profile assessment. Completing the assessment is easy.

e 14 days to complete — You may leave and resume
* No right or wrong answers

*  Only 10-15 minutes to complete.

* 52 questions

From the date of this email, you have 14 days to complete the assessment. To access the assessment,
please go to: <URL Link Inserted >

After you complete the assessment:
*  You will be emailed your profile report with information about your test taking mindset.
* You will be able to identify actions to improve your test preparation and test readiness.
*  You may talk with your advisor to identify ways you can improve your test taking mindset.

Thank you!

After completing the assessment, the student will receive their TestPrepped Profile report. Here is an
example of the email that students will receive with their reports.

Hello,

Congratulations on completing the GED TestPrepped Profile assessment. You have taken a big step in
your test preparation and are even closer to being ready to complete your GED journey. Your GED
TestPrepped Profile report is ready and is attached to this email.

A copy has also been sent to your advisor who will help you understand what your report means and
actions for your next steps.

You are encouraged talk to your coach/instructor/advisor about what your report means and ideas
for next steps.

Good luck with your GED journey!
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Viewing Student Test Prepped Profile Reports

If you want to view a student’s report, you will need to return to the dashboard screen of the
administrator site. In the top menu bar, hover over “Applicants,” select View Applicants. This will take
you to a screen that will display basic information about students that have assessment records and

their results.

S0
FifthTheory

:;f View Applicants

You may search for students by date, name, or email in the filter section. You will see a list of students
that meet the filter criteria. The triangle symbol beside each name will lead to a new menu that includes
“Individual Report.” Clicking on Individual Report will download a pdf of the GED TestPrepped Profile
Report. You can save or print the report. It may take a minute for the report to generate and appear as a

download.

Administration
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Under the Administration menu, go to User Management. Click on the Edit User icon L to open the
window within which you can change existing user information such as name, email address, location.
Passwords can also be changed in the Updating Existing User window.

Note: changing your email will not change your username. You will need to contact FifthTheory if you

need to change your username.
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UpdateBdstingUser %

Please note: Fields marked with * are required.

Default Role*:

Location®: |CORP - CORPORATE

First Name*: |Example

Fax Number: |

|
|
Last Name*: |Educator |
|
|

E-mail: |example@test.com

For Online Administration Center
Both the Username and Password must conform to the following criteria:

s Between 5 and 10 characters
* Must start with a lower or uppercase letter
+ Can contain lowercase and uppercase letters, numbers and underscores

Username*: |example |

Password®: |essesssss |

Verify Password®: [sssssssss |

|_update il Cancel
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