Adding, Editing Sites in Your Organization

VocFit.com



Step 1. Select your Organization from your Dashboard

e After creating an organization you should see it listed underneath “Organizations” in your dashboard screen (you can return to dashboard at any time
by clicking “Dashboard” at the top right of the website *not shown in this image*).
e Select your Organization.
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Step 2. Click “Manage Organization”

e Any time you would like to edit your organization’s information, add users, or add sites you can do so through the grey “Manage Organization” button
e Inthis tutorial we will be focusing on adding sites to your organization
e To add a site to your organization, select the “Manage Organization” button on the far left of the screen
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Step 3. Click “Manage Sites”

e When an organization is created, a “Main” site is automatically created. However, you have the option to add more sites to your organization.

e To add or edit a site in your organization, select the blue “Manage Sites” button on the far left of the screen.
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Step 4. Add a site to your Organization

e To add a site to your organization, select the blue “Add Site to Organization” button on the far left of the screen.
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Step 5. Add Site Information

e Create a name for the site you are
wishing to create.

*  Next, you have the option of the ADD SITE TO VOCFIT TEST TRAINING
including the Discovery Job Bank for
your site. The “Discovery Job Bank” is
a list of around 50 jobs that already
have been created and are ready to
be used for a job match. By selecting

Back To Sites
this option, these jobs can be
automatically uploaded to your _ -

If you would like to only have the
jobs that you have created in your

© Only show the jobs/Internships | have inputted into this report
Only show the Discovery Job Bank (DJB) in this report

site, click the first option. If you Show both the jobs/internships | have entered and the DJB Jobs in this report
would like both the jobs you have
created and the Discovery Job Bank, Add

click the last option. You can undo
this function at any time.
e Select “Add” when you are finished.



Step 6. Managing your Sites

e You will then be redirected to
the “Manage Sites: Name of
your Organization” page.

e Here you should see the “Name”
of each of your sites, the
amount of “Users” in each site,
and the “Actions” you can do
with each site.

e Through the “Manage” function, Add Site To Organization
you can ADD/REMOVE users
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e Select the “Manage” button to
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Step 7. Adding/Removing Users in your Sites

e You will then be redirected
to the “Manage Site: Name MANAGE SITE: MAIN
of your Site” page.

e Here you can add a user
who is ALREADY part of your
organization to a particular
site by typing in the
individual’s email (it should RICKTOIIES Email
pop up in the drop down Start typing an‘email address.. v
menu if they are part of

Add
your organizatio_
select “Add”.

e You must add a user to your Site Users
organization before you can
add them to a site (go to
“Adding and Editing
Teachers/Trainers/Coaches
in Your Organization” to
learn how to do this).
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users by selectlng Remove VocFit Test test@vocfittest.com
User” next to their name.




Step 8. Editing Sites

e Inthis webpage, you can also select “Edit Site” to further edit the details of this particular site.
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Step 8. Editing Sites

e You will then be
redirected to the “Edit
Site For: Name of your EDIT SITE FOR: VOCFIT TEST TRAINING
Site” page.

e Here you can chance the
“Name” of the selected

site. \
Back To Sites

e You can also change the

Main
status Of the Discovery Remove Site from Organization
. Discovery Job Bank
Job Bank. You can decide Only show the jobs/Internships | have inputted into this report
whether you want these Only show the Discovery Job Bank (DJB) in this report
jObS to be included in » Show both the jobs/internships | have entered and the DJB Jobs in this report

your job list or not.
e Finally, you can “Remove

Site from Organization”
to delete site completely.
e Click “Update” button when finished.



