Creating an Account

VocFit.com



Step 1. Login

1 After typingwww.vocfit.cominto the web search bar, you will be taken to the VocFit.com homepage.
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http://www.vocfit.com/

Step 2. Creatan Account

1 Unless you already have an email associated witrsiteg you will need to create a new account.
T /ftA01 2y GKS NBR odzidiz2zy Fd GKS (2L NAIKG 27

VocFit.com

Customized Employment Support

Assessing the abilities of individuals with disabilities, one smile at a time.
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Step 3. Register

1 Once taken to the next page, fill

T

out all of yourinformation REGISTER

including the email that you
would like your account to be
under.

Once you have entered the First name
information, click the red
d W S dA a l:l é N\h’ 0 dZ[j [j Last name

left of the screen

Email
Phone number
Birth year
Gender

Male

Password

Password confirmation

If you complete registration and get an errtinere mayalready be an accourdreated with the email you are using
0 Try returning to the last page and using tkbailto login.
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Creating an Organization

VocFit.com



Step 1Register a New Organization

Dashboard Account Admin ~ Logout

Cambiar a espanol

dashboard. This is your
homepage for your account
where you can access all of th
organizations you are a part of.

9 If you ever need to return to
your dashboard click on the
button that says dashbodrin
the right hand corner

I To create a new organization,
click thered dRegister a new
hNBFYATFGA2YyE

9 After creating your account, you o
will be brought to your VOC F] t ° C O m

JI

DASHBOARD

Organizations

Select an Org jon-ta_continue. You can also

Register a new Organization




Step 2 Fill in Information and Creat®rganization

You will be taken to the

register organization page.
Follow the steps to fill outlh

of the information about your
organization. You will be giver
an error ifany of the required
fields are not filled in.
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will give you a mock job to
practice using vocfit.com and
present you with an example
of how it can be used.

1 Once all fields are filled out,
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Line two

Line three

City

State

N/A

Zip code

Country

Not in the list

Opt in to the discovery job bank.
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Joining arexisting Organization

VocFit.com



Step 1/ f AR@duestito Join an Organization
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DASHBOARD

Organizations

Select an Organizatipn to continue. You can also

Register a new (Organization

Request to Join an Organization



Step 2Search for Organization ai®knd Request
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REQUEST TO JOIN AN ORGANIZATION

Request to Join an Organization

Search for an organization:
Organjization

Add



Adding EditingTeaches/Trainers/Coaclesin
YourQOrganization

VocFit.com



Step 1. Select yorganization from your Dashboard
1

After creating an organization you should see it listedf RS Ny S I (i K
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Select your Organization
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DASHBOARD

Organizations

Select an Organizati

@n to continue. You can also

Register a new Organization

VocFit Test Training (Other - specify)

Request to Join an Organization
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1 Anytime you would like
to edit your
2NE | YT E A2 VOCFIT TEST TRAINING
information, add users,
or add sites you can do
so through the grey
dalyl3S hNH
button.

9 In this tutorial we will
be focusing on adding
users to your
organization

1 To add a user to your
Zriarz;tll_og SQEIe(ﬁ tlt};/You are a member of the following Sites
button on the far left of Main

the screen

Manage ization

Students/Interns/Workers and Jobs

Manage Students/Interns/Workers Manage Jobs
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f To add a@eacher/trainer/coachor editthe SEA &G Ay 3 dzaSNB AY

of the screen
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MANAGE: VOCFIT TEST TRAINING

Back to Organization

Edit Organization

Manage Teacher/Trainer/Coach

Manage Sites

Basic Information

Account Status: Premium
Created: Fri, Mar 27, 2020 6:58 PM
Type: Other - specify

Total Annual Enrollment: 0
Other: TEST

Address:

1234 678th Street
Anywhere, CO 11111 US
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1 You will then be directed to the
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1 You should see your name, email
address and role listeds
GhNBFEYATFGAZ2Y |
the creator of the organization.
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Teacher/Trainer/Coacto
hNBFYAT FGA2y ¢ 2 -
of the screen to continue adding MANAGE USERS: VOCFIT TEST TRAINING
new users.

B
VOC F] t © C O I I l Dashboard Account Admin ~ Logout

Cambiar a espanol

Add Teacher/Trainer/Coach To Name Email Role Actions

Organization

Back To Organization



Step 5Add User Information

1 You will then be directed to the
Ftft2Ay3a LI 3S

AR AT A ADD USER TO VOCFIT TEST TRAINING

you would like to add to your
organization. If they do not
have an account with
VocFit.com, they will be sent
an email to create one Back To Organization Email

1 Select what role you would like  teachers/Trainers/Coaches
this user to have.

f aLyaidNdHzOG2NE 3
ability to create jobs, workers, Rote
and run job matching reports. Instructor

f ahNBIYyAT I GAZY
user the same abilities as the
individual who created the
organization. Caadd users /
and edit organization settings
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WITHOUT SELECTING SITES, USER WILL NOT HAVE ACCESS@TO ANY@ATAE 2dz F RR Y2NB aAdSa G2 @&2dzNJ 2N
learn how), users can be added to multiple sites or just one.
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If a user does not already exist with this email, an invitation will be sent.

<

**You can repeat this process to add more users to your organization.



Step 6. Viewing Users

1 If user was successfully
MANAGE USERS: VOCFIT TEST TRAINING
should pop up with their
email under the list of users
in your organization as
shown in the image to the
left.

9 If the user was new to Add User To Organization
vocfit.com and an email
request was sent to eate an
account, you wilNOTsee
their name. You will only see
GKSANI a9Yl Af €
they create their account.

1 You will know once they have
activated their account
because their name will be
tA _a USR dZ')/ R Sm\ test@vocfittest.com Instructor .
section as shown ithis
example

Organization User created successfully.

Back To Organization

Name Email Role Actions



Step 7. Editing Users
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MANAGE USERS: VOCFIT TEST TRAINING

Add User To Organization Organization User created successfully.

Back To Organization

Name Emai Role Actions

VocFit Test test@vocfittest.com Instructor



Step7. Editing Users

1 In this window you
wagiumN EDIT USER ROLE FOR: VOCFIT TEST TRAINING
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1 You can also select
a WSYQ @S : Email

., Back To Organization Users

h NH I y Al Ld test@vocfittest.com
would not long like (_Remove User from Organization )
. . Edit the User Account to change the email address.
this user to be mr/
your organizatio
T {StSOoG & Instructor

when finished \
editing role
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Adding, Editing Sitas Your Organization

VocFit.com



Step 1. Select yorganization from your Dashboard
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I Select your Organization

DASHBOARD

Organizations

Select an Qrganization to continue. You can also

Register a new Organization

VocFit Test Training (Other - specify) [ Premium ]
Request to Join an Organization
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9 In this tutorial we will be focusing on adding sites to your organization
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