
 

 

 

Creating an Account 
VocFit.com 

 

 

 

  



Step 1. Login 

¶ After typing www.vocfit.com into the web search bar, you will be taken to the VocFit.com homepage. 

¶ /ƭƛŎƪ ά[hDLbέ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ƘƻƳŜǇŀƎŜΦ ¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ŀ ƴŜǿ ǇŀƎŜΦ  

 

 

 

  

http://www.vocfit.com/


Step 2. Create an Account 

¶ Unless you already have an email associated with the site, you will need to create a new account. 

¶ /ƭƛŎƪ ƻƴ ǘƘŜ ǊŜŘ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ǘƘŀǘ ǎŀȅǎ ά/ǊŜŀǘŜ ŀƴ !ŎŎƻǳƴǘέ ŀǎ ǎƘƻǿƴ ƛƴ ǘƘŜ ǎŎǊŜŜƴǎƘƻǘ ōŜƭƻǿΦ  

 

  



Step 3. Register 

¶ Once taken to the next page, fill 

out all of your information 

including the email that you 

would like your account to be 

under.  

¶ Once you have entered the 

information, click the red 

άwŜƎƛǎǘŜǊέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ 

left of the screen. 

 

 

 

 

 

 

 

 

 

 

¶ If you complete registration and get an error, there may already be an account created with the email you are using. 

o Try returning to the last page and using that email to login.  

o Click άŦƻǊƎƻǘ ǇŀǎǎǿƻǊŘέ ƛŦ ȅƻǳ Řƻ ƴƻǘ ǊŜƳŜƳōŜǊ ǘƘŜ ǇŀǎǎǿƻǊŘ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘƛǎ ŀŎŎƻǳƴǘ. 

  



 

 

 

 

 

Creating an Organization 
VocFit.com 

 

 

  



Step 1. Register a New Organization 

 

¶ After creating your account, you 

will be brought to your 

dashboard. This is your 

homepage for your account 

where you can access all of the 

organizations you are a part of.  

¶ If you ever need to return to 

your dashboard click on the 

button that says dashboard in 

the right hand corner. 

¶ To create a new organization, 

click the red άRegister a new 

hǊƎŀƴƛȊŀǘƛƻƴέ ōǳǘǘƻƴ. 

 

 

 

 

 

  



Step 2. Fill in Information and Create Organization 

 

¶ You will be taken to the 

register organization page. 

Follow the steps to fill out all 

of the information about your 

organization. You will be given 

an error if any of the required 

fields are not filled in. 

¶ [ŜŀǾŜ ǘƘŜ ŎƘŜŎƪŜŘ άƻǇǘ ƛƴ ǘƻ 

ǘƘŜ ŘƛǎŎƻǾŜǊȅ Ƨƻō ōŀƴƪέΦ ¢Ƙƛǎ 

will give you a mock job to 

practice using vocfit.com and 

present you with an example 

of how it can be used.  

¶ Once all fields are filled out, 

ŎƭƛŎƪ ǘƘŜ ǊŜŘ ά/ǊŜŀǘŜέ ōǳtton. 

 

  



 

 

 

Joining an Existing Organization 
VocFit.com 

  



Step 1. /ƭƛŎƪ άRequest to Join an Organizationέ  

¶ /ƭƛŎƪ ǘƘŜ ǊŜŘ άwŜǉǳŜǎǘ ǘƻ Wƻƛƴ ŀƴŘ hǊƎŀƴƛȊŀǘƛƻƴέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ƳƛŘŘƭŜ ƻŦ ȅƻǳǊ ǎŎǊŜŜƴΦ  

  



Step 2. Search for Organization and Send Request 

¶ ¢ȅǇŜ ƛƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ȅƻǳΩǊŜ ƘƻǇƛƴƎ ǘƻ ŦƛƴŘ ƛƴ ǘƘŜ ǎŜŀǊŎƘ ōƻȄΦ  

¶ Click on the one you would like to join and click ǘƘŜ ǊŜŘ ά!ŘŘέ ōǳǘǘƻƴΦ ¢Ƙƛǎ ǿƛƭƭ ǎŜƴŘ ŀ ǊŜǉǳŜǎǘ ǘƻ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ŀŘƳƛƴΦ LŦ ǘƘŜȅ ŀŎŎŜǇǘ ȅƻǳΣ ǘƘŜ 

organization will then appear ƻƴ ȅƻǳǊ ŘŀǎƘōƻŀǊŘ ǳƴŘŜǊ άhǊƎŀƴƛȊŀǘƛƻƴǎΦέ  

  



 

 

 

 

 

Adding, Editing Teachers/Trainers/Coaches in 

Your Organization 
VocFit.com 

  



Step 1. Select your Organization from your Dashboard 

¶ After creating an organization you should see it listed ǳƴŘŜǊƴŜŀǘƘ άhǊƎŀƴƛȊŀǘƛƻƴǎέ ƛƴ ȅƻǳǊ ŘŀǎƘōƻŀǊŘ ǎŎǊŜŜƴ όȅƻǳ Ŏŀƴ ǊŜǘǳǊƴ ǘƻ ŘŀǎƘōƻŀǊŘ ŀǘ ŀƴȅ ǘƛƳŜ 

ōȅ ŎƭƛŎƪƛƴƎ ά5ŀǎƘōƻŀǊŘέ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǿŜōǎƛǘŜ ϝƴƻǘ ǎƘƻǿƴ ƛƴ ǘƘƛǎ ƛƳŀƎŜϝύ. 
¶ Select your Organization.   



{ǘŜǇ нΦ /ƭƛŎƪ άaŀƴŀƎŜ hǊƎŀƴƛȊŀǘƛƻƴέ 

 

¶ Any time you would like 

to edit your 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 

information, add users, 

or add sites you can do 

so through the grey 

άaŀƴŀƎŜ hǊƎŀƴƛȊŀǘƛƻƴέ 

button. 

¶ In this tutorial we will 

be focusing on adding 

users to your 

organization  

¶ To add a user to your 

organization, select the 

άaŀƴŀƎŜ hǊƎŀƴƛȊŀǘƛƻƴέ 

button on the far left of 

the screen 

  



{ǘŜǇ оΦ /ƭƛŎƪ άaŀƴŀƎŜ ¢ŜŀŎƘŜǊκ¢ǊŀƛƴŜǊκ/ƻŀŎƘέ 

¶ To add a teacher/trainer/coach or edit the ŜȄƛǎǘƛƴƎ ǳǎŜǊǎ ƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΣ ǎŜƭŜŎǘ ǘƘŜ ōƭǳŜ άaŀƴŀƎŜ Teacher/Trainer/Coachέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ŦŀǊ ƭŜŦǘ. 

of the screen. 

  



{ǘŜǇ пΦ /ƭƛŎƪ ά!ŘŘ Teacher/Trainer/Coach ǘƻ hǊƎŀƴƛȊŀǘƛƻƴέ 

¶ You will then be directed to the 

ŦƻƭƭƻǿƛƴƎ ǇŀƎŜ ǘƛǘƭŜŘ άaŀƴŀƎŜ 

¦ǎŜǊǎΥ όƴŀƳŜ ƻŦ ƻǊƎŀƴƛȊŀǘƛƻƴύέΦ  

¶ You should see your name, email 

address and role listed as 

άhǊƎŀƴƛȊŀǘƛƻƴ !ŘƳƛƴέ ƛŦ ȅƻǳ ǿŜǊŜ 

the creator of the organization.  

¶ {ŜƭŜŎǘ ά!ŘŘ 

Teacher/Trainer/Coach to 

hǊƎŀƴƛȊŀǘƛƻƴέ ƻƴ ǘƘŜ ŦŀǊ ƭŜŦǘ ŎƻǊƴŜǊ 

of the screen to continue adding 

new users. 

  



Step 5. Add User Information 

¶ You will then be directed to the 

ŦƻƭƭƻǿƛƴƎ ǇŀƎŜ ǘƛǘƭŜŘ ά!ŘŘ ¦ǎŜǊ 

ǘƻ όbŀƳŜ ƻŦ hǊƎŀƴƛȊŀǘƛƻƴύέ  

¶ Type in the email of the user 

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  

¶ Select what role you would like 

this user to have.  

¶ άLƴǎǘǊǳŎǘƻǊέ ƎƛǾŜǎ ǘƘŜ ǳǎŜǊ ǘƻ 

ability to create jobs, workers, 

and run job matching reports.  

¶ άhǊƎŀƴƛȊŀǘƛƻƴ !ŘƳƛƴέ ƎƛǾŜǎ ǘƘŜ 

user the same abilities as the 

individual who created the 

organization. Can add users 

and edit organization settings.  

¶ bŜȄǘΣ ǎŜƭŜŎǘ ǿƘƛŎƘ ǎƛǘŜǎ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƘŀǘ ǳǎŜǊ ǘƻ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻΦ άaŀƛƴέ ƛǎ ǘƘŜ ǎƛǘŜ ǘƘŀǘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǇƻǇǳƭŀǘŜǎ ǿƘŜƴ ȅƻǳ create an organization. 

WITHOUT SELECTING SITES, USER WILL NOT HAVE ACCESS TO ANY DATAΦ hƴŎŜ ȅƻǳ ŀŘŘ ƳƻǊŜ ǎƛǘŜǎ ǘƻ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴ όƎƻ ǘƻ ά!ŘŘƛƴƎ {ƛǘŜǎέ ǘǳǘƻǊƛŀƭ ǘƻ 

learn how), users can be added to multiple sites or just one.  

¶ hƴŎŜ ŦƛƴƛǎƘŜŘΣ ǎŜƭŜŎǘ ά!ŘŘέ. 

 

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



Step 6. Viewing Users  

¶ If user was successfully 

added, the following page 

should pop up with their 

email under the list of users 

in your organization as 

shown in the image to the 

left.  
¶ If the user was new to 

vocfit.com and an email 

request was sent to create an 

account, you will NOT see 

their name. You will only see 

ǘƘŜƛǊ ά9Ƴŀƛƭέ ŀƴŘ άwƻƭŜέ ǳƴǘƛƭ 

they create their account.  
¶ You will know once they have 

activated their account 

because their name will be 

ƭƛǎǘŜŘ ǳƴŘŜǊ ǘƘŜ άbŀƳŜέ 

section as shown in this 

example 

 

  



Step 7. Editing Users 

¶ Lƴ ǘƘŜ ƳŀƴŀƎŜ ǳǎŜǊǎ ǎŎǊŜŜƴ ȅƻǳ ŀƭǎƻ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ά9Řƛǘέ ȅƻǳǊ ǳǎŜǊǎΦ  
¶ SŜƭŜŎǘ ά9Řƛǘέ ƻŦ ǘƘŜ ǳǎŜǊ ȅƻǳ ǿƻǳƭŘ ǿƛǎƘ ǘƻ ŜŘƛǘ.  



Step 7. Editing Users 

¶ In this window you 

Ŏŀƴ ŜŘƛǘ ǘƘŜ άwƻƭŜέ 

of the user to either 

άLƴǎǘǊǳŎǘƻǊέ ƻǊ ǘƻ 

άhǊƎŀƴƛȊŀǘƛƻƴ 

!ŘƳƛƴέ. 

¶ You can also select 

άwŜƳƻǾŜ ¦ǎŜǊ ŦǊƻƳ 

hǊƎŀƴƛȊŀǘƛƻƴέ ƛŦ ȅƻǳ 

would not long like 

this user to be in 

your organization. 

¶ {ŜƭŜŎǘ ά¦ǇŘŀǘŜέ 

when finished 

editing role. 

  



 

 

 

 

 

 

 

Adding, Editing Sites in Your Organization 
VocFit.com 

  



Step 1. Select your Organization from your Dashboard 

¶ !ŦǘŜǊ ŎǊŜŀǘƛƴƎ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴ ȅƻǳ ǎƘƻǳƭŘ ǎŜŜ ƛǘ ƭƛǎǘŜŘ ǳƴŘŜǊƴŜŀǘƘ άhǊƎŀƴƛȊŀǘƛƻƴǎέ ƛƴ ȅƻǳǊ ŘŀǎƘōƻŀǊŘ ǎŎǊŜŜƴ όȅƻǳ Ŏŀƴ ǊŜǘǳǊƴ ǘo dashboard at any time 

ōȅ ŎƭƛŎƪƛƴƎ ά5ŀǎƘōƻŀǊŘέ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǿŜōǎƛǘŜ ϝƴƻǘ ǎƘƻǿƴ ƛƴ ǘƘƛǎ ƛƳŀƎŜϝύ. 

¶ Select your Organization. 

  



{ǘŜǇ нΦ /ƭƛŎƪ άaŀƴŀƎŜ hǊƎŀƴƛȊŀǘƛƻƴέ 

¶ !ƴȅ ǘƛƳŜ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŜŘƛǘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ŀŘŘ ǳǎŜǊǎΣ ƻǊ ŀŘŘ ǎƛǘŜǎ ȅƻǳ Ŏŀƴ Řƻ ǎƻ ǘƘǊƻǳƎƘ ǘƘŜ ƎǊŜȅ άaŀƴŀƎŜ hǊƎŀƴƛȊŀǘƛƻƴέ ōǳǘǘƻƴ  

¶ In this tutorial we will be focusing on adding sites to your organization  

¶ ¢ƻ ŀŘŘ ŀ ǎƛǘŜ ǘƻ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΣ ǎŜƭŜŎǘ ǘƘŜ άaŀƴŀƎŜ hǊƎŀƴƛȊŀǘƛƻƴέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ŦŀǊ ƭŜŦǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴ 

  


