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Customize Your Account 

1. Settings 
a. Score Delivery Orders 
b. Score Report Options 
c. Manage Users 
d. Equal Employment Opportunity Demographics 

2. Advanced Options 
a. Custom Applicant Data 
b. Manage Requisitions 
c. Manage Filters 

3. Reports 
4. Customizing Message to Email Test Invitations 
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SETTINGS 

 

Score Delivery Orders 
Allows you to add email addresses to always receive a copy of the test scores.  Choose between the formats of HTML, 
CSV, ASCII and PDF.  By default, your profile already includes your email address so you do not need to add your email 
address if you are the user.  Only choose this option if you want to include another email to always receive a copy. 

 

Score Report Options 
By default, the testing program will always email you a copy of the scores, as well as save a copy to your account.   The 
test taker will NOT receive/see their test scores. 

 Display After Test: 
o Should you want the test taker to automatically see their score, you can change this setting here. 

 Show Applicant Info: 
o This will include any additional applicant information added to your account (see Advanced 

Options).  By default, this setting is turned on. 
 Applicant may request a copy of score 

o If you would like to offer this as an option, select this box.   

 

Manage Account Users 
Do you need additional administrators/users?  You can add them here or edit/delete existing administrators.  You can 
also email us and we will add the user for you. 

 Click on Add and enter the new user’s information.   
 You can select specific User permissions. 
 When you add a user, our system will automatically email that user their login.  I would recommend 

following that email up with a separate email that includes the following user guides: 
o Total Testing Quick Start Guide – to learn how to use your skills testing account 
o Unproctored Test Guidelines  - if you are testing remotely. 
o General  Microsoft Scoring Guidelines –  
o Technical Help/FAQs – lots of tips and support information here! 
o How do I demo a test? – this is a great way to review a test 
o Administrator Tools – want to customize your account? 

 

Equal Employment Opportunity Demographics 
With this setting enabled, 3 required data fields including race and gender must be completed when the applicant logs 
in to take a test, before the applicant will be allowed to proceed.  By default, this setting is turned off. 
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ADVANCED OPTIONS 

 

Custom Applicant Data 
This feature allows you to capture additional applicant data when you test taker starts their test 
session.   

 

 

 

 

 

 

Select Add to 
Add a new 

field 

You can make this 
field required and If 
you want them to 

choose from a list or 
enter text.  

We have added 
a Phone 

Number Field 
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Manage Requisitions 
Requisitions are job identifiers (job names, identifying numbers, departments, or cost centers as an example) that you 
can input into the system. Inputting requisition information allows you to:  

1. Attach a requisition to a testing session 
2. Search the reporting database for tests that have been completed against specific requisitions 

  

To create a new requisition: 
From the Dashboard… 

1. Click on the Advanced Options option in the Quick Links box. 
2. Click on the Manage Requisitions option. 
3. Click the New button 

To create a new requisition, begin by typing the requisition code, job name or ID in the Name field.  Complete 
the Description field to input a description associated with the requisition.  The Add button appears. Click Add to add 
the requisition to the list on the left. 
 

 
  

Working with Requisitions: 
As noted above, requisitions allow you to do two things: 

1. Attach a requisition to a testing session 
2. Search the reporting database for tests that have been completed against specific requisitions 

Note that requisitions may be applied both to proctored tests and to emailed invitations. 

  
To attach a requisition to a testing session: 

1. From the Dashboard, select the workflow you’d like to use in order to administer a test (i.e. Start Testing Now, 
Email a Test Invitation, Get Test Session Links/IDs) 

2. Select the tests you’d like in your test session and move them to the testing queue on the right. 
3. Click Next 
4. Select the Requisition you want to use for this test session from the dropdown list provided under 

Job/Requisition Name 
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5. Follow remaining workflow to create your test session. When you need to locate test sessions that used a 
specific Requisition, you can search by Requisition. 

 

 

 
To search for a score or scores via requisition: 
From the Dashboard… 

1. Click on the Search for Scores option in the Quick Links box. 
2. Select a requisition as one of the search parameters and adjust your date parameters if necessary to capture all 

tests associated with the requisition if needed 
3. Click Next. 

The results associated with that requisition field will be available for review. 
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Filters 
Test filters limit the view of available tests and allow you to do two things: 

1. You can use test filters to restrict the list of available test titles to a specific group of tests for easy selection. For 
example, the tests you use most frequently regardless of job opening. 

2. You can create a test filter with ten or fewer test titles which you wish to administer as a single session. You can 
then administer the filter as you would a single test title instead of having to select the individual test titles 
each time you wish to administer them. Example: tie a single test or series of tests to a specific job title 
whereby those tests are always used when hiring for that job title.  Name the Filter by that job title: Executive 
Assistant, Sr. Accountant, Customer Service Agent and assign the tests that will always be used for that job title 
to that filter. 

  

Create a Filter 
From the Dashboard… 

1. Click on the Advanced Options option in the Quick Links box. 
2. Click on the Manage Filters option. 
3. Click the Add Filter button 

Type a name for the filter you’d like to create.  Then select the tests you want to include in the filter from the list on the 
left and click on the Add Available button. Click Save.  You’ve created a filter! 
 

 
  

From the Manage Filters option you can also Edit or Delete existing filters by selecting the filter name and making the 
necessary changes. 
  

Working with Filters 
To review the list of tests assigned to a specific filter: 

1. From the Dashboard, select the workflow you’d like to use in order to administer a test (i.e. Start Testing Now, 
Email a Test Invitation, Get Session Links/IDs) 

2. Select your custom filter from the list of available filters shown in Filter Available Tests by…dropdown 
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1. Select the tests in the filter to be given to the examinee and click the Add Available button to move your tests 
to the testing queue on the right. 

 

 

 

 

Reports 
You can run a variety of reports from the dashboard: 

 Account Usage Report 
 Aggregate Report 
 Aggregate Eticket Usage Report 
 Eticket Session Detail Report 
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Customizing Your Test Invitations Emails 

Your test invitation emails can be customized using a variety of 
features: 

 
 

Create a 
template for 
specific 
recruiters or 
jobs.   

Insert Media, 
Image, Link, etc Format using 

a variety of 
options 

Customize a 
message to 

your test taker 


