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Accessing the AFBP CareerTech Dashboard  
 

Go to:  www.healthsciencetest.com or www.careertechtesting.com and click on the System Administration link  

 

To access and use the system : 

1. Enter in your assigned username and password to access the system. 

2. Click on Login 

AFBP Dashboard Components : 

1. Add Instructors  & Rosters 

2. View Assessment Credits 

3. Link to Enterprise Manager to print Rosters with participant passwords and Reports for each 

instructor, all instructors, and overall assessment data 

 

http://www.healthsciencetest.com/
http://www.careertechtesting.com/


 9/ 01/2011 

 2 

Your Account  
  

The default screen you are presented with upon logging into the system allows you to see a list of any 

instructors that have been entered into the system for you by the CareerTech Testing Center.  If no instructors 

have been added to the system, you will be able to add them through this interface.  This screen allows you to 

access instructor lists & rosters, assessment credits available, and to link to enterprise 

manager.  

 

It is important to remember that the system will create everything within itself and within Enterprise Manager.  

You can delete students from rosters and instructors from your account within the dashboard.   

However, it will not delete them within the testing system.  If you need to  delete an instructor, a student , 

or a schedule from the testing system, you will need to contact the CareerTech Testing Center to 

permanently delete them from your account.  
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Adding a New Instructor  (CSI) to Your Account  
 

1. Click on Add Instructor  

 

2. Enter in the First Name, Last Name, and Email Address  for an instructor in the given boxes 
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3. Click on Save 

 

If you have multiple instructors  for your institution, you will need to repeat Steps 1 -3. 

 

Once you have clicked on save, an email to the instructor (CSI)  with the CSIôs username and password and 

a link to the dashboard will be automatically triggered by the system.   

If the CSI does not receive an email, the instructor can contact the CareerTech Testing Center to get the 

necessary information to access the system.  The CareerTech Testing Center will not  give out the password for 

an instructor to the Customer Administrator (CSA) ðsite administrator . 
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Student Information  

 

---- Import Template from Website  

1. If you have any problems downloading either template through the interface, you can download it from 

the by clicking  on this link :  

 

2. Click on Roster Template and a file download box will appear 

 
 

3. Click on Save  to save the file to your system and click on OK  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://icat.okcareertech.org/cgi-bin/WebObjects/OKCT.woa/wa/resource?id=f2iwgcFh2u
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4. Choose the location you wish to save the file toðin this example, the file is being saved to the Desktop 

as the default file name of RosterTemplateðand Click on Save . 

 

5. In order to open the file, you will need to browse to the location it was saved to and double-click on the 

file to open.  
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Input Student Data into Roster Template  

 

1. Required Information : First Name , Last Name , Student ID Number , State , Gender , 

Ethnicity , and Level  (grade level).  The columns State, Gender, Ethnicity, and Level have a Drop-

Down menu that you can use to choose acceptable responses for each category.  If you donôt wish to 

provide the studentôs gender or ethnicity, an option of ñRefuse to Answerò is provided.  (Note:  Please 

avoid copying and pasting in formation into the roster and avoid any special characters in 

student names such as apostrophes, dashes, etcé) 

 

2. Once you have entered in all the necessary information for the students that are to be included in this 

roster, you will need to Save  the file. 
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3. When you choose to save the file, you may receive the following error message.  If so, just click on 

Continue  to continue saving the file. 
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Input Student Data Manually  from Dashboard  

1. Click on Instructors tab  

2. Click on Instructors Roster   

 

3. Click on Manage Students  to access the page that will allow you to manually add students to an 

existing roster loaded by the CareerTech Testing Center. 
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4. Click on Add Student  

 

5. Required Information : First Name , Last Name , & Student ID .  For State , Gender , Ethnicity , & 

Level , choose the appropriate response from each of the drop -down menus  provided.  As 

with the Excel template, the option of ñRefuse to Answerò is provided for the Gender & Ethnicity 

information.  
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6. Click on Save to add the student. 

 

7. The student is then added to the roster and the Total Available Enrollments & Credit  totals are 

changed to match the addition of the new student. 
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Group Roster Information  

 

Once all students (participants) are added to the system, you will need to make a note of all groups created for 

individual rosters.  This information will help you later when accessing the Enterprise Manager application to 

pull student (participant) passwords for each roster.   (Note: Instructors (CSI)  can also pull this 

information for each of  their own rosters.)  

1. Click on the Instructor tab  to view all instructors (CSI) f or your institution.  

 

2.  Click on Instructor Rosters  
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3.  The Group Name can now be seen for each roster for a particular instructor. 

 

You will later use each group name listed to access the participants (students) for each roster.  This will be 

important for you to be able to print out a list of each  Rosterôs Participants and Passwords for those 

participants.  You will need to provide this information to each participant (student) for them to be able to 

access the online system.  See Student Access to the Online System  for further information.  

   

 

 
 

 

 

 

 

 



 9/ 01/2011 

 14 

Assessment Credits 
 

1. Click on the Assessment Credits  tab to view all available credits Purchased and Used.   

2. This screen will allow you to see the total number of credits Purchased, Used, and still 

Available  for each assessment ordered. 

 

 



 9/ 01/2011 

 15 

Enterprise Manager  
 

1. Click on the Enterprise Manager  tab to open a new window linking you to the Enterprise Ma nager 

software program.  (Note: If pop -ups are blocked on your system, you will either have to 

allow pop -ups from this site or turn off pop -up blockers)  

 

2. If you do not receive a new window with a login screen, you can click on the Open a New Window 

for Per ception Enterprise Manager  to be taken to the application. 
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3. Enter in the same username and password you used to log-in to the dashboard system and Click on 

Login  

 

Once you have logged into the system, you have two optionsðSystem Administration and Enterp rise Reporter.  

The System Administration option allows you to view participant information , groups, and schedules for your 

institution.  The Enterprise Reporter option allows you to see scores and statistics for participants, groups, and 

assessments. 

System Administration  

----Viewing Participant Information  

1. Click on System Administration  
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Once you have click on System Administration, you have several options to choose from including: 

1. Participants  

2. Groups 

3. Schedules 

Participant s  

This area allows you to view all participants  that have been added to rosters by you or by Instructor s 

(CSI).  This screen will be very important because it will allow you to print out the passwords for 

each participant scheduled.  Since participants are created in the system based upon their 

registration data, instructor name, and the roster that they belong to, it will be important to  note 

this information when pulling passwords for a given instructor and roster.  

1. Click on Participants  
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2. If you have a Single Instructor and a Single Roster, all participants will be listed on this screen.  

 

3. If you have Multiple I nstructor s or Rosters for your institution, you will need to e nter in the 

Group Name  you noted in the Group Roster Information  discussed previously and Click 

on Search . 
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4. If you have more than 25 participants for a single roster, you can click on the drop-down box 

under the Recor ds  Per Page  to view more records on the page. 

 

5. Click on Show Password at the left to show all the passwords for all participants  on the screen 
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6. To Print the list of Participants with Passwords , you will need to do one the following:  

a.  Print Selection  

i. Highlight the list of participants  

 

ii.  Click on File   

 

iii.  Click on Print  

 

 

 



 9/ 01/2011 

 21 

iv. Dot in the Selectio n  option  

 

v. Click Print  

 

b.  Print Screen ðif you have a long list, you may have to do this process more than once 

by scrolling down the screen to catch any participants that are not visible within the 

window  and by repeating Steps i.-iii below  

i. Hold down the CTRL  key and press the Print Screen key  to the right of 

the F12 key 

ii.  Open Microsoft Word  

iii.  Right -click within the document and choose paste or Press CTRL key 

and the V key  

iv. Print the resulting document  

The participant screen also allows you to Filter Participants  (students) for your institution using 

various other parameters and clicking on search .  You can filter participants by the following  

bolded  methods: 

1. Participant ID  ï participantôs last name and student ID together 

2.  First Name ï participantôs first name 

3.  Last  Name ï participantôs last name 

4. Email ï participantôs email address (not required information, so disregard  this option ) 

5.  Details ï particip antôs details (i.e. student id number) 
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Groups  

This area allows you to see all the groups you belong to as a member.  The CSA group that will be 

listed is the primary group that outlines your access to the system.  Any other groups listed will be 

those created by the system for each instructor roster that exists for your institution.  This 

information should mirro r the information in the Group Roster Information  previously 

discussed in the manual. 

1. Click on Groups 

All Groups that you are a member of are listed here.  In this example, you can see the CSA 

group  which is your default group and the roster group  that was automatically created by the 

system for each instructor roster that exists for your institution.  (Note: If you re -import a 

roster  to add students to that roster, that roste r will have two groups associated 

with it.   The o nly differen ce will be the digits after the  instructor name  which 

reflect the date and time that the roster was created .  This will be important when 

pulling reports which will be discussed later in this man ual because you will have 

to select both groups.)  
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Schedules  

This area allows you to see all schedules that have been created for your institution.  If you have 

multiple rosters or instructors, you will see all of them listed together here.   

1. Click on Schedules 

2. If you have more than 25 schedules for your institution, you can click on the drop -down box 

under the Records Per Page  to view more records on the page. 
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There are various ways you can Filter Schedules to view a list of schedules based on a set of 

criteria  and click on search .  You can filter schedules by the following bolded  methods: 

1.  Participant ID ï participantôs last name and Student ID together  

2.   Group Name ï assigned roster name  

3.  Schedule Name ï Name of the assessment  scheduled  

4.  Assessment Name ï Name of the assessment  

5. Test Center ï Name of the test center (disregard this option)  

6.  First Name ï participantôs first name 

7. Last Name ï participantôs last name 

8. Email ï participantôs email address (not required information, so disregard this option)  

 

 

Enterprise Reporter  

----Viewing and Running Reports 

1. Click on Enterprise Reporter  
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There are various reports you will have access to through this screen.  As a CSA, you can run reports that 

include all results, assessments, instructors, etcé from your institution. (Note: Instructors (CSI) are only 

able to access their own results).   The reports that you will have access to are: 

1. Assessment Overview Report ïan overview of results for one or more assessments 

2. Grade Book Report ï table of partici pants and assessments showing scores achieved 

3. Transcript Report  ï list of results for a single participant  

4. Coaching Report ï detailed results for one participant taking one assessment  

5. Score List Report ï list of results for a single assessment 

6. Export for Excel ï list of results for a single assessment in the Excel spreadsheet format 
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Assessment Overview Report  

This report screen provides an overview of results for one or more assessments.  In order to  select 

and view an Assessment Overview Report, you will need to do the following:  

1. Click on Assessment Overview Report 

 

 

 

 

2. On the Main Page Tab , select  report template  to define which report definition or style to 

use, by choosing from a drop-down list of those available to you.  In this example, there is only 

one report available ñAnalyze by groupò, but there may be multiple reports listed in this drop-

down list.  
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3. Click Add  to select one or more assessments to report on from the list of available assessments. 

 

 

 

4. In the pop-up box, select assessment(s) from the list on the left  (CTRL + Left-Click to 

select multiple assessments), Click on Add  to move the selection to the right side, Select 

Finish .  You can also choose All Assessments as well. 
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5. If you need to remove an assessment, you can do so on the previous screen, or you can 

highlight it  here and click Remove . 

 

 

 

6. Once you have the test you want selected, you can View Report  or click on the other tabs to set 

various criteria to filter your results.  

 

 

 

 

 

 


































































