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1 Introduction

This document aims to explain how you can create new fields to record custom data. You can add custom
properties of different types.
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2 Creating the Custom User Properties

Navigate to the “Users” and choose the “User profiles” from the dropdown menu.
ﬁ < My assignments Users - Tests - Surveys ~ Training courses Reporting - ¢ Q O ‘ =

User profiles

eate a new user

User groups

G ou are a member or manager of

Roles and permissions
My assignments Eait roles or crea v m permissions Create user group

w the list of all tests, surveys, and training courses assigned to

user group and add users to it. Organize a testing session
for the group later.

you

Account

Edit personal Information

Create test Create survey Create training course

Create a knowledge test
and assign the aw

multimedia content Create a survey and categorize its results Create a training course with multimedia content and short tests
ding certificate.

Click the “Custom user properties” tab.

My assignments Users Sts ~ Surveys

User profiles ?
List of all users Users created by me Registration requests Create new user
Username ) First name &) Middle name < Last name 2 Email &) Role &) Status = Employee ID £
Search L | search £ | search £ | search L | search £ | search L | Sselectone | Search fol
, aaron Aaron James Thompsen noreply@youtestme.com Student m 187945
‘ Abadvionand Joshua Daniel Valencia noreply@youtestme.com Student 973267
. Abled1959 Rey Michael Averill noreply@youtestme.com Student m 945610
8 Abled1997 Jessica Gemma Daley noreply@youtestme.com Student m 206615
a Accon1956 Michael Liam Coffin noreply@youtestme.com Student 376902
1“ Acessier Victoria Courtney Curry noreply@youtestme.com Student m 823638
. Acesturod Janet Kate Blackburn noreply@youtestme.com Student m 836217
e Acrew1969 Eva Hally Carpenter noreply@youtestme.com Student 958917
o Actat1963 Christopher Charles Forth noreply@youtestme.com Student m 877328
. adam Adam Dominique Moore noreply@youtestme.com Student m 275324 —‘
= Displayed columns 1 2 3 4 5 w» = 10~ Rows: 608

Set status to - Show inactive users ﬁ (For )

Once you access the “Custom user properties,” follow the steps below to create a custom data field:
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Click the “Create new” button.

Enter the title that will be displayed on the user profile.
Enter description.

Choose the type of custom field from the dropdown menu.

iR A S

Training courses Reporting =

e Organization

er’ on of which the user is a member

Q vesivo

Yes / No
Text

Date
Timestamp
Number
Dropdown

The list of available custom properties types:

e Yes/No
o Text
e Date

e Timestamp
e Number

e Dropdown —to see how to create the dropdown custom property type, see instructions from
chapter Creating a Custom Type.
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The list of available options:

1. Remaining number of custom columns you can create.

2. By enabling/disabling the custom property, you can control the column’s visibility on the user
profile page. If the custom column is disabled, all stored values in the property are persisted but not
displayed.

3. You can edit the title and description of properties by clicking on the “pencil” icon.

4. You can delete the property by clicking on the “bin” icon.

My assignments Users ~ Tests ~ Surveys « Training courses Reporting ~

User profiles

List of all users Users created by me Registration requests Create new user Custom user properties

@ Number of available properties left: 13
Title Description Type Status Actions
Department Dropdown Enabled v © 10
Work Experience Dropdown e Enabled v | s o
1 10 v Rows: 2

Disabled
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3 Creating a Custom Type

Navigate to the System Menu and select “System Settings.”

My assignments Users « Tests Surveys = Training courses Reporting «

System reports
View, export system performance
a 3 System maintenance
System monitoring. server log
My assignments Create user Create user gisk spa
ew the list of a surveys, and training courses as: e a user profile with a security role and permissions assigned Create & user group and add users o it
p later
‘ 5
Create test Create survey Create training course
Create a knowledge test with multimedia content survey and categorize its resufr eate a Training course with multimedia content and short test
and assign the awarding certificate.

1. Navigate to the “Custom types” tab.

2. Click the “New custom type” button to create the “Dropdown” type of custom user properties.

- 7
My assignments Users »  Tests =  Surveys »  Training courses Reporting = 040 () & [\;‘) -
i/

System settings

Mail server Internal network Notifications System information System preferences Theme Language bund\eso Custom types Jobs dashboard Proctoring settings Webex settings

Custom types

9 New custom type

# D - Name ¢ Description E Actions

No data

10 ~ Rows: 0

0 o En Em

Page 6 of 12



o
a? youtestme . ) )
Additional Custom Fields for the User’s Personal Information

The new pop-up window will show up, where you should:
1. Enter the name of the custom type. The name must be unique.
2. Enter the description (optional).
3. Click “Save” to create a custom type.
4. Atany moment, you can cancel the creation of a new custom type by clicking the “Cancel” button.

My assignments sers - ests ~  Surveys ~  Training courses

Neme:* @ oeparment

Description: o‘ Select the user's department

oM - 0
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3.1 Creating a Value of the Custom Type

Once you create a custom type, you should add new values. To do so:
1. Click the show values icon (eye) to display a table of values for the wanted custom type.
2. Click the “Add new value” button.

My assignments Users ~ Tesis ~ Surveys « Training courses Reporting ~

New custom type

# ] - Name 2 Description < Actions
Je e Jel
1 100000 Department Select the user's depariment ® /4 [
2 | 100001 Work Experience Level Select the user's work expe o ® /(i
1 10 v Rows: 2

Work Experience Level - Values
| .

oIZEXTN

# D - Value <+ Description < Actions

0o L

No data

10 ~ Rows: 0

The new pop-up will show up, where you should:

1. Enter the name of the value. The name must be unique.
2. Enter the description (optional).
3. Click “Save” to add a new value to a custom type.

My assignments Users « Tests « Surveys « Training courses Reporting =

# 1D - Name B Description E] Actions
o) pel L

1 100000 Department Select the user's department ® / W

2 100001 Work Experience Level

Add new value
1

Name:* o Senior
Description: @

5-8 years of experience
Work Experience Level - Values

Add new value for the selected custom type. Values must be unique. Edi

Add new value em Cancel

# b - Value s Description ¢ Actions
gel fo)
1 100005 Mid-Level 2 - 4 years of experience s o
2 100004  Junior 0- 1.5 years of experience Vil
L - > 10 v Rows: 2
L B e e
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4 Editing and Deleting Custom Types and Their Values

4.1 Custom Types

1. Atany moment, you can edit the existing custom type by clicking on the “pen” icon.
You can delete the existing type only if there are no custom user properties of this type. In case you
want to delete the type; first, you will need to delete the custom user property of this type.

3. You can export the list of custom types as XLS, PDF, CSV, and XML files.

Custom types

New custom type

# 1D - Name ¢ Description ¢ Actions
1 100000 Department Select the user's department @ S ?
2 100001 Work Experience Level Select the user's work expe. @ , 1
1 10 v Rows: 2

4.2 Editing Values

1. Atany moment, you can edit the existing value by clicking on the “pen” icon.
You can delete the existing value only if there are no custom user properties of this type. In case
you want to delete the value; first, you will need to delete the custom user property of this type.
3. You can export the list of custom types as XLS, PDF, CSV, and XML files.

Work Experience Level - Values

Add new value

# 1D = Value ¢ Description ] Actions

o, 0o 09
/s o

1 100006  Senior 5-8 years of experience
2 100005  Mid-Level 2 - 4 years of experience Pl
3 100004  Junior 0-1.5 years of experience /s o

1 10 v Rows: 3

9
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5 Creating a Custom User Property

Once you create custom types, you can add custom user properties in the user’s personal information.
Navigate to the “Users” menu and select “User profiles.”

My assignments Users = Tests ~ Surveys « Training courses Reporting =

New custom type

# D - Name &
er grou|
1 100000 Department
Roles and permissions
2 100001 Work Experience Level Select the userj

1

Work Experience Level - Values

Add new value

# D L) Value 3 Description H Actions
Jol Jol
1 100006  Senior 5-8 years of experience s o
2 100005  Mid-Level 2- 4 years of experience s
3 100004 Junior 0-1.5years of experience s
1 10 v Rows: 3

1. Click the “Custom user properties” tab.
2. Click the “Create new” button to add a custom property.

My assignments Users ~ Tests ~ Surveys ~ Training courses Reporting ~

User profiles ?

List of all users Users created by me Registration requests Create new user ocus(om user properties

e Create new

Number of available properties left: 14

Title Description Type Status Actions
Department Dropdown Enabled v | P}
1 10 v Rows: 1
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The new window for creating a property will appear, and you should:

1.

o u e wnN

Choose a title that will be displayed on the user profile.

Enter the description (optional).

Choose the “Dropdown” as a type of property.

Choose an existing custom type from a dropdown.

Click “Save” to create a new property, which will be displayed on the user profile.
At any moment, you can cancel the creation of the custom user property.

Training courses Reporting =

Title:* o Work Experience

Description: q The different job experience leveld

Type © orondown

custom type:+  (E)) Work Experience Level

ol=ZN - ©
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6 Preview

Once created and enabled, custom user properties will be displayed on the user profile.

My assignments

Users = Tests Surveys = Training courses

Reporting ~

Language in app: @  English
Language in tests: @  Afrikanns
External ID: z12024
Employee ID: e20545
Data source: AGILE

r=n
Groups: i+
Personal information
First name:* John
Middle name: Bob
Last name:* Adams
Email:* noreply@youtestme.com
Department: Development -
Work Experience o N
Level:
Junior
Senior
As well as in the Report Builder.
User
External ID Username Employee ID First name Last name Email Date of birth City Department Work Experience
EX584545 user_property E654131 Anne Martin noreply@youtest.. ~Mar-12-198501.. = New York Development Junior
2513265851 user_property2 E56316 Bob Johnson noreply@youtest.. =~ Feb-13-199101:0.. New york Marketingand S.. = Mid-Level
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