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Adding Assessors (Users)
to Assessments

1 Navigate to powerdms.com/home

2 Click "Assessments"
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3 Click on the assessment you want to work with.

4 Click "Assignment"
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5 You'll now add the Assessor as their role as a Mock Assessor or Final Assessor. For
example purposes, the following steps are for a Mock Assessor. The only
difference for a Final Assessor will be Step 10 where you would choose a Final
Assessor role instead of Mock Assessor.

6 Click "Add New Assignment"
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7 Click User / Group field to add user

8 Click on the user to add
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9 Click the Role dropdown menu

10 Click "Mock Assessor"
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11 Click the dropdown menu for Responsibility

12 Click "Participate"
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13 Click "Save"

14 For any assessor to see attachments added by an Accreditation Manager and/or
Accreditation Team, the following steps are necessary.
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15 Click "Add New Assignment"

16 Click dropdown menu to choose User / Group
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17 Click user to add

18 Click the dropdown to choose the Role
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19 Click "Accreditation Manager"

20 Click the dropdown menu to choose the Responsibility
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21 Click "Observe"

22 Click "Save"
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23 If attachments were ONLY added by an Accreditatoin Manager, you can skip steps
25-34. If attachments were added by an Accreditation Manager AND an
Accreditation Team, continue with steps 25-34.

24 Click "Add New Assignment"
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25 Click User / Group field to add user

26 Choose user to add



Made with Scribe - https://scribehow.com 14

27 Click on dropdown to choose Role

28 Click "Accreditation Team"
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29 Click on dropdown for Responsibility

30 Click "Observe"
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31 Click "Save"

32 Next, you'll need to give the Assessor security privledges within the assessment.
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33 Click on the three dots next to the assessment.

34 Click "Manage"
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35 Click "Security"

36 Clickthe dropdown menu to choose the user to add.
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37 Click on the users name to add

38 Click the "View" field.
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39 Click the "Audit" field.

40 Click the "Edit" field.
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41 Click "Add"

42 Click "Save"
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43 After completing all these steps, you can notify your Assessor(s) that they now
have access to your Assessment for review.


