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Security Required

Security is important to us. Your role determines your access to screens and activities within
PowerStandards. You must be an Administrator with a role within the assessment and have at
least Edit rights.

Overview

This article walks you through how to export your assessment once you complete it. Please note that this is
a beta version of the assessment export tool and its features may change during the beta process. The
summary is used in search results to help users find relevant articles. You can improve the accuracy of
search results by including phrases that your customers use to describe this issue or topic.

Note: This is a beta version of the assessment export tool. Features may change during the beta

process. These instructions include details about how to export partial assessments. That feature j
not yet active.
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Exporting Your Assessment

1. You can export your assessment from the Export tab on your assessment's management page. To
access your assessment's management page, click the three dots next to the assessment name in
your sidebar menu and select Manage from its drop-down menu. You can also open your
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assessment to its main page and click the blue Manage Assessment button in the upper right corner.

2. From the assessment management page, click the Export tab at the top of your screen. The page
automatically opens to the New Export subtab, with the radio button under Export Type checked off
for Full Assessment. Click the Request Export button to export your full assessment.

If you want to export only part of your assessment, click the Partial Assessment radio button (the
feature is coming soon), then click the Request Export button. Your next steps for a partial export
are continued in Step 7 below.

https://success.neogov.com/standards-8/exporting-assessments-4278
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I3 Safety 2020

Export
MNew Export Export History
€) This manual has copyright restrictions. The export will only contain the assessment attachments.
Export Type

@ Full Assessment O Partial Assessment

el —

3. A confirmation message displays, letting you know if your export was successful. Depending on the
size of the export and internet speeds, the time your export takes may vary from instantly to several
minutes. You can click the View Export Status tab to see your export's status.

[ Safety 2020 | & view Assessment |
Mew Export Export History
—_—e

€9 This manual has copyright restrictions. The export will anly contain the assessment attachments.

Full Assessment Export

Q Export Request Sent!

You will be notified via email when the export is complete. You may also view the export status in the Export History tab.

e T—

4. Your Export History tab opens, showing the status of your most recent export (Completed, Failed,
or In Progress) as well as any other active export users conducted on this assessment. While th
export is in progress, you still have the option to cancel it. This page provides your export:

o Status (of the assessment)
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o Export Type (Full or Partial)
o User (who conducted the export)

o Date (the export occurred)

Mew Export

B —————

Export History l

il

Status

Completed

The assessment export will be avatiable for 7 days

Export Type User

Full cbudrck

Date .

1/26/2023

Exporting Assessments | Community

o Revision (which version of the assessment you exported)

History list- Exports are available for a maximum of seven days.)

m Exgor{

Revision

1st Edition

o Expires (when your export is no longer available to view and is removed from the Export

[ View Assessment

Expires

7 days

l1ems per page | change |

options are Retry or Delete.
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5. Click the three dots at the end of your assessment export's status row for a list of export actions. For
a Completed export status, the options are Download or Delete. For a Failed export status, the

Click Download to download your assessment export to your computer in a zipped folder.
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New Export Export History
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The assessment export will be available for 7 days

Status Export Type User

Completed Full cbudrick

m Expon

Date [

1/26/2023
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Revision Expires

< Download
1st Edition
Delete

ltems per page | change

delete your export.

® Delete Assessment Export

Are you sure you want to delete the export?

https://success.neogov.com/standards-8/exporting-assessments-4278

6. If you choose Delete, you are asked to confirm you want to delete your export. This helps prevent
the accidental deletion of important files. Click the Yes button in the pop-up box to permanently
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7. If you choose to conduct a Partial Export in Step 2 (the feature is coming soon), you have the option
to check the checkbox next to the assessment Roles you want to include in your export. You can
select as many or as few assessment roles as you need. The number of roles displayed is dependent
on the roles set in your assessment. For example, if you only have the Accreditation Manager role set
in your assessment, you will only see the Accreditation Manager checkbox.

When you finish selecting your Roles, click the Next button in the bottom right of the window.
If you choose no roles here, all applicable assessment roles are included in your export.

[ Safety 2020

Mew Export Export History
— e

€ This manual has copyright restrictions. The export will only contain the assessment attachments.

Export Type

(O Full Assessment (8) Partial Assessment —

Roles

Select all roles to be included in the assessment export.

Accreditation Manager _

Previous Sl =3

8. In the next window, check which chapters/sections you want to include in your export. If you check
a Chapter, it automatically checks all the sections below it for export. You can also check the Select
All checkbox at the top of the window to download all sections in your export. Once you finish your
selections, click the Next button at the bottom right of your screen.
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[ Safety 2020 | 2 view Assessment |
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9. The next screen displays your Partial Export Summary (the feature is coming soon). This lists all the
chapters/sections you choose to export. If this isn't correct, click the Previous button in the bottom

left of your screen to return to the prior screen and make your changes. If the summary looks correct,
click the Next button in the bottom right of your screen.
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[ Safety 2020

(S0 hisel Security

Mew Export Export History
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€ Thismanual has copyright restrictions. The export will only contain the assessment attachments.

Partial Export Summary

« Role (1)

Accreditation Manager
+ Selections (6)

Section 1
Safety
Rides
Inspections
Section 3

Sanitation

3 — TN

10. A confirmation message displays next, letting you know if your Partial Assessment
Export request was successful (the feature is coming soon). Click the View Export Status button to

see your export's status.

[ Safety 2020
m Export

New Export Export History
—

€» This manual has copyright restrictions. The expart will only cantain the assessment attachments.

Partial Assessment Export

Q Export Request Sent!

You will be notified via email when the export is complete. You may also view the export status in the Export History tab.

T

5
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11. Your Export History subtab opens, showing your most recent export's status as well as any other
exports for your assessment. This page provides all the same information it did for the Full
Assessment Export, as listed above in Step 4.

I3 Safety 2020

Mew Export Export History
—

The assessment export will be available for T days

Status Export Type User Date [ Revision Expires
Completed Partial chudrick 1/26/2023 1st Edition 7 days
n ltems per page Change |

12. Check your email for your export's completion message. Click the Access Export button within that
message to access your assessment export and download it. If you are already logged into
PowerDMS, the screen opens to your assessment's Export History page. If you aren't logged into
PowerDMS, you need to log in to it and navigate to your assessment's Export History page
(Manage Assessment>Export>Export History). Remember, your download will only be available
from this link for the number of days indicated under that assessment's Export
History>Expires column.

You don't have to use the email link. You can also access your export from your Export
History subtab until its seven-day expiration period ends.
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Q.  Search in mail q
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Export for Safety 2020 is Ready for Download inbar =

o alertservice@powerdms.com
to charilse budrick -

PdwerDMS

Export for Safety 2020 is Ready for
Download

An assessment export of Safety 2020 requested by cbudrick is now available
for Innovative Data Solutions (FL).

Export Summary

Date: 01/26/23

Time: 10:33 PM

Type: Full

Roles: Accreditation Manager

Requester: cbudrick

How To Access

Please log in to your PowerDMS site and download your packaged zip file
from the Export History tab of your assessment or click the link below. Your

export package will be available for 7 days, after which it will be removed
from the export history list.

d

13. If you need to share your assessment export, email the zipped file to the recipients of your choice.
Please keep in mind, recipients may view parts of the assessment that don't apply to their role or that
they shouldn't see due to certain rules or regulations when the export is shared.

Related Resources

e Article: Creating Assessments

e Article: Finalizing Assessments

e Article: Participating In Assessments
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