


1. Create Candidate Profiles
2. Assign Candidates to Assessments



1. Enter Candidate Information into Template 
2. Log Into the Assessment Registration 

System 
3. Import the Template



1. Site Information and Approval Code

2. Candidate Demographic and 

Assessment Information

3. Instructor Information (Academic Only)

http://www.aafcs.org/prepac/testing/registration.html




Click on 

ñAssessment Registrationò



Log in using the credentials that were assigned by 
AAFCS



To register test candidates and assign 
assessments, you will need to click on the 
drop down menu in the lower right hand and 
be sure you are in ñAdministration Mode.ò



Click on ñBatch Import Usersò

ASSESSMENTS



Click on ñBrowseò to locate the 
saved Excel ñCandidate Registration 
Templateò (in CSV format)  and 
then click ñImportò

ASSESSMENTS



1. Select Candidates to be Assigned
2. Choose the Appropriate Assessment
3. Set Assessment Administration Dates



Click on ñAssessmentsò

ASSESSMENTS



View Contracts
View Contracts

Enroll Learners

ASSESSMENT NAME

Broad Field FCS

Early Childhood Education

1. View the specific assessments (contract) purchased.  Note 
the number that is available for assignment and the 
number of assessments that have already been assigned or 
taken. 

25

25

ASSESSMENTS

2.   Click on ñEnroll Learnersò


