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Location Admin Guide

InterviewStream Location Administrators control the account for an office, an area, or a Local
Workforce Development Board. The Location Admin has the same features as a User and Counselor
with additional access to the Admin tab. The Admin tab of the account has the following features:

e Dashboard: Shows Recent Interviews, New Users, and the Resource Center.

e Interviews: Master display for all interviews, interview sets and assessments.

e Interviews: Create new folders, update questions, select and deselect questions and record
new questions in the Question admin (Question Library).

¢ Assignments: Manage and/or view Counselor activity, assignments, interviews, and
invitations.

e Settings: Creating new users, including customers, counselors and location admins for the
account.

o Reports: download activity reports for all users.

Access the Admin tab by selecting “Admin” located on the right side of the top menu bar.

[ Assignments WM Interviews  «f Invitaions  Jf}| Assessments @ MyProfle [ UserView il Admin

Welcome,
Jason

Welcome to InterviewStream! Here you will find valuable
resources to assist you with your interviewing development.
Before you get started, make sure to view our Interview\ebinar
and InterviewSuite that feature expert tips and advice on all

?h:ngsf imervisdwing .On:e :;ds}(yf'cu can then ci:duct ; CON DU CT AN WATC H MY MOBI LE
EGZ:::S and receive feedback from anyone with an emai INTERVIEW INTERVIEW INTERVI EW

Create a new interview. You have no interviews

Assignment/Self-Registration

Assignment codes, provided by your Counselor, register you for the
Assignment it belongs to.

OVERVIEW



Admin Dashboard

1. In the Admin Dashboard, recent interviews and new users are displayed. From the top menu,
there is a Resource Center and User View. Selecting User View will bring you back to the
main page view. The Admin section has menu options going down the left side and across the
top of each section header.

il Dashboard WP Resource Center M UserView

m=  ADMIN DASHBOARD
in

Dashboard RECENT INTERVIEWS NEW USERS
FULL INTERVIEW SEARCH
Full Name Interview Email Location Admin Created v
Debra Dohay ‘Custon) Hempstead - Hempstead Works 494090
Debra Dobay (Custom) Career Genter 41242019

Hempstead - Hempstead Works 5

Debra Dobay Default Question Set Career Center 4124/2019
Boughkespsie - Duithess Care
Rebecca Shafer (Custom) . ] ,f;';i_“g”%'” Duichess Gareer 4540019

Bay-Norih Hempstead-
patrick donovan {Custom) Glen Varkforce 4232019
Development Board

Hempstead - Hempstead Works

Jacqueline Williams (Custom) Career Center

2. The Resource Center contains user guides that are available on the main page for all users.

Il Dashboara N Resource Center M User View

==  RESOURCE CENTER
it

Dashboard Resource Center / Edit Location Admin Resources

INTERVIEWSTREAM USER GUIDES
« InterviewStream Admin Knowledgebase Feedback Form

General feedback (500 character limit)

ra

SUBMIT



3. Select “Edit Location Admin Resources” to add websites and upload user guides or handouts.

Dashboard

Interviews

Il Dashboara M Resourcecenter i UserView

EDIT LOCATION ADMIN RESOURCES

Resource Center / Edit Location Admin Resources

Resource Assignment
Select a Location Admin from the list below.

Mew York State Department of Labor - Div

Test User Guide View Delete
Test Guide 2 View Delete

Default Resources from Interview Stream:
{Turn these off or on from the Location Admin edit screen.)

Self Evaluation Form View
User Guide Wiew

Umm Like Guide View
Elevator Pitch Guide View
Best Practices View

Upload New Resource

Enter a title for your resource item

Select a file to upload
Choose File | No file chosen

Upload

Upload a document. Files must be smaller than EMB Files with the following file
extensions are allowed: _pdf, .doc, xlsx, xls, .docx.
Add New URL Resource

Enter a title for your resource item

Enter the url of the resource.
ntp://

Add URL Resource

]

1. Select “Interviews” (camera icon) to navigate to the next menu option. In this section there are
Completed Interviews, Customized Interview Sets, the Question Admin, and Assessments.

Interviews

& customize Interview Sets

+ Completed

COMPLETED INTERVIEWS

--- ALL Location Admins — hd
create start date v create end date hd
Full Name Interview Email
Debra Dobay (Custom)
Rebecca Shafer (Custom)

Debra Dobay Default Question Set

patrick donovan (Custom)
diane amato (Custom)
Jacqueline Williams (Custom)

Ell Question Admin

Bl Assessments

Completion Date

Review Requested
Not Marked Reviewed
Only Nen-Assignments

Self Assessed

SEARCH RESET FILTERS EXPORT™

v Timezone

US/Eastern
US/Eastern
US/Eastern
Us/Eastern
Us/Eastern

US/Eastern



2. Customized interview sets are available to all customers when they select “Take Premade
Interview”. New interview sets can be created by selecting “Create New Interview Set” from
the Customize Interview Sets tab.

4 Completed % Customize Interview Sets ﬁ Question Admin i' Assessmenis

CUSTOMIZE INTERVIEW SETS

Title Location Admin Status Type ﬂ CREATE NEW INTERVIEW SET m EXPORT*

Actwe Pr&Dn

Frank Interview o e " - Pre-
- Practice Dunkirk - Chautaugua Works Active Defined
General ki - S W iy Pre-
Interviews Interview Dunkirk - Chautaugua 'Works Active Defined
General
Business Hudson - ColumbialGreene Active Pre-
Interview (8-12- ‘Workforce NY Career Cenfer L Defined
test)
Mew York State Department of
- ) Labor - Division of Pre-
Cortney Parker g noloyment & Workforce Active Defined
Solutions
TEST image Hudson - Columbia/Greene Active Pre-
upload Workforce NY Career Center e Defined

3. Also available in the Interview section is the Question Admin. This is where the 7,000
InterviewStream recorded interview questions are available. This section allows the Location
Admin to control the questions that are available in the Question Library to create customized
interview sets.

4 Completed % Customize Interview Sets ﬁ Question Admin i! Assessments

QUESTION ADMIN

Select location: | New York State Department of Labor - Division of Employment & Workforce Solutions v
C;:f)y current "My Folders” to all other accounts
y Folders Only show users "My Folders”
(* Create new folder | = Record new video | 4 Add a text question
-(E=Bahavioral Interview Questions Currently Viewing: (Select a folder to view its contents)

(= Difficult Interview Questions
(3 Add Folder To My Folders
(= General Interview Questions

(= Management Questions Folder Contents:
~(=-Questions for Individuals with Criminal Records

Select All | None < Add Questions To My Folders
~(ZQuestions for Unemployed Jobseekers

- | | Select a folder from "My Folders” or "Available Folders” fo the left to view the folders questions.
= Questions for Veterans

Select All | None (X Delete Selected Folder(s)

Available Folders
Recorded

Search: Run || Clear

7 General Question List

B3 Business

-7 Information Technology

B3 Education

-7 Engineering

1 Entreprensurship

B3 Environmental

BT Law =
Select All | None (3 Add Selected Folder(s) Key: % New Questions & Popular Questions




4. The Location Admin can create new assessment templates and make them available to
counselors from the Assessments tab.

+ Compieted % Customize inferview Sets [l Question Admin B} Assessments

ASSESSMENT TEMPLATES

Assessment Name Create Date Status A Uses
Y
Interviews InterviewStream Assessment 11/6/2015 Complete 17
InterviewStream Assessment 12/8/2015 Complete
InterviewStream Assessment 121312015 Complete
InterviewStream Assessment 12/3/2015 Complete
InterviewStream Assessment 12/8/2015 Complete 1

Assignments

1. Any assignments that were created and sent to customers are available in the Assignments
section (folder icon) under the Counselor Activity tab.

||| ‘Counselor Activity . Manage Assignments B Completed Assignments 4 Invitations

COUNSELOR ACTIVITY

—-- ALL Accounts —- g --- ALL Location Admins - v

ogin start date v login end date v SEARCH RESET FILTERS EXPORT* CREATE NEW COUNSELOR

Name A Email Assignment Interviews Last Login
A Howard o 0
r Adam Butler 0 0
. Adam Orlando ] 0
Assignments Adebola Kolawole i} 0
Adrian Berman i} 0

Aisha Jasper i} 0



2. Assignments can be managed and/or created from the Manage Assignments Tab.

||| Counselor Activity . Manage Assignments BN Completed Assignments 4 Invitations

MANAGE ASSIGNMENTS

- ALL Location Admins --- e Show both Active and Archived?

KEY: CO = COMPLETED SEARCH RESET FILTERS CREATE NEW ASSIGNMENT EXPORT*

Assignment Assignment Code A ArchivedTF LocationlD Due Date Timezone Invited co

Interviews

Kelly Garcia

False 2060

US/Eastern 0 0

'. Katie Practice OgHBVgPeA2YD False 1301 7/23/2016 USiEastern 1 0

Donna Conrad

. F. 2196 2120138 /Eash

Assignments alse 2196 21020 US/Eastern 1 0
Maija lgbo 00GdwshDZ9QN False 1800 9272016 US/Eastern 1 0
Zample Assignment 0OuwrEJkmuhQ False 1856 3/21/2019 US/Eastemn 1 0

3. Completed interviews can be viewed or discarded from the Completed Assignments tab.

||| ‘Counselor Activity . Manage Assignments B Completed Assignments 4 Invitations

ASSIGNMENT INTERVIEWS

—- Al Counselors — ~ - ALL Assignments --- b Mot Yet Reviewed Self Assessed

create start date v create end date v Email Address

Name Assignment Email Completion Date  Timezone

E Symone Wango Test Assessment 01/21/2016 US/Eastern
Wicki Cocca Vicki Cocca 02/17/2016 US/Eastern

Assignments

JoAnn Merkel nterview practicd US/Eastern E,’
Sylvia Dunlop Mock Interview U&/Eastern
Sarah Bonawitz system test US/Eastern




4. Invitations are managed from the Invitations tab. They can be filtered by Counselor and/or
Assignment.

ol counseiorActivity [ Manage Assignments B Completed Assignments <@ Invitations

INVITATIONS

Started Complete

Filter grid results for a specific Counselor.

- All Counselors —- v

Filter grid results for a specific Assignment.

r. Link Not Clicked )I
Assignments EXPORT* DELETE RESEND SEND NEW INVITATION

-~ ALL Assignments -— As

Clear all filters

[0 Username Name Assignment Sent v Expires
[0 alicia sebeck@laber ny.gov Alicia Sebeck Test 412512018
[0  bigalphonso57@gmail.com Mew User Alphonso Cino 412412019

[0  rodd.pedrotti@gmail.com New User Rodd Pedrotti

Settings

1. New users are created from the Users tab in the Settings section (gear icon). To create a new
user, select either “Create New User” or “Bulk User Upload.”

Account -} Location Admins ]_‘- Users E Email Templates Brandit
F11} p ng

USERS

-~ ALL Accounts --- g join start date

v join end date hd
-
SEARCH RESET FILTERS m BULK USER UPLOAD CREATE NEW USER |
Name Email Address Location Admin Name User Role  JoinDate v Status Intrv

Active

Ithaca - Tompkins
foyo.ma@yahoo.com Workforce New York User 4/29/2019 Active 0

Career Center

Erin Leng Island

Albanese erinalbansse@notmail.com Department of Labor - User 4/29/2019 Active o

== {Massau and Suffolk)

galia I ; N Hempstead-G ve Y- Activ -

akimova yakimovag@yahoo.com \Workforee User 4/25/2013 Active o
* Development Board

TAWUANA Bronx - Bronx

3.::'Wl © TAWANABEAN@GMAIL.COM ‘Workforce1 Career User 42312019 Active )
Settings enter

Michael Long Island

é‘a'lﬂrd stankardml@yahoo.com Depariment of Labar - User 4/23/2019 Active i)

{Nassau and Suffolk)



2. On the Edit User page, select “Counselor” for staff members and “User” for customers from
the “Role” drop-down menu. Enter the First Name, Last Name and Email Address. Set
Status as Active and then select “Save”. The new user will receive an email.

i Account = Location Admins ,[‘- Users [ Email Templates c Branding

EQ USER

Role:

— Select a Role —
Account Admin
Location Admin

First Name:

Counselor
User
Middle Initial:
Last Name:
Location Admin Name: Albany - Career Central v
Email:
Password: Leave blank to let the user set their own password
* |f you are not changing the user's password, leave this blank and it will not be changed. If you are changing the user's password to something specific, fill it in here. Or have the user go to the sitz and
click "forget your password” and they will be given instructions to reset their password.
Status: Active v

Settings
[] User Requires 508 Accessibility

Cancel (return to listy

3. The “Bulk User Upload” option can be only be used when creating customers. The file must
be in CSV format with columns: Email, FirstName, LastName, StudentID.

i Account _'?; Location Admins _I.l Users -1 Email Templates 0 Branding

BULK USER UPLOAD

Select a Location Admin

Albany - Career Cenfral

Select a file to upload

Choose File | No file chosen

UPLOAD

Q2

Settings



Reports

1. The Reports section (paper files icon) keeps records on all users and user activity.

REPORTS

User Interview Counts

h ays how many times tervie s report can be fittere ortec ent type:
Interviews per Month (oy Location Admin)
T ort displays a list of menthly interviews recorded for a given Location Admin. This report can be filtered by a date range and exporte a nen
ol Launch Report Report will open in a new tab or window
New User Registrations per Month (by Location Admin)
T a listing of new monthly user registrations for a g Al This report can be filtere exported and sa all ma
il Launch Report Report will open in a new tab or window
Interview Completion by Month (by Account)
T ort displays a listing of interviews that are complete, incomplete, as well as totals. This report can be filtere e e e aved as ajor e
[ .
E- il Launcn Report Report will open in a new tab or window
Reports Custom Question Responses by User (by Account)
This report displays a listing of all user responses to a select custom question. Responses are pe all lo =1 e € accou

il Launch Report n a new tab or window

Custom Question Response Counts(by Account)

This report displays a count of res ife

il Launch Report Report will open in a new tab or window




