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Managing Your Accounts:  
Manage Accounts 



Managing Account Structure:  
Creating Sub-accounts 

§  Account Owners and Administrators have the ability to create sub-
accounts within their account both as a way of managing sites, 
departments, and examiners within your organization and as a way of 
adding user privacy. 
§  Examinee/assessment data is saved to the account that a user logs 

into and creates an examinee profile in. If there are multiple users 
logging into the same account, they will be able to see each other’s 
data. 

§  If you want to make sure that each user only sees their own data, 
create individual sub-accounts for each user. 

•  To create a Sub-account, click on the Manage Account link and then click 
on the New Account button. 



Managing Account Structure:  
Creating Sub-accounts Cont. 

•  On the New Account Window, select the Parent Account (i.e. where the 
sub-account will be created under), Name the Account, and then enter the 
user’s information in the Main Contact section. 

•  The indicated “Main Contact” will be added to the account as the initial 
user. Their role will automatically be set to an Account Owner, but you can 
change the user’s role under on the User’s Detail page under the Users 
tab. 



Managing Account Structure 



Managing Account Structure 



Managing Your Account  
 



Account Details 
•  You can manage your account(s) by click on the account name to navigate to 

the Account Details page.  
§  The Account Details page into 6 sections: 

§  Details: Contains information pertaining to the account such as: Account 
Name/Number, Main Contact, Display Settings, and Examinee Custom 
Fields 

§  Portfolios and Assessments: Displays the assigned portfolios of 
assessments assigned to your account when created. 

§  Inventory: Allows an administrators to view and manage purchased 
inventory. 

§  Users: Displays all of the Users on the account. Can add new Users to 
existing accounts, including sub-accounts. 

§  Consent Builder: Create consent forms for use in the Group Administration 
feature. 

§  Administrative Reports: Allows administrators to generate reports that detail 
the reports that have been generated in the account using purchased 
Usages or Subscriptions. 



Managing Account Structure 

Click on an Account Name to navigate 
to the account’s Account Details page 



Managing your Account: 
Account Details 



Account Details: Details 
•  The Details section contains data specific to the account: including the Name of the 

Account, the Parent Account Name (if it is a sub-account), account contact 
information, and the Main Contact (Account Owner) user details/contact 
information. 

•  On this page, Account Owners and Administrators can edit the Display Setting and 
Examinee Custom Fields. 
§  By default, the Display Setting are set as Examiner/Examinee to designate 

the individual administering the assessment and the individual who is being 
assessed. By Editing these fields and Saving your changes, you can rename 
them to better fit your organization/population. 

§  The Examinee Custom Fields are visible on an examinee’s profile and 
provide space for users to endorse additional information that is not system 
provided. These can be renamed on the Details tab, allowing users to record 
organization specific information, like a School or Grade, on an examinee’s 
profile. 

•  When creating a new sub-account, Display Settings and Examinee Custom Fields 
are copied to a new account after selecting the corresponding parent account. 



Account Details 



Managing your Account: 
Managing Inventory 



Account Details: Inventory 

•  The Inventory tab displays all of the purchased inventory on the account 
and allows administrators the ability to manage inventory. 

•  Administrators have the ability to Set Inventory Notifications for 
Subscription inventory that is approaching its expiration date and for 
Usages that approach their expiration threshold. Additionally, 
administrators can change who receives the email notification 
§  Notifications for Subscriptions approaching their expiration date will be 

sent at 90 and 30 days before expiring. 
§  By default, the low Usages threshold is set at 5, this can be adjusted as 

needed. 
§  Multiple individuals can receive the Low Inventory email, even 

individuals who are not Q-global users. 



Set Inventory Notifications 



Set Inventory Notifications 



Managing Assets 
•  Assets are any digital Manuals, User Guides, or Stimulus that have been 

purchased for a user, or users, on your account. 
•  Assets are allocated, or assigned on a per user basic, so if you have 20 users 

on your account that all need access to digital stimulus book, you will need to 
purchase 20 Stimulus books of the assessment type and allocate 1 to each 
user. 

•  To allocate an Asset, locate the desired Asset in the Asset table and click on 
the Manage link under the Action column to navigate to the Manage My Assets 
page. 

•  The Manage My Assets page is divided into 2 tables: the top table displaying 
the purchased, allocated, and available Assets and the second displaying all of 
the Users. 

•  To allocate an Asset to a user, select the desired user(s) in the Users table and 
then click the Allocated Selected button to allocate the Asset to the user(s). 

•  If your account contains sub-account, click the Include Sub-accounts option to 
add these users to the Users table. 



Managing Assets 
•  Assets can be allocated/deallocated as many times as needed, so if you need 

to remove a Subscription from a user(s), select the user and click the 
Deallocate Selected button 
§  This returns the Asset back to the queue, allowing it to be allocated to 

another user. 
•  Assets can be access through the Resource Library 

§  Locate the assessment folder, expanding it, and then expand the Restricted 
folder. 

§  Clicking on the Asset opens a new tab of the user’s web-browser, 
containing the Asset 

•  As this may be considered a pop-up by your web-browser, make sure to add 
qglobal.pearsonclinical.com as an exception. 



Managing Assets 



Transition Quickly Between Assets! 



Managing Subscriptions 
•  Subscriptions allow a user to generate an unlimited number of reports for a 1, 3, or 5 

year durations for the corresponding assessment using the Manual Entry 
administration method. 

•  Like Assets, Subscriptions are allocated at the user level and only users with an 
assigned Subscription are able to utilize it. 

•  To allocate a Subscription, locate the desired Subscription type in the Subscription 
table and click on the Manage link under the Action column to navigate to the 
Manage My Subscription page. 

•  The page is divided into 2 tables: the Order table (top) and the Users table. 
•  The Order table lists all of the Subscription orders, organized by their Start/End 

date. 
•  To allocate a Subscription to a user, select a order that has available inventory (as 

indicated in Ready to Allocate column), select the user(s) in the Users table, and 
then click the Allocated Selected button. 

•  If your account contains Sub-accounts, make sure to select the Include Sub-
accounts option to add all users to the Users table. 



Managing Subscriptions 
•  When purchasing new Subscriptions for your Q-global account, Subscriptions are 

added to your account without the Start/End Date entered, indicating that the 
Subscription duration has not started. 

•  When allocating at least 1 Subscription from this order, the system will prompt you 
to select the Start/End Date for all Subscriptions of this order. 
§  Example: If you purchase 20 WISC-V Score Report Subscriptions, allocating at 

least 1 Subscription starts all 20 subscriptions that make up this order, not just 
the ones allocated to the user(s). 

•  Subscriptions can be allocated/deallocated as many times as needed, so if you 
need to remove a Subscription from a user(s), select the user and click the 
Deallocate Selected button 
§  This returns the Subscription back to the queue, allowing it to be allocated to 

another user. 



Managing Subscriptions 



Managing Usages 
•  Usages allow a user to generate a report. 
•  By default, Usages are shared equally with all users on an account; however, you 

can allocate a specific number of Usages to a user or restrict access all together to 
a specific inventory type. 

•  To Manage Usages, locate the desired Usage type in the Usage table and click on 
the Manage link under the Action column to navigate to the Manage My Usages 
page. 
§  Click on the “+” next to your account name to expand it. Within Q-global, 

accounts (including sub-accounts) are visualized by a small Earth and users by 
a bust of an individual. 

§  To restrict inventory to a sub-account, click on the     button under the Account 
Allocate column and enter the amount of Usages you want shared with the 
users on within the sub-account. 

§  To restrict inventory at the user level, click on the     button under the User 
Allocation column and enter the amount of Usages you want to shared with the 
user. 

•  If you would like to restrict access to a specific inventory type to a user or sub-
account, entering “0” will prevent user from accessing that inventory type. 



Transition Quickly Between Subscriptions! 



Managing Usages 



Managing Usages 



Managing Usages 
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Transition Quickly Between Usages! 



Managing your Account: 
Managing Users 



Managing your Account: 
Users 

•  The Users tab displays all of the Users on your account and allows Account Owners 
and Account Administers to add users to an existing account, including sub-
accounts. 
§  This, along with creating sub-accounts, are the two ways users can be added to 

an account. 
•  To add a new user to an account, start on the Manage Accounts page and click on 

the account name (including sub-account) that you want to add a user to. This will 
navigate you to the Account Details page and here, click on the User tab. 

•  On the Users tab, click the New User button to open the Create Account User 
window. 
§  On the Left Side: Enter the user’s first/last name, phone number, and email 

address. 
§  On the Right Side: Assign a Username (optional), select a Role, and indicate if 

you want the user to be listed as an examiner. 
§  If you leave the Username field blank, the user will be able to assign their own 

username upon activating their login. 



Managing Users 



Managing Users 



Managing your Account: 
Creating Custom Roles 

•  In addition to the system generated user roles, Account Owners and Administrators 
have the ability to create their own custom roles, selecting the desired privileges.  
§  This allows administrators create roles that may more closely reflect position 

roles within an organization. 
•  To create a custom User Role, start by clicking on the User Role view and then on 

the New Role button to open the New Role Details window. 
§  On the New Role Details window, you have the ability to Name the new role and 

select the privileges that a user in this role would have. 
§  You can also select to have all of the privileges from an existing role copied over 

to this new role. 
§  After all changes have been made, click on the Save button. This New Role will 

now be a selectable options when creating users or editing existing user 
profiles.   

•  For an exhaustive list of user role privileges and which system generated roles they 
apply to, reference the Account Details-Managing Users page under Help. 



Managing Users 



Managing Users 



Resending the Welcome Email 

•  When a new user is added to Q-global, a Welcome Email is sent to the 
user prompting them to activate their login by creating a username (if the 
admin did not already assign one) and password. 

•  If a user does not activate their login, Account Owners and Administrators 
can resend the Welcome Email to a user through the Users tab. 

•  To resend the Welcome Email, locate the user in the Users Table and click 
on their row to navigate to the User Details page. 
§  Users who have not activated their login will not have a username in 

the Username column. 
•  If the user has not activated their login (username and/or password), you 

will see a Resend Welcome Email button. Clicking this button resends the 
Welcome Email to the address indicated when the user was added. 
§  If the still does not receive the email, check that the email address was 

entered correctly and they they are checking the corresponding inbox. 



Resending the Welcome Email 



Resending the Welcome Email 



Managing Inventory at the User Level 
•  While you can manage inventory at the account level on the Inventory tab of 

the Account Details page, Account Owners and Administrators can manage 
inventory at the user level on the User tab. 

•  To manage inventory at the User, start on the Users tab and click on the user’s 
row within the User Table to navigate to the User Details page. 
§  On the User Details page, click on the This User’s Inventory link to the User 

Inventory page. 
•  The User Inventory page displays all of the Assets and Subscriptions that have 

been allocated to the user and all of the Usages that are currently being shared 
with them. 

•  To modify the user’s inventory, click on the Modify User Inventory button. 
•  If you want to allocate a specific piece of inventory to a user, locate the 

inventory type in tis appropriate table and then click on the check box to the let 
of the assessment name to select it. 

•  To deallocate inventory, deselect the check box corresponding to the inventory 
type. 



Managing Inventory at the User Level 



Managing Inventory at the User Level 



Managing Inventory at the User Level 



Managing Inventory at the User Level: 
Assets 



Managing Inventory at the User Level: 
Subscriptions 

•  When managing subscriptions, inventory is organized by assessment and report 
type. 

•  After selecting the subscription type you want to allocate, Q-global automatically 
selects the first available subscription to assign to the users. 
§  These are organized by their duration and listed end date. 
§  If you want to allocate a different subscription, click on the corresponding radio 

button. 
•  If a subscription order has not been started, selecting the order will prompt you to 

set the Subscription Start Date, just like when managing inventory at the account 
level (i.e. Inventory tab). 
§  If you were to cancel the changes before Saving, the newly selected duration 

would reset, as these dates were not Saved. 
•  If an order already has all of its subscriptions allocated to other users, its radio 

button will be grayed out and you will see a message indicating that “All subscription 
have been allocated.” 



Managing Inventory at the User Level: 
Subscriptions 



Managing Inventory at the User Level: 
Subscriptions 



Managing Inventory at the User Level: 
Usages 

•  By default, Usages are shared equally with all users, so all of the Usage Reports will 
be selected for new users and the Share Inventory option will be selected. 

•  If you want to allocated a specific number of Usages to a user, select the Limit 
Inventory option and enter the desired number of Usages in the text field you want 
allocated to the user. 

•  If you would like to restrict a users from accessing a specific Usages type, you can 
enter “0” in the text field or you can deselect the check box for the Usage type. 
§  Deselecting Usages will automatically allocate “0” Usages to the user. 
§  Allocating “0” Usages to a user indicated that “0” Usages are currently being 

shared with the user. 



Managing Inventory at the User Level: 
Usages 



Managing your Account: 
Administration Reports 



Administrative Reports: Assessing Usage 

•  Account Owners and Administrators have the ability to generate detailed Usage and 
Subscription Administrative Reports, providing them a detailed history of all of the 
reports generated by users using their allocated Subscriptions and available 
Usages. 

•  To generate Administrative Reports, navigate to the Account Details page and click 
on the Administrative Reports tab. 
§  To generate a history of reports generated by users using individual report 

Usages, click on the “Generate Report” link associated with the “Report 
Generation by Users Using Individual Report Usages” row. 

§  To generate a history of reports generated by users using unlimited scoring 
Subscriptions, click on the “Generate Report” link associated with the “Report 
Generation by Users Using Scoring Subscriptions” row. 

•  Clicking on the Generate Report link submits the report for processing. 
§  Processed reports can be download off of the Report Queue tab. 

•  Reports are available for 7 days after generation. 



Administrative Reports: Assessing Usage 



Administrative Reports: Assessing Usage 



Administrative Reports: Assessing Usage 
 

•  Administrative reports are generated in an Excel style spreadsheet (.CSV file type). 
•  Looking at the report, each row represents an assessment report that was 

generated using either an individual report Usages or a user’s allocated unlimited 
score Subscription (depending on which report you generated). 
§  If a user has re-generates an assessment report, it will not be represented on 

Administrative Reports, as re-generating reports in Q-global does not consume 
additional inventory. 

§  Multi-rater, Progress, Integrated, and Group Reports are not reflected on 
Administrative Reports, as these report types do not require additional inventory 
to be generated.  

§  If an examinee profile or assessment has been deleted, the examinee will not 
appear on the list and will be represented by blank text fields. 



Administrative Reports: Assessing Usage 
Individual Report Usage Report 

Each row indicates report that was generated using an individual report Usage. 



Administrative Reports: Assessing Usage 
Unlimited Score Subscription Report 

Each row represents when a user’s unlimited score Subscription was used to generate a report. 



Administrative Reports Tips 
 

•  As Administrative Reports are generated in a Excel style spreadsheet (.CSV), you 
can modify/organize the columns and the data within just like you can with a typical 
spreadsheet. 

•  Let’s say I wanted to know how many BASC-3 Report Usages were used last year. 
§   I can arrange Column G, the Report Name, in an Ascending order, thereby 

putting organizing the report in an alphabetical order.  
§  Next, I can remove all lines that are not the BASC-3 Report. 
§  Finally, I can arrange Column F, Date Generated, to sort by date and year and 

delete the years I do not want in my count. 
 



Personalizing your  
Q-global Access: 

Home Screen 



Personalizing your Q-global Access: 
Examinee Table 

•  On the Examinee tab of the home screen, you can personalize your Q-
global access by modifying the Examinee Table.  

•  To modify your Examinee Table, click on the “Choose Columns” icon in 
the lower left corner of the table. 

•  The Edit Table window is comprised of two columns: Visible Columns and 
Invisible Columns.  

•  To add columns to your Examinee Table, click on the arrow for the desired 
column in the Invisible Columns. This will move it to the Visible Columns, 
adding it to your table after all changes have been made and saved. 

•  You can change the order of the columns in the Examinee table by 
dragging and dropping the rows within the Visible Column. 

•  If you have modified your Examinee Custome Fields, you can add these 
as columns within your table.  



Customizing Tables-Examinee Table 



Customizing Tables-Examinee Table 



Search  



Using the Search Link 

•  The Search link on the Examinee tab of the Home Screen allows users 
to refresh their Examinee Table, showing only the examinees that meet 
the endorsed criteria. 

•  Search options include: Examinee Demographic Criteria (first/last name, 
gender, DOB, Custom Fields, etc.) and Assessment Criteria. 

§  This could be used by an Admin to locate all of the examinee profiles that 
have been created by a specific Examiner and depending on how you 
named your Examinee Customer Fields, event the location they were 
assessed (ex: school and grade, based on reported field). 

§  For Example, if I rename custom field 1 School, custom field 2 Grade, and 
custom field 3 year, I could do a search for all of the examinees in at the 
John Doe School who were in the 5th grade in 2015. 



Customizing Tables-Examinee Table 

Custom Fields 



Home Screen: 
Account View 



Changing Your Account View 

•  Within Q-global, Account Owners and Administrators have the ability to 
change their account view and see a sub-account as if they were a user on 
that account. 

•  On the Home Screen, click on the Account Name in the top task bar to 
open a window revealing your account structure (stylized as a folder). 
§  Expanding your account reveals all of the sub-accounts that have been 

created on the account. 
§  Clicking on one of the sub-accounts refreshes your screen and will then 

display the Examinee Table of the selected sub-account. 



Changing Your Account View 




