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Your MyFutureCareer.com.au Organisation URL
Every organisation has their own personalised URL where your students / clients go to do the VIQ.
For example: http://www.MyFutureCareer.com.au/viq/sampleorg You can choose the last part of
the URL to match your organisation name. Your organisation logo is provided on the left of the
instructions, as shown below. To login as an organisation administrator, click the light blue button on
the top right of the screen.

Underneath, two forms are provided, one to start a new VIQ (left) and the other to resume an
existing VIQ. As part of starting a new VIQ, your user (ie., students or clients) will need to select a
group, so be sure you have setup your groups before you invite people to your URL.

Instructions on how to perform the VIQ are provided on the next page, after your user fills in their
sign up details.

The VIQ questions are provided in groups of 20 on any one screen. At any time, you can click logout /
close the browser and then later visit the organisation URL again and login to automatically pick up
where you left off.

If your organisation is set to ‘organisation will provide reports’, a message like the one below is
provided once they have finished the questionnaire.

Alternatively, if your organisation is set to ‘instant user level reporting’ your users will be provided
with a link to download their PDF report as soon as they have finished, as shown below.

To Login To Your Organisation Dashboard As An Admin
To login to your organisation dashboard, visit your organisation URL (e.g.
http://www.MyFutureCareer.com.au/viq/sampleorg ) and click the blue login button on the top
right of the screen.

Simply type in your organisation admin email address and password and click login. If you have
forgotten your password, click the ‘HELP! I’ve forgotten my password’ link to get a password
reminder sent to your email address. Alternatively, ask another admin from your organisation to
reset your password via their admin login.

Organisation Admin Logged In Pages
After logging in with your organisation administrator account details, you are presented with the
following menu items on your organisation dashboard.

VIQ Dashboard
The VIQ dashboard is a very important area of the organisation dashboard.
On the left hand side, links are provided for you to browse your organisation’s
VIQs. On the right hand side, an update of how many credits you have
purchased, used and have remaining is listed. Links are also provided to buy
more VIQ credits and view your organisation wide VIQ Analysis Report.

Incomplete VIQs have not had all their answers completed. You might want to contact the people
who have not completed their VIQ and encourage them to login with their email address and
password (assigned when they first started their VIQ) to automatically resume and finish their
questionnaire.
Unconfirmed VIQs require action from an organisation administrator. These VIQs have been
finished, but need someone from your organisation to click confirm on the Unconfirmed VIQs list, to
manually approve the VIQ and allow reports to be generated.
Confirmed VIQs have been finished and confirmed, and are ready for reports to be generated and
printed off.

Unconfirmed VIQs
If the “Unconfirmed VIQs” area appears with red text (as illustrated below), action is required to
confirm VIQs so reports can be generated.

To confirm a VIQ, visit the ‘Unconfirmed VIQs’ page, and, tick the VIQs that you want to confirm on
the right column of each VIQ row, then click ‘Confirm Ticked VIQs’ above the table.
Confirming a VIQ deducts a VIQ credit automatically and moves that VIQ to the ‘Confirmed VIQs
Page’.

Confirmed VIQs
The Confirmed VIQ page will begin by listing the active Groups that you have set up within your
organisation. You will need to start by clicking on the group that you want to list VIQs for.

Once the list of VIQs for the group are visible, you can start downloading reports.
To download all Group reports (Group VIQs Report, Group VIQs Summaries and Group VVQs), click
the corresponding button above the list of VIQs.

To download individual reports, you can simply click the corresponding download buttons to the
right of each VIQ row.

You can download / generate the pdf reports as many times as you wish for no extra charge, once a
VIQ is confirmed.
You can click the link provided to generate a ‘Group Executive Summary PDF’ which is a single page
showing the interests profile / job recommendations list for every VIQ Gold in the group.

Executive Group Summary Report
Below is an example of an executive summary report.

Buy More VIQ Credits
On the right hand side of the VIQ Dashboard page, a link is provided to buy more VIQ credits. Before
purchasing, it is suggested that you check your organisation’s settings and contact details are correct
for invoice accuracy. On the right hand side, under ‘Past VIQ Activity’, a list of credit history are
provided to help you decide what type of VIQs and how many to buy.
You can only buy new credits of your default VIQ type (i.e. gold or original). You can change your
default VIQ type via the ‘Organisation Settings’ page. Please note, it is suggested to use all of your
credits before changing default VIQ type, as credits are not converted or transferred between types.

There are two ways you can pay for new VIQ credits. It is recommended to buy new VIQ credits by
Credit Card, as new credits are then issued immediately. If you prefer to pay via EFT (bank wire) or
cheque, your new credits will be issued once payment has been received by
MyFutureCareer.com.au. With EFT or Cheque, there may be a delay of at least a few days before
your credits are issued. Please ensure you send a remittance advice (contact details on invoice) to
inform MyFutureCareer.com.au to watch out for the payment.

VIQ Analysis Reports
On the right hand side of the VIQ Dashboard page, a link is provided to view your organisation’s VIQ
Analysis Report. This compares your organisation’s VIQ results against the national average.

Edit Organisation Settings
It is extremely important that your organisation’s contact details and VIQ
settings are up to date at all times. By clicking the ‘Organisation Settings’ link or
icon of the cog, you will be taken to a page of settings, as illustrated below. Full
instructions are provided on the page itself. Make sure you click the ‘Edit
Organisation’ link at the bottom of the page to save your changes.

Admin Users Page
Organisation admin users have rights to view VIQ reports, edit organisation
settings, buy credits and more, so it is important to ensure only trusted staff
are on your list of current organisation admins. Click the Admin Users title or
the icon of the people to view a list of your organisation’s administrators and
manage their settings. As you can see below, a list of the administrator’s name,
latest login history, email address, role and status are provided.
When you need a new staff member to be able to login to your organisation’s dashboard, click the
‘Add A New Organisation Administrator’ link. Type in their details and they will automatically be sent
an email with details on how to login.

When a staff member leaves your organisation, for security reasons, you must cancel their access
rights, so they can no longer login to your organisation dashboard. To do this, click the ‘cancel’ link
on their row of the administrators list, and confirm on the following page.

If you need to give back admin rights to someone who have cancelled, you can click ‘reinstate’ to
reverse the process.

Clicking ‘edit’ on an administrator allows you to change their name, email address, password and
role. For security reasons, the password is not shown. Simply leave blank if you want to keep the
password the same, or type in a new password if you want it changed.

Manage Groups
Groups are an important way of organising your VIQ reports. Most commonly,
you will create a different group for each school class or group of clients. Your
students / individuals will select a group when they start their VIQ. From the
‘Manage Groups’ page you can create a new group or edit the name of an
existing group. You can also see a list of the VIQs from a particular group or
generate a group executive summary report.

When creating a new group, you are asked to select the calendar year in which new VIQs can be
added to the group. Only groups which are set to be active in the current calendar year will available
to choose from when students / clients start their new VIQ.

Invoices
The Invoices page provides a full list of all invoices created on
MyFutureCareer.com.au. It splits these into Invoices Pending Payment,
Already Paid and Cancelled or Refunded Invoices. If the list becomes large,
you can use the text links provided at the top to jump to the required section.
Simply click PRINT to generate the invoice in PDF format to save or print.

What is VVQ?
The VVQ is the Vocational Values Questionnaire. It shows what you want out of a job. What
will give you job satisfaction? What drives you? What motivates you? We call these Work
Values. The VVQ only takes students around 15 minutes to complete.
This brand new VVQ report is now available FREE OF CHARGE for every student who first
completes the VIQ.

How do I activate the VVQ?
Your students will not have access to do the VVQ unless you activate it. To activate this
additional complimentary VVQ report, you need to login to your organisation dashboard,
visit the organisation settings page, click “Enable the VVQ”, and click ‘Save Changes’.

How do I generate the VVQ reports?
Generating VVQ reports is very similar to generating VIQ reports.
First go into the GROUP that you want to generate the reports for.
If you want to generate ALL VVQ reports into a single PDF click the green button listed at the
top.

If you only want to generate a single specific VVQ report, find the student in the full table below and
click the Download VVQ report button.

How do my students do the VVQ?
If you have enabled the VVQ, your students will be automatically invited to start the VVQ
after they finish the VIQ. They must do the VIQ first via the normal process. As you can see
from the picture below, once they finish the VIQ there is a green “Start the VVQ” button,
which they should click to start the VVQ process. The next page has further instructions

On the next page the following instructions are shown to your students
What a person considers worthwhile and rewarding in work influences both his/her
personal and career development as well as career choice.
This test therefore looks at the kinds of work attitudes or values that a person holds in
relation to different aspects of work (eg., secure work, creative work etc.). In other
words, it examines the kinds of features that are important to a person within a job
regardless of what kind of actual work that might be.
Instructions:
Listed on the next page are a range of items that people often look for in a job that
might be considered important to them and which would give them job satisfaction.
Read each item and consider how important each might be to you by using the following
rating scale:
-

Not at all important
Slightly important
Somewhat important
Moderately important
Very important
Extremely important

On the next page, select from the drop down menu next to each item how important you
believe each item is for you in relation to a job. If you make a mistake, you can select
from the menu again.
Please note that it does not matter whether you have previously worked or whether you
are currently working. What is the focus here are the kinds of things that you might look
for in a job.

There are no right or wrong answers to these questions. People's answers might be quite
different. Do not be influenced by other people's thoughts or opinions -- put down what
you really think.

After clicking continue on the instructions, they are presented with 56
items to which they need to select how important they are

