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There can only be one primary accountholder (contact email address) for each Paperless 
Proficiency Testing account. The primary accountholder can create sub-user accounts with special 
permissions for additional lab personnel. Below are the two types of sub-user accounts available, 
along with a list of features/permissions for each one:  

• Sub‐Users with Supervisory Rights:  
o They can enter and review results for all ordered sample sets. 
o They can submit results (once all results have been entered). 
o They receive the same email notifications as the primary accountholder (excluding 

tracking number emails). 
o They can create other sub-user accounts (both with and without Supervisory 

Rights). 
o They can assign testing (sample sets) to Sub-Users without Supervisory Rights. 
o They can edit and delete Sub-Users without Supervisory Rights. 
o They can edit their own sub-user account. They cannot edit or delete any other 

Sub-Users with Supervisory Rights. 
o They can create Continuing Education accounts for themselves and other staff 

members. 
o They cannot access the online renewal system. 
o Optional: They can receive due date reminders (if that option is selected in their 

account profile). 

• Sub‐Users without Supervisory Rights:  
o They can enter, save, and lock results for assigned sample sets only. 

 Locked results can only be unlocked by a Sub-User with Supervisory Rights 
or the primary accountholder. 

o They cannot submit results. 
o They receive limited email notifications about the account. 
o They cannot create, edit, or delete any sub-user accounts, including their own. 
o They can create Continuing Education accounts for themselves and other staff 

members. 
o Optional: They can receive due date reminders (if that option is selected in their 

account profile). 

How to Create a Sub-User with Supervisory Rights: 
** Some screenshots may not show the changes from the recent website update. The instructions are still accurate.** 

1. Log in to Paperless Proficiency Testing. 
2. Click My Account. 
3. Click Manage Sub-Users. 
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4. On the My Account – Manage Sub-Users page, click on Click to Add User. 

 

5. Enter the new sub-user’s name in the Name field. 
6. Enter the new sub-user’s email address in the Email Address field. 
7. Under Options, check the box for Check to allow this person to review all results and to 

submit results to API (“Supervisory Rights”). 
a. When you check this box, you will see that the list of tests in the Sample Sets 

Available to Assign column are grayed out and can no longer be selected. This is 
because a Sub-User with Supervisory Rights has access to enter, review, and 
submit results for all ordered tests. 

8. Under Options, the box next to Check if this person should receive due date reminder 
emails will already be checked by default.  

a. If you do not want this sub-user to receive due date reminders, you will need to 
uncheck the box. 

 

9. When finished, click Save and Email Password Link to New User.  
10. The new sub-user will receive an email with their User ID and a link to set up their 

password. They will be able to log in immediately after they set up their password. 
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How to Create a Sub-User without Supervisory Rights: 

1. Log in to Paperless Proficiency Testing. 
2. Click My Account. 
3. Click Manage Sub-Users. 

 

4. On the My Account – Manage Sub-Users page, click on the link: click to Add User. 
5. Enter the new sub-user’s name in the Name field. 
6. Enter the new sub-user’s email address in the Email Address field. 
7. Under Options, do not check the box for Check to allow this person to review all results 

and to submit results to API (“Supervisory Rights”). 
8. Under Options, the box next to Check if this person should receive due date reminder 

emails will already be checked by default.  
a. If you do not want this sub-user to receive due date reminders, you will need to 

uncheck the box. 
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9. Under Sample Sets Available to Assign, select the tests that you wish to assign to this sub-
user. 

a. Click the name of a Sample Set to highlight it. 
b. Hold the CTRL button down on your keyboard to select more than one sample set 

at a time. 
c. You may assign the same sample set to multiple users. To do this, check the box 

for Show All under Sample Sets Available to Assign. You will now see the entire 
list of sample sets ordered for your facility, even if some of them have been 
assigned to other sub-users. 

10. Once you have selected the tests you want to assign, click on the arrow button pointing 
toward the Sample Sets Assigned to This Person column. 

11. When finished, click Save and Email Password Link to New User.  
12. The new sub-user will receive an email with their User ID and a link to set up their 

password. They will be able to log in immediately after they set up their password. 

How to Edit an Existing Sub-User Account: 

• The primary accountholder can edit all sub-user accounts (both with and without 
Supervisory Rights).  

• A Sub-User with Supervisory Rights can edit an account for only a Sub-User without 
Supervisory Rights. 

1. Log in to Paperless Proficiency Testing. 
2. Click My Account. 
3. Click Manage Sub-Users. 

 

4. Locate the sub-user account that you need to edit. 
5. Click Edit, on the right-hand side of the corresponding row. 
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6. On the Account Settings – Advanced Options – Edit User page, you will see all of the 
current information for the selected sub-user. 

7. Make the necessary changes. 
a. You may update the sub-user’s name, email address, permissions, and/or 

assigned sample sets. 
b. If you change the sub-user’s email address, they will not receive an email to 

reset their password. If they need to reset their password, they will need to go 
to the Paperless Proficiency Testing Login screen and click the Lost Your 
Password? link. From there, they can enter their User ID and updated email 
address to request an email with a link to reset their password. 

8. Click Save. 

How to Delete an Existing Sub-User Account: 

• The primary accountholder can delete all sub-user accounts (both with and without 
Supervisory Rights).  

• A Sub-User with Supervisory Rights can delete an account for only a Sub-User without 
Supervisory Rights. 

1. Log in to Paperless Proficiency Testing. 
2. Click My Account. 
3. Click Manage Sub-Users. 

 

4. Locate the sub-user account that you need to delete. 
5. Click Edit, on the right-hand side of the corresponding row. 
6. On the Account Settings – Advanced Options – Edit User page, you will see all of the 

current information for the selected sub-user. 
7. Click Delete User. 
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8. Click Confirm Delete. 
9. On the My Account – Manage Sub-Users page, you will see that the deleted sub-user is no 

longer included in the table. 

 


