
How to Add/Delete Proctors/Examinees for the PAP Program	 cap.org	 1

Organizational Profile: How to Add/Delete Proctors/Examinees 
for the PAP Program

Adding Proctors/Examinees

1.	 Go to cap.org.

2.	 In the upper right corner, select the Access e-LAB Solutions Suite pull-down menu and click Organization Profile.

http://cap.org.
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3.	 Enter your user ID and password if you are prompted to do so.

4.	 From the Organization Profile page, under Roles/Personnel, click CAP Program Roles.
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5.	 The new screen displays a list of active accounts connected to your CAP #. To add a proctor, cytologist, or a 
pathologist, click Add.
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6.	 A pop up screen will appear when you add a cytotechnologist, proctor, or pathologist. If your examinee is already in 
your existing list of staff members, select the new examinee, scrolling if necessary.
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7.	 Confirm all information supplied is correct. If the required email address field is incorrect, you can correct it here. You 
will also need to confirm that the laboratory director or designee meets the criteria to be a proctor and can perform the 
responsibilities of a Proficiency Testing Proctor. Once complete, click SAVE AND SUBMIT.

8.	 You can also add a proctor who is a new person in your laboratory. Instead of selecting an individual from the list in 
the “Add Proctor” screen, click the Add Person link below the table of individuals.

9.	 You have now completed the process to add a PAP proctor in your laboratory’s Organization Profile. Note: You may 
repeat this process for other organizational and institutional roles as needed.
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Deleting a Proctor/Cytotechnologist/Pathologist
1.	 Follow steps 1 - 4 on previous pages.

2.	 The new screen displays a list of active accounts connected to your CAP #. To remove a proctor, cytologist, or a 
pathologist, click Remove.

Note: Deleting examinees for PAP PT programs should be done at least three weeks before taking PAP PT.


