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Accessing the AFBP CareerTech Dashboard

Go to: www.healthsciencetest.comor www.careertechtesting.com and click on the System Administration link
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To access and use the system :

1. When you have been added to the system by the CareerTech Testing Center or your Customer
Administrator (CSA) -i.e. Site Administrator , the system should automatically send you an email with
your assigned Username andPassword. Enter in your assigned username and password to access the
system.

2. Click on Login

AFBP Dashboard Components:

1. View Rosters
2. View Assessment Credits

3. Link to Enterprise Manager to print Schedules andReports for each roster, groups of rosters, ard other
assessmentrelated data



http://www.healthsciencetest.com/
http://www.careertechtesting.com/

Your Account

The default screen you are presented with upon logging into the system allows you to see list of any rosters
that have been entered into the system bythe CareerTech Testing Center. This screen allows you b aCCess
lists of rosters, assessment credits available, and to link to enterprise manager

creerech

Testlng Assessments for Bulk Purchase Administration

jsmith@emailaddress.org | Logout
The Provider of ki Tiusing Sodsrisns

Roster Aszezzment Credits EnterprizeManager

Managf Rosters DS D

R

sters for John Smith

Manage
Students

Edit Roster Name Program Group Name

Delete
e N

Mo records to display.

It is important to remember that the system will create everything within itself and within Enterprise Manager.
You can delete students fom rosters and your account within the dashboard.

However, it will not delete them within the testing system. If you need to delete a student or schedule

from the testing system, you will need to contact the CareerTech Testing Center to permanently delete
them from your account.




Student Information

----Import Template from Website
1. Ifyou have any problems downloading either template through the interface, you can download it from

the by clicking on this :

2. Click on Roster Template and a file download box will appear

lemp! a‘ T
‘fou have chosen to open
El] RosterTemplate.xls tech.org/cgi-bin/WebObjects /OKCT . woa fwa fresource did=FlivgcFh2u ir T el
which is a: Microsoft Office Excel 97-2003 Worksheet
from: https:/ficat.okcareertech.org
What should Firefox do with this file? |
O Open with Microsoft Office Excel (default)
] End P Favorite & Info <l Rate @ 59:49
@ {Save File i
eed to Uuse in order to enter the required information for each group ]
d to be created for each class/section/group that will be testing.
lows:
T ODOWT OO OrTe Tire a1 ar TITTace o your instructors on record with us to complete the required information in the
template file.
2. A separate file should be created for each class/section/group. The file name should reflect the instructors last name
and what class/section/group it represents. Please remember that some states require specific Student ID numbers
for testing purposes. To check if your state has any special requirements, please go to the following
link: http ww.okcareertech.org/healthtest/State_Specific.htm
Any rosters submitted with incorrect information will be returned.
3. The roster files should then be attached in an email and emailed to the CarserTech Testing Center email address
so that it can be uploaded into the system and the participants scheduled.
Motes: Please remember to complete each column of information for each student listed.
Also remember to leave out special characters in students names such as apostrophes, dashes, stc...
Also remember that you cannot copy and paste information into the template.
This file cannot be displayed within this browser. The download should begin momentarily.
RosterTemplate.xls (88.50 KB)
https:/ficat.okcareertech.org/cgi-bin/WebObjects/OKCT.woa/wa/resource?id=f2iwgcFh2u
[ Upemng o dempl a o
‘You have chosen to open
tech.org/cgi-bin/\WebObjects [OKCT. woa fwa fresourcedid =f2iwgcFh2u I B ¥

|§_1 RosterTemplate.xls
which is a: Microsoft Office Excel 97-2003 Worksheet
from: https: /ficat.okcareertech.org

What should Firefox do with this file?
O Open with | Microsoft Office Excel (default) =
(@[ 5ave File

=nd P Favorite @ Info Jr Rate @ 59:40

| ]
=ed to use in order to enter the required information for each group
id to be created for each class/section/group that will be testing.

— row

TO your instructors on record with us to complete the required information in the

T DOWTITO S e T e o T
template file.

2. A separate file should be created for each class/section/group. The file name should reflect the instructors last name
and what class/section/group it represents. Please remember that some states require specific Student ID numbers
for testing purposes. To check if your state has any special requirements, please go to the following
link: http ww .okcareertech.org/healthtest/State_Specific.htm

Any rosters submitted with incorrect information will be returned.

3. The roster files should then be attached in an email and emailad to the CareerTech Testing Center email address
so that it can be uploaded into the system and the participants scheduled.

MNotes: Please remember to complete each column of information for each student listed.
Also remember to leave out special characters in students names such as apostrophes, dashes, etc...

Also remember that you cannot copy and paste information into the template.

This file cannot be displayed within this browser. The download should begin momentarily.

RosterTemplate.xls (88.50 KB)

https:/ficat.okcareertech.org/cai-bin/WebObjects/OKCT.woa/wa/resource?id=f2iwgcFhz2u



http://icat.okcareertech.org/cgi-bin/WebObjects/OKCT.woa/wa/resource?id=f2iwgcFh2u

4. Choose the location you wish to save the file t@ in this example, the file is being saved to the Desktop
as the default file name of RosterTemplated and Click on Save.

creriech
I est 11N Assessments for Bulk Purchase Administration jsmith@emailaddress.org | Logout
B Pradn of Uiy g
Rosta: A t Credt E g
Sier Ssesament Cr 3 nteg ‘ 3
Manage Students ,_m-“,,_" =
Sy A
Assessment Nome Save n: | (@ Deskicp M OFE
QM PRE-TEST: National Healthcad 3 € 1y Dozuments Q
5 b @y Computer
My Racert My Network Places
Documents LBadup
T | [E30esktoo Fies
Total Available Enroliments: 1 LIMiscelanecus Shortouts
Desidop JRosters for tasting
L Server
Student Roster for "H| g’""" Sesver Uoer SPass
@ Add Student 2]Prone Contacts
My € " M previous Years Results User & Pass
Elrst Name
s )
No records 10 display My Computer
Back @ e FoxerTermpuue En T
My Netwok  Save astype: Merotok Office Excel 97-2003 Werksheet B4 Lﬁ

5. In order to open the file, you will need to browse to the location it was saved to and double-click on the
file to open.
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Input Student Data into Roster Templ ate

1. Required Information : First Name ,Last Name , Student ID Number , State , Gender
Ethnicity , and Level (grade level). The columns State, Gender, Ethnicity, and Level have a Drop

Down menu that you can use to choose acceptable responses for each category I f you donot

provide the studentdés gender or et hni ciNotg:,Pleasen opt
avoid copying and pasting information into the roster and avoid any special characters in
student names such as apostrophes, dash es, etceée)
EE,\ =9~ @ = RosterTemplate [Compatibility Mode] - Microsoft Excel - o X
) _
—-/ Home Insert Page Layout Formulas Data Review View Developer @ - T Xx
A 11 A == _|# =t 7 g ((o=set- || Z - 4 ;
- - N = =||&| = General - rE 5 L
) 4 ,. 3 ¥ @i A
Paste | Ev | § ~ 9% o "‘.'o'g :00 ' Conditional Format Cell . - Sort & Find &
- Formatting = as Table - Styles = || (2] Format = || &2~ Filter - Select -
Clipboard = Font ) Alignment (F] Number Ts Styles Cells Editing
D2 - %]
A B C D E F €] H
1 First Name Last Name Student ID Number |State |Gender |Ethnicity |Leve| |
2 |Jane Adams 123456789 1= 1~ 1= 1=
3 AK M American Indian 10
AL | F Alzskan Native 111
4 AR, Refuse to Answer Asian American |12
5 a5 Pacific American | Post-Secondary
AT Black |
b CA African American D |
oo Latin American
7 CcT Mexican
3
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25 |
4 4 » M| Roster < %] [ I ] 0
Ready | ] FEEESL N ===/ (+)

2. Once you have entered in all the necessary information for the students that are to be included in this
roster, you will need to Save the file. Once you have saved the file, it can bémported into the system.
(Note: If you need to add anoth er student to an existing roster at a later date, you can
add it to the saved roster file and re -import the file or you can add the student manually
through the system. If you choose to re -import the file, only the new student will be
imported.)




3. When you choose to save the file, you may receive the following error message. If so, just click on

Continue to continue saving the file.

— -~ s = T e - o1 - - e -
( mg =9 =] emplatel a . soft Exce -
. Home Insert Page Layout Formulas Data Review View Developer ':@ - 7 X
g —— = ] 1 Sansert v ¥ -
=) & caiibri -1 A A B == |5 e - ij‘ % ‘;,_«r“ a7 nse [ﬁ
- =3 . == 4 o Delete - @ -
Paste B 7 U~ £ - $ ~ 9% » |[%0 ;%8| Conditional Format Cell e Sort & Find &
- 7 l g - = E l |70 0] Formatting = as Table = Styles = |_;:jFormat' 27 Filter= Select~
Clipboard ™= Fant (F] Mumber (F] Styles Cells Editing
| a5 ]
A B C D E F G H i
1 |First Mame Last Mame ' - — ' - — = I Level
Microsoft:Officeixcell- Gompatibility Ghecke: ?
2 |Jane Adams ICTOBO0TLAITEELROE L UOTTT DU DT A ELRET am 12
3 The following features in this warkbook are not supported by earlier versions
a of Excel. These features may be lost or degraded when you save this
o workbook in an earlier file format. Click Continue to save the workbook
5 anyway. To keep all of your features, dick Cancel, and then save the file in
6 one of the new file formats,
7 summary Mumber of occurrences
8
Minor loss of fidelity \g}
9
10 Some cellz or styles in this workbook contain formatting that is not 2
supported by the selected file format, These formats will be Hel
11 converted to the closest format available., geb
12
13
14
15
16 Check compatibility when saving this workbook.
17 Copy to Mew Sheet | contiue | ’ Cancel
o,
18 [
iy
19
20
21
22
23
24
25
M 4 b H| Roster /%1 (G il
Ready | =




Input Student Data Manually from Dashboard

1. Click on Roster tab . You will then have to click on Manage S tudents to access the pagehat will
allow you to manually add students to an existing roster.

areervech ‘/
Jlé‘ﬁshgll Assessments for Bulk Purchase Administration jsmith@emailaddress.org | Logout

Roster Assezament Credits

Manag%ﬁer&

Rosters for John Smith
3 Add Roster

EnterprizeManager

Edit Roster Name Program Group Name R

Students D°'®

o o o

T Health Pre-Test Class Mational Health Program

OKOD03_HTH101_JSmith_260110_937 & =B

%

Done

| %5 - ®i0% ~

2. Click on Add Student

¢ AscEemente for Bulk Pureipee - Windows Intennet Explorer,

o M EE———

| Fie Edt Vew Favotes Tools  Heb
k- M el MES AN 0 %
- dech

Testmgg Assassments for Bulk Purchase Administration

jsmith@emailaddress.erg | Logout
Riosiar Aggessmant Cradis Enterpriselianager
Manage Students

Assessment Nama Credit(s)

QM PRE-TEST: Mational Healthcare Foundation Skills 13

Total Available Enallments: 13

Download Import Template (Excel)

Download impon Template (2IF)
Student Roster for "Health Pre-Test Class™
m SAdd Student

Eirst Hame h Last Hame Student 1D Dl
' i i

Jane Adams 123456780 B

Michagl Smith SETE54321 B




3. Required Information : First Name , Last Name , & Student ID
Level , choose the appr opriate response from each of the drop

with the Excel templ at e,
information.

ey iech

t he

Test i,11o' Assessments for Bulk Purchase Administration

T P of i g

Roster Assessment Credts Enterpriseldanager

Manage Students

Total Available Enrollments: 13

Student Roster for "Health Pre-Test Class"”

3 Add Student
First Name Last Nome
v (4
FustName. Roden
LastName: Gasca

Studenmt ID: 453123786

State Culahoma -
Gencer () -
Emnicy Mexcan -
Lovel: (12 - |
Jane Adams
4. Click on Save to add the student.
ameriech /

Download Import Template (Excel)
Dovwnload Impaet Template (ZIP)

Student 1D

v

5

' Save

123456789

Testmg Assessments for Bulk Purchase Administration

R O e ]

Roster Assessment Credts Enterprsellanager

Manage Students

Total Available Enroliments: 13

Student Roster for "Health Pre-Test Class”

& Add Student

First Name Last Name

FirstName. Robert
LastName: Garca

StudentiD; 458123789

State!  Ovlahoma ..
Gender M -
Ethnicity.  Maxican C .
Level 12 -
Jane Adams

LI sAves vt
Download Impont Template (Excel)
Download Impont Template (2IP)

Student 1D

'y

e

123456789

)

For State , Gender , Ethnicity , &
-down menus
opti

Detete

| | 3% Cancel

Delete

a8

provided. As
ARef us

jsmith@emailaddress.org | Logout

smith$emailaddress.crg | Logout

9/01/2011



5. The student is then added tothe roster and the Total Available Enrollments & Credit totals are
changed to match the addition of the new student.

ey tech

- - - -
CS(H]U Assessments for Bulk Purchase Administration jsmith@emailaddress.org | Logout
-\ h

e Poslir of Ot Tng Sl A
Rosle Assessment Crecdts Enterprisellanage

Manage Students

)ent Mame

QM PRE-TEST: National Heaithcare Foundation Skills 12

(o) N

import Excel Roster
Total Available Enrollments: 12 n S s T s
C ad Impont Template (Exce
Download Impont Template (ZIF
Student Roster for "Health Pre-Test Class™
-
First Name Last Name Student 1D
' 'Y 'y
Jane Agams 123456789 8
Michael Smith 987654321 B
Robert Garcla 456123789 D
M—
L Sack

Group Roster Information

Once all students (participants) are added to the system, you will need to make a note ofall groups created for
individual rosters. This information will help you later when accessing the Enterprise Manager application to
pull student (participant) passwords for each roster. (Note: Customer Administrators (CSA )0

Liaisons -- can also pull thisin  formation for every roster for your institution )




1. Click on the Roster tab to view all of your rosters.
careervech '/

The Frovider of Onlin Titing

Roster Asseszment Credits

EnterprizeManager
Manage St%ﬂts

Testm Assessments for Bulk Purchase Administration

jsmith@emailaddress.org | Logout

A
Assessment Name Credit(s)
QM PRE-TEST: National Healthcare Foundation Skills 12
Total Available Enrollments: 12 Download Import Template (Excel)
Download Import Template (ZIP)
Student Roster for "Health Pre-Test Class"
& Add Student
First Name Last Name Student 1D Delete
7 g 7
Robert Garcia 456123789 prs)
Jane Adams 123456789 pr)
IMichael Srmith 987654321 B
| =
2. The Group Name can now be seen for eaclof your rosters.
areeriech
|estm Assessments for Bulk Purchase Administration ismith@emailaddress.org | Logout
Tie Proviser of Dk Tessing
Roster Assezsment Credits Enterprizeianager

Manage Rosters

Rosters for John Smith
{13 Add Roster

Edit Roster Name Program Group Name

i i 'l

T Health Pre-Test Class Mational Health Program

Manage

Students De®t®

OKO003_HTH101_JSmith_250110_937 %) =

You will later use each group name listed to access the participants (students)for each roster.

SeeStudent Access to the Online System

for further information.

9/01/2011



Assessment Credits

1. Click on the Assessment Credits tab to view all available credits Purchased and Used.

creervech /

Iestm Assessments for Bulk Purchase Administration jemith@emailaddress.org | Logout
T Providee of Oulins Tising
Roster Azszezament Credits Enterprizelanager

Manage Rosters %

Rosters for John Smith
{73 Add Roster

Edit Roster Name Program Group Name ;‘:33:5; Delete
W W W
[T  Health Pre-Test Class Mational Health Program OKO002_HTHA01_JSmith_260110_937 w =

2. This screen will allow you to see thetotal number of credits Purchased, Used, and still
Avallable for each assessment ordered.

ey ech
Testlno Assessments for Bulk Purchase Administration jsmith@emailaddress.org | Logout
LH(L&H_O
Roster Assessment Crects Enterpriselanager
Credits

Assessment Credits

Session Name Purchased Available

Used
QI PRE-TEST: National Healthcare Foundation Skilis Q 15 2 % R 13

9/01/2011




Enterprise Manager

1. Click on the Enterprise Manager tab to open a new window linking you to the Enterprise Manager
software program. (Note: If pop -ups are blocked on yo ur system, you will either have to

allow pop -ups from this site or turn off pop -up blockers)
iy iech
Teg;tn‘l(y Assessments for Bulk Purchase Administration jsmith@emailaddress.org | Logout

Roste Assessment Credts Enterprisellanager

Credits D

Assessment Credits

Session Name

QI PRE-TEST: National Healthcare Foundation Skills 15 2

2. If you do not receive a new window with a login screen, you can click on theOpen a New Window

for Perception Enterprise Manager to be taken to the application.

e iech
Tegtn](y Assessments for Bulk Purchase Administration
5 O

jsmith@emailaddress.org | Logout
o e of iy My e

Rosie Assessment Crecta rprisellanager

Enterprise Manager

Open a New Window for Pesception Enterprise Manager..

R




3. Enter in the same username and password you used to login to the dashboard system and Click on
Login

Bt Perception Enterprise Manager

Login

User Mame |j9mith@emai|address.0rg|

Password |||-|||| |

=N

Questionmark Perception
...getting results

Once you have logged into the system, you have two option8 System Administration and Enterprise Reporter.
The System Administration option allows you to view participant information , groups, and schedules foryour

rosters. The Enterprise Reporter option allows you to see scores and statistics foryour participants, groups,
and assessments.

System Administration

----Viewing Participant Information
1. Click on System Administration

& Perception Enterprise Manager Logout
Authoring Administration Reporter Results Help
Home

View and create participants, groups. schedules and admensirators
Manage and configure Perception Senver

a System Administration ﬁ

T——— N Enterprise Reporter
Run Perception’s powerful reporting system to see scores, answers
Curmrent User and statistics
smith@emailaddress. org
Options
f - Change My Password

9/01/2011




Once you have click on System Administration, you have several options to choose from including:

1. Groups
2. Schedules

@ Perception Enterprise Manager " Logout

Authonng Admerestrabion Reporter Results  Help

Home > Administration

v

i Groups
& View, creale. manage and schedule groups - which are used to
deding the Wiy MCCESS works for particspants and adeministrators

oot

Curent Uger
smithi@emalsddess oy

Schedules ﬁ
] View and manage schedules - which assign parbicipanis or groups to

assessments

Groups

This area allows you to see all the groupsyou belong to as a member. The CSgroup that will be
listed is the primary group that outlines your access to the system. Any other groups listed will be
those created bythe system for eachroster that exists for you. This information should mirror the
information in the Group Roster Information previously discussed in the manual.

1.Click on Groups

# Perception Enterprise Manager
Authoring Administration Reporter Results Help

Home > Administration

e

-y Groups
View, create. manage and schedule groups - which are used to

define the way access works for panticipants and administrators

Questionmant

Current User
oe@emailaddress org

Schedules
% View and manage schedules - which assign participants or groups 1o

assessments

9/01/2011




All Groups that you are a member of are listed here. In this example, you can see theCSI
group which is your default group and the roster group (s) that were automatically created by
the system for each of yourrosters.

Bt Perception Enterprise Manager

Home Administration Reporter Help
Home > Administration > Groups
8 a1 ﬂ
88 OKDOD3_HTH101_1Smith_260110_937 %

Find Group

£ Filter On

Schedules

This area allows you tosee all schedules ttat have been created for your participants. If you have
multiple rosters , you will see all of them listed together here.

1.Click on Schedules

& Perception Enterprise Manager ' Logout

Authoring Administration Reporter Results  Help
Home > Administration

3 Groups
E View, create, manage and schedule groups - which are used to

Currant Usar defing the way access works for pamicipants and administrators

ceiDeman address. ong &

Schedules
% View and manage schedules - which assgn parbicipans or groups 1o

assessmeants

9/01/2011




2. If you have more than 25 schedules you can click on the drop-down box under the Records
Per Page to view more records on the page.

Home Administration Reporter Help

Schedules

‘) Global Edit
Find Schedules @
€ Fiter Off
Records Per Page @
Records Per Page 25 M
5
10

Links

ﬁ} Home
Help
&f Logout

B Perception Enterprise Manager

Home > Administration > Schedules

) |F'articipant D |contains |

staus

Delivery Type

| Search

Filter(s) Selected

Schedule namew  |Azzessment Participant ID Group Attempts|Starts Ends TSt etote Delivery
center Type

QM PRE-TEST: QM PRE-TEST: Jan 26 Apr 26

Mational Healthcare |Mational Healthcare |Adams 123456789 |CK0003_HTH101_J5mith_260110_937(1 2010 2010 Active [Online

Foundation Skils  |Foundation Skills 00:00:00  |23:5%:00

QM PRE-TEST: QM PRE-TEST: Jan 26 Apr 26

Mational Healthcare |Mational Healthcare |Smith987654321 |COKO003_HTH101_J5mith_260110_937(1 2010 2010 Active [Online

Foundation Skills Foundation Skills 00:00:00  |23:59:00

There are various ways you canFilter Schedulesto view a list of schedules based on a set of
criteria and click on search . You can filter schedules by the following bolded methods:

Participant ID
Group Name

I participantds |
I assigned roster name
Schedule Name 1 Name of the assessment

ast

scheduled

Test Centeri Name of the test center (disregard this option)

First Name
Last Name

1
2
3
4, Assessment Name 1 Name of the assessment
5
6
7

8. Emailli partici pantés

Manager

emai |

iparticipantdés first n
iparticipantos | ast

n together a n d

ame

name

addr ess

(n

ot

Student

requirec

Home > Administration > Schedules

Find Schedules
& Filter OFf

Records Per Page @

Records Per Page 25

[ | Participant 1D D |cnntains |
Participant ID

|
Search
Any

Filter (z) Selected

Group name % Delivery Type

Schedule name

Assessment name :
schedul Test center PartidpantID  |Group Attempts|Starts Ends I::;EI_ Status _[r’;;‘;er"
QM PRg Irst name BN |Apr 26
Mationg Last .ﬂ ame care |[Adams123455789|0K0003_HTH101_ISmith_260110_937|1 2010 2010 Active [Online
Founda Email address Iz 00:00:00  |23:55:00
QM PRE-TEST: QM PRE-TEST: Jan 26 Apr 26
Mational Healthcare [Mational Healthcare [SmithS87554321 |OKO0003_HTH101_J5mith_260110_937|1 2010 2010 Active [Online
Foundation Skills Foundation Skills 00:00:00  |23:59:00
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Enterp rise Reporter

----Viewing and Running Reports
1. Click on Enterprise Reporter

B Perception Enterprise Manager
Authoring  Administration Reporter Results  Help

Home

E System Administration
é: Wiew and create participants, groups, schedules and administrators.

Manage and configure Perception Server.

Cruestionmank

E Enterprise Reporter &
( Run Perception's powerful reporting system to see scores. answers

Current User and statistics.

idoe@emailaddress.org

Options

B Change My Password

There are various reports you will have access® through this screen. As a CS] you can run reports that
include all results and all assessments for all of your rosters (Note: C ustomer Administrators (CSA) are
able to access all results for your institution ). The reports that you will have access to are:
Assessment Overview Reporti an overview of results for one or more assessments

Grade Book Reporti table of participants and assessments showing scores achieved
Transcript Report 1 list of results for a single participant

Coaching Reporti detailed results for one participant taking one assessment

Score List Reporti list of results for a single assessment

Export for Excel T list of results for a single assessment in the Excel spreadsheet format

ook wNPE

Bt Perception Enterprise Manager ' Logout
Authoring  Administration Reporter Results Help

Home = Reporter

I il
: Assessment Overview Report V ! Coaching Report V
ﬂl See an overview of results for one or more ﬂl See detailed results for one participant taking one
= assessments. D,Z_ = assessment. D,Z_
Grade Book Report i Score List Report
Questionmek ﬁl See a table of participants and assessments showing ,ﬂl See a list of results for a single assessment.
= scores achieved. ﬂ; — ﬂ
~ Current User ! Transcript Report ! Export for Excel
jdoe@emailaddress.org g See alist of results for a single participant. 1 See a list of results for a single assessment in the Excel
& A
= = spreadsheet format




Assessment Overview Report

This report screen provides an overview of results for one or more assessments.In order to select
and view an Assessment Overview Report, you will need tado the following:

1. Click on Assessment Overview Report

Bt Perception Enterprise Manager

Authoring  Administration Reporter Results Help

Home > Reporter I‘-"z
! Assessment Overview Report 4 i Coaching Report
ﬁl See an overview of results for one or more ﬁl See detailed results for one participant taking one
= assessments. = assessment.
Grade Book Report i Score List Report

Questionma ﬁl See a table of participants and assessments showing ﬂl See a list of results for a single assessment.

= scores achieved. =
Current Usar ! Transcript Report ! Export for Excel

jdoe@emailaddress.org ﬁl See a list of results for a single participant. ﬁl See alist of results for a single assessment in the Excel

spreadsheet format

2. Onthe Main Page Tab , select reporttemplate  to define which report definition or style to
use, by choosing from a drop-down list of those available to you. In this example, there is only
onereport available AAnalyze by groupbo, but -t her e
down list.

ot Perception Enterprise Manager

Authoring  Administration Reporter Results  Help

Home > Reporter > Assessment Overview Report

Assessment Overview Report - Screen 1 of 5

Questionmank Choose a report template and an assessment. then press View Report.
To filter data, choose a filter, or use the wizard tabs.

Current User ﬂ
idoe@emailaddress.org Select report template Analyze by group

Analyze by group
Select assessments to report on R m
Analyze on all the assessments or

define a custom list using the Add and
Remove buttons.

Select filter Do not use filter D

[ View Report ] ’Cancel] [Help]




3. Click Add to selectone or more assessmentdo report on from the list of available assessments.

Bt Perception Enterprise Manager
Authoring Administration Reporter Results Help

Home = Reporter = Assessment Overview Report

Assessment Overview Report - Screen 1 of 5

Cuestionssank Choose a report template and an assessment, then press View Report.
To filter data, choose a filter, or use the wizard tabs.

Current User
[doe@emailaddress.org Select report template [Analyze by group]¥]
Select assessments to report on All assessments Add tk

Analyze on all the assessments or Remove

define a custom list using the Add and
Remove buttons.

Select filter Do not use filter D

[ View Report ] ’Cancel] ’Help]

4. Inthe pop-up box, select assessment(s) from the li stonthe left (CTRL + Left-Click to
select multiple assessmens), Click on Add to move the selection tothe right side, Select

Finish . You can also choose All Assessments as well.
@ Browse fonassessments - Windowsdntennetxploren L_i \3 a

Authoring  Adminig o

£l questionmark.com i
Simple Advanced Click on the "Advanced" tab to reveal more search options.
Assessment Name contains D [ Search ] ’ Display All ]
Select one or more assessments for the report.
Questionmank
QM PRE-TEST: Mational Healthcare. .. All assessments
Current User .

doe@emailaddress. org

= 1 record(s) found o0 v




5. If you need to remove an assessment, you can do so on the previous screeor you can
highlightit  here and click Remove

Bt Perception Enterprise Manager
Authoring  Administration Reporter Results  Help

Home > Reporter > Assessment Overview Report

Assessment Overview Report - Screen 1 of 5

Cruestionmank Choose a report template and an assessment. then press View Report.
To filter data, choose a filter, or use the wizard tabs.

Current User Select report template Analyze by grou
dos@emailadaress.org Select as:essmenlzs to report . — D
o O\ PRE_TEST: National Healthcare... Add

Analyze on all the R

EIMOVE
assessments or define a %
custom list using the Add and
Remove buttons.

Select filter Do not use filter D

[ View Report ] ’Cancel] ’Help]

6. Once youhave the test you want selected, you carView Report or click on the other tabs to set
various criteria to filter your results.

Bt Perception Enterprise Manager
Authoring  Administration Reporter Results Help

Home > Reporter > Assessment Overview Report

Assessment Overview Report - Screen 1 of §

Questionmank Choose a report template and an assessment, then press View Report.
To filter data, choose a filter, or use the wizard tabs.

Current User

Select report template Analyze by grou
doe@emailaddress. org P P ! ¥4I D

gslec‘t assessments to report am TEST- National H e
Analyze on all the R
assessments or define a
custom list using the Add and
Remave buttons.

Select filter Do not use filter D

’ View Report ] [Cancel] ’Help]




7. Tofilter the data, click on the Group Page Tab .

& Perception Enterprise Manager

Authoring  Administration Reporter Results  Help

Home > Reporter > Assessment JC_fl.'«'er'«'ie'.n..r Report

Assessment Overview Report - Screen 1 of 5

Cruestionmank Choose a report template and an assessment. then press View Report.
To filter data, choose a filter, or use the wizard tabs.

Current User Select report template Analyze by grou
dos@emailadaress.org Select aszessmenl:s to report i — D
o [ OV PRETEST: National Healthcare...

Analyze on all the R

emove
assessments or define a
custom list using the Add and
Remove buttons.

Select filter Do not use filter D

’ View Report ] [Cancel] ’Help]

This tab allows you to do one or all of the following:

a. Add different groups to the report. This would be used if you wanted torun a
report for a single assessmentthat has several rostersassociated with it.
i. Click on Add Group

ot Perception Enterprise Manager

Authoring  Administration Reporter Results Help

Home > Reporter > Assessment Overview Report

o | T

Assessment Overview Report - Screen 2 of 5

Questionmank Filter on group(s) ‘Al groups [ Add growp ]
Curent User

jdosi@emailaddress.org

Limit results per page 10 é’ [l,'én_“;;ﬁr;%er Sims s
Filter by status Any status D Filter on a specific status

< < Back ” Mext = = [ View Report ] ’ Cancel ] [Help]




ii. Clickon eachgroup you want to include in the report and click on Close. In
this example, there is only a single group available.

T i . - e : - |
Gt Perception Y~ Browse for: groups= Windows Intennetsxplonern J \,_}] a
Authoring  Adr
el questionmark, com A

Select one or more groups to filter by. Click on Close when finished.
Group name:

Questionmank
'

C t U L‘k
idos@ eﬁ'l?:r;-'l-?add?:;s %

b. Limit the number of results per page
i. Click on the up/down arrows  to set the number of results per page if needed.
Set to AO0O t oepprhoomonepabee whol e r

& Perception Enterprise Manager

Authoring  Administration Reporter Results Help

Home > Reporter > Assessment Overview Report

Groups | |

Assessment Overview Report - Screen 2 of §

Questionment Filter on group(s) | 0K0003_HTH101_JSmith_260110_937 e
Current User

idoe@emailaddress. org

e e - Ij; Limits number of records per
age 10 - page

pag (0 - show &ll)

Filter by status Any status D Filter on a specific status

< < Back “ Next = > [ View Report ] [ Cancel ] [Help]




c. Filter by status . This option allows you to filter the results based upon the status of
the assessments. For instance, you would choose Finished Normally to have the
application to only show those assessments that were comjpeted successfully.(Note:
This would be the only option you will probably need to use when filtering at
this level. )

i. Click on the drop -down menu to choose theFinished Normally option to
limit the results you receive to only the successfully completed ted.

Bt Perception Enterprise Manager
Authoring  Administration Reporter Results Help

Home > Reporter > Assessment Overview Report

e ) Picomts Sy ] s
Assessment Overview Report - Screen 2 of 5

Questionmed Filter on group(s) [ 0K0003_HTH101_JSmith_260110_937 Acich xnin
Current User

idoe@emailaddress.org

Limits number of records per

Limit results per -
age 10 - page
pag (0 - show all)
Filter by status Any status D Filter on a specific status

Recently started

<< Back || Next » [LLpre ress‘ [ View Report ] [ Cancel ] [Help]

Finished, time limit exceeded
Finished at time limit
Finished at user request

All unfinished

All finished

Any status

Finished, scanned in

8. You canView Report now , or you can choose to filter the results even more by clicking on the
Participants Page Tab

Bt Perception Enterprise Manager
Authoring  Administration Reporter Results Help

Home > Reporter > Assessment Overview Replg’rl

Assessment Overview Report - Screen 1 of 5

Questionmark Choose a report template and an assessment, then press View Report.
To filter data, choose a filter, or use the wizard tabs.

Current User Select report template Analyze by group D

doe@emailaddress. org
Select assessments to report QM PRE-TEST. Nati Add ]

on

Analyze on all the Bl
assessments or define a

custom list using the Add and
Remove buttons.

Select filter Do not use filter D

’ View Report ] [Cancel] ’Help]




This tab allows you to do one or all of the following:

a. Filter on participant. To choose a participant:
i. Click on Browse

B Perception Enterprise Manager

Authoring Administration Reporter Results Help

Home > Reporter > Assessment Overview Report

Assessment Overview Report - Screen 3 of 5

Cruestionmank

Filter on participant m %

Current User Filter on participant details BTU"“SE

‘doe@emailaddress. org

Filter by score band All score bands

Filter by assessment score F

Filter by minimum score o il

Filter by maximum score o il

[ < < Back ][ Mext = = [ View Report ] [ Cancel ] [Help]

ii. Click on the Participant ID
@ Perception Ente = EToWsouon panticipants e Windowsintennetsixplorern \.i\iliﬂ

Authoring  Administr [5G
L
Ho
Simple Advanced Click on the "Advanced" tab to reveal more search options.
Participant Name contains D Search ] [ Display All ]
Questionmrk Click on the Participant name to select it for the filter.
Garciad56123789 (Robert, Garcia)
Current User
‘doe@emailaddress.org 1 record(s) found h.

b. Filter on participant details (Student ID number ). To choose participant details:
i. Click on Browse

B Perception Enterprise Manager

Authoring Administration Reporter Results Help

Home > Reporter > Assessment Overview Report

Assessment Overview Report - Screen 3 of 5

Cruestionmank

Filter on participant

Current User

. - Filter on participant details Elrowse
dos@emailaddress. org %
Filter by score band All score bands m
Filter by assessment score F
Filter by minimum score L él
Filter by maximum score L él

< < Back ][ Mext = = [ Wiew Report ] [ Cancel ] [Help]




ii. Click on the participants Student 1D number

" ] P 1
¢ Perception En . . L L - . o
G e (= Broysefon panticipantdetails = Windowsnternetixplorern J J ﬂ

Authoring  Admini|
e :

Select the participant detail you wish to filter by.

Participant details:

Questionmank

w
=1

456123789 o

Current User %
jdoe@emailaddress.org

c. Filter by Score Band . To choose a score band:
i.  Click on Browse

B Perception Enterprise Manager * Logout
Authoring  Administration Reporter Results Help

Home > Reporter > Assessment Overview Report

Participants | |

Assessment Overview Report - Screen 3 of 5

Questionmank

Filter on participant
Current User : fer . -
Filter on participant details Browse
'doe@emailaddress.org * *
Filter by score band All scere bands %

Filter by assessment score O
Filter by minimum score % él
Filter by maximum score % il
« « Back ” Mext = = ’ View Report ] [ Cancel ] ’Help]

ii. Click on the Assess ment Outcome

— :
o orespton E1 (= Broyise fonscorebands = WindowsInteriet ixplonern J \_‘l] a

Authoring  Adminig
e questionmark.com @

Select the scoreband you wish to filter by.

Scoreband name:

Cruestionmank
Pass ‘

|,f3~.II score bands ‘ Fail ‘ Failed ‘ Feedback

Current User
idoe@emailaddress. org %




d. Filter by Assessment Score . The report will only include results within the range set.
To set the filter by assessment score:

] |, _Tick the Filter by Assessment scorebox
Bt Perception Enterprise Manager

Authoring Administration Reporter Results Help

Home = Reporter = Assessment Overview Report

Assessment Overview Report - Screen 3 of 5

z

Cuuestionmank
Filter on participant
Current User n o . -
[doe@emailaddress org Filter on participant details
Filter by score band All score bands
Filter by assessment score %
Filter by minimum score 0 LA il
Filter by maximum score 100 o il
< < Back ” Next = > ] [ View Report ] ’ Cancel ] ’Help]

ii. Set score ranges by clicking the up/down arrows on the minimum and
maximum score filters . In this example, the range is set to report only
assessment results that achieved 76100% scores which is a passing result on

most CareerTech Testing assessments.
Bt Perception Enterprise Manager

Authoring Administration Reporter Results Help

Home = Reporter = Assessment Overview Report

Assessment Overview Report - Screen 3 of 5

Cuestionmank
Filter on participant
Current User " o . -
Filter on participant details Browse
idoe@emailaddress. org 5 ;
Filter by score band All score bands
Filter by assessment score
Filter by minimum score 70 % i’ N
Filter by maximum score 100 % il ~

< < Back “ Mext = = [ View Report ] [ Cancel ] [Help]




9. You canView Report now , or you can choose to filter the results even more by clicking on the
Special Fields Page Tab .

B Perception Enterprise Manager

Authoring Administration Reporter Results Help

Home > Reporter > Assessment Overview Report

Main Page | Participants | Special Fields

Assessment Overview Report - Screen 1 of 5

Questionmiank Choose a report template and an assessment. then press View Report.
To filter data. choose a filter, or use the wizard tabs.

) Current User Select report template Analyze by group [

doe@emailaddress.org Select assessments to report
o bl OV PRE-TEST National Healthcare | IR )
Analyze on all the R

emove

assessments or define a
custom list using the Add and
Remaove buttons. -
Select filter Do not use filter D

[ View Report ] [Cancel] [Help]

This tab allows you to do one or all of the following:

a. Filter by Special Fields . These fields consist of the required information you had to
provide in the roster template before uploading it to the system. The special fieldsyou
can filter by are bolded below:

i. Special 1. = First Name
ii. Special 2. = Last Name
iii. Special 3. =Primary Email & (not required, so disregard this option)

iv. Special 4.= Gender
v. Special 5. = Ethnicity
vi. Special 6. = Level

To filter by any of these fields, click on Browse next to the field box and select from the
available options . You can filter by one or all of the special fields.

Bt Perception Enterprise Manager

Authoring  Administration Reporter Results Help

Home > Reporter > Assessment Overview Report

Assessment Overview Report - Screen 4 of §

Questionmank Filter by special fields
Current User " I%E' I:@
idoe@emailaddress.org 3, a,
; (oo
9. 10.

« < Back “ MNext = = ] View Report ] [ Cancel ] [Help]




10. You canView Report now
Dates Page Tab .

B Perception Enterprise Manager

, or you can choose to filter the results even more by clickingon the

Autheoring Administration Reporter Results Help

Home > Reporter » Assessment Overview Report w7

Assessment Overview Report - Screen 1 of 5

Questionmank Choose a report template and an assessment, then press View Report.

To filter data, choose a filter, or use the wizard tabs.

Current User

) ! Select report template
‘doe@emailaddress. org

Analyze by group D

Select assessments to report

Add

on
Analyze on all the R
assessments or define a
custom list using the Add and
Remoave buttons.
Select filter Do not use filter D

[ View Report ] [ Cancel ] [Help]

This tab allows you to do one of the following:

a. Filter by Date. There are pre-set options that you can choose if you wish to filter by a
certain date range.

i. All dates (default option)

ii. This Year

iii. This Month

iv. LastMon th

v. Last Month to date
vi. Today
vii. Yesterday

To filter by any of these pre-set options, tick in the option

choose one)
Bt Perception Enterprise Manager

you want (you can only

Authoring Administration Reporter Results Help

Home > Reporter = Assessment Overview Report

Assessment Overview Report - Screen 5 of 5

Dates |

Questionmark Select whether to filter by date:

@ All dates

O Last

il Months

From date

Current User
idoe@emailaddress. org

) Custom

X

To date
Last month to date

Today

O000O0O0

Yesterday

View Report ] [Cancel] ’Help]




b. Filter by Last . This option allows you to set the results to filter by a number of months
and/or days from the current date. In the example below, it has been set to report on
those results from the last 4 months and 7 days.

To filter by this option, tick in the circle next to Last and set the dates either my
manually entering in the number of months/days or using the up/down arrows next to
each.

B Perception Enterprise Manager

Authoring  Administration Reporter Results Help

Home > Reporter > Assessment Overview Report

I Dates |

Assessment Overview Report - Screen 5 of 5

Questionmank Select whether to filter by date:

All dates iﬂG) Last 4 él Months |7 il Days

Current User

o
Thi
idoe@emailaddress.org = BT Rg ng
O This month & Custom From date
O Last month To date
 Last month to date
O Today
' Yesterday
[ View Report ] [Cancel] [Help]

c. Filter by Custom. This option allows you to set an exact date range for the results you
want to filter. In the example below, the range has been set from 1 January 2009 to 31
December 2009.

To filter by this op tion, tick in the circle next to Custom and set the dates by using
the drop-down menus next to each selection.

11. Click on View Report . You have set all available filtering options for the Assessment Overview
Report.






































































