CareerTech Testing Dashboard




_of Online :
The Provider ~ Testing >0utions

Testing

Powered by

Questionmark

c'afegglti/ng

The Provider of Online Testing Solutions

9/01/2011



Copyright 2011

CareerTech Testing Center

All rights reserved.

The CareerTech Testing Centerdoes not discriminate on the basis of race, creed, color,
national origin, sex, age, veteran status, or qualified handicap.

Web site addresses were accurate and all content on referenced web sites was
appropriate during development and production of this product. However, web sites
often change; the Testing Divisiontake s no responsi bility fo
i nclusion of a web site does not constit
products, or owners. You are encouraged to verify all web sites prior to use.



Accessing the AFBP CareerTech Dashboard ... 1

ACCESS AN USE The BSIEIM ... e e e e e e e e e e e e e e e e e e e s e eeaeeeeesesas b s s s e aseeaeaaaaaeaeaaes 1
AFBP Dashboard COMPONENTS.........ouiiiiiiiiiiii ittt e e et et e e e e e e e e e e s e e e e s e e e e e e e e e aeeeaesaaaanan 1
(1 X oo | o | P 2
Access Instructor Lists & Rosters, Assessment @dits available, Bulk Certificates and to link to Enterprise
=T = Vo =T PP 2
Delete an Instructor, a Student, or a Schedule from the Testing S/SteM. ........coooeviiiiiiiiiiiiiiie e 2
Adding a New INStructor (CSI) t0 YOUI ACCOUNT .......uuiiiiiiiiieeeeeieiaeeeie e e e e e e e e e e e e e e e e e e e e e e e s s s aannnnnnnnnnes 3
e [0 [0S (U T o O PP TP O PUPPPPPPPPPPPOPPPRPN 3
Multiple Instructors for your I NSHIULION. .........ooiiiiiiiie e e e e eees 4
Email t0 the I NSIIUCTOT (CSI). .ottt e e e e e e e e e e e ae e e e e e e e e e nnne e e 4
S U0 [o [T ol ] (o] 1 gF= 11 (o] o PP PP PPPPPPPPPRPPPN 5
Import Template from WEDSItE ...t i e 5
Input Student Data iNto ROStEr TEMPIALE .........uuiiiiiiiiiiii e 7
Required INfOrmMation .......ccccciiiiiiiiiiiiiis e e 7
Input Student Data Manually from DashbDOard ...............uuviiiiiiiiiiiieicceee e e e eeas 9
INSEIUCTO IS T8I ...ttt e e e e e e e e e e e e e e e e e e e e annes 9
INSEIUCLOIS ROSLEY ... e areeeee e e e e
Manage STUAENTS. ....ccooviiiiiiiiiiiiiiiiiiiiiis e es eeeeeeee e e e e e e
Add STUAENE.....cc i e e aaaaaaee 10
Required INfOrmation . ...t e e ———— 10
Group ROSEEI INFOIMALION ....uuiiiiiiii ettt e e ettt e e e e e e e e e e e e e eeeeeereeaane 12
INSEIUCTION TAD . oot s e e 12
INSIUCIOr ROSIEIS ... e arreee e e e 12
Group NABME. oo ies e e e 13
Use each group name listed to printoutalistof each Roster ds Par.t.i.c.i.fp3ant
ASSESSIMEINT CFEAITS ...ttt ettt ettt ettt e ettt ettt e e e e e e e e e e oo e bbbttt bbb bbbt e ettt et e e e e e e e e e e e aaneeeeeeaaannnn 14
ASSESSMENT CrEAIS LA ....eiiiiiiiieie ettt e et e e e et e e et e e e e et et e e e e s b e e e e e aae e 14
Total Number of Credits Purchased, Used, and Still AVAIIADIE. ..........o.oveiei e 14
a1 o] (Y= Y F= T F= T = PP PPP PP PP TPPPN 15
ENTerprise MaNAGET 18D ...ttt e e e e e e e e e et e e e e e e enees 15
Open a New Window for Perception EnterpriSe Man@ger. ......ccoooi oo eeeeiiee e 15
Username and PasSWOITO LOG-IN .oooiiiiiiiiiiiiiiiiiie ettt e e ettt e e et e e e e e e e eeeeeeeeeeeesaaaannas 16

)Y AT (=T A 0 ] 1] = 1o o O 16



----Viewing Participant INfOrmation .........cccccccoiiiiiiiiiies i s 16

o T Tod 0T o] £ PSPPI 17
Single Instructor and a SINGIE ROSLEL. ......uuuiiiii i e e e e e e e e e e 18
Multiple Instructors or Rosters for your iNSHIULION  .......ooooiiiiiiiiiiiiie e 18

L Tel 0] (0 S T gl = Vo [ USRI 19
Show Password for all partiCIpantS........ccooii i 19
Print the list of Participants With PaSSWOIAS ..........ccoooiiiiiiiie e 20

L 1101 ST =] (=T o 1o o PP PR PP PPPP S TPPPPPRINE 20

[ €01 Tol (=T=T o PO TP PP P PP PUPPPPP 21

Filter Participants (students) for your inStItULION  ......cccoooiieie i e 21

LT 01U o TSP 22
SCNEUUIBS ...ttt e e e e e e e e e e e e e e r e et e e e e e e e e et e e e e aeaa e 23
FIEEr SCREAUIES. ... e e e e e e e 24
a1 C g o] (T =T o To 4 (] PP PPPPPPPPPPPP 24
----Viewing and RUNNING REPOMS ......ccoooiiiiiiiiiiiiiiiiiiiis i eees errrereeeaaeeaeas 24
ASSESSIMENT OVEIVIEW REPOIT. ...ttt et e ettt et e e e e e e e e e s s e s bbb e ene e e s 26

L LA ISTed ] 010 = =] oo o APPSR 38
LOT0T= Tl o] g To TN =T 1o 1 AP 43
Yool (3 I Yl =T oo PP PP PEPPPPP PP RTPRRPPN 50

g Lo (o] gl = (ol TP PP PPPPP PP P RRRTPPPN 55
Student Access to the ONnliNe TESHNG SYSIENML.......cooiiiiiiiie e e e e e e e e e e e e e e eeeees 60
Student Log-1n INFOrMEAL 10N ....uiiiiiiiiee e e e e e e e e e e e e e e e e e e e e e eeeaaaaeaaaaeeens 60

Printing Certificates After a Student has closed out Of an ASSESSMENT..........ccuevvviiiiiiiiiieee e 60



Accessing the AFBP CareerTech Dashboard

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

ST S nternet Bplore - [=]x]
@9' |g,--:::: hosting. questionmark.com)/careertechdashboard @ 5 X |'£' Google ||p|v|

i File Edit View Favorites Tools Help
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Administration

cxmeer‘tcch/

lesting

The Provider of Online Testing Solutions

Ermail Address: |

Password: |

Forgot Password?

@2009 Questionmark Corporation

€ Internet - B0 -

To access and use the system:

1. Enter in your assigned username and password to access the system.
2. Click on Login

AFBP Dashboard Components:

1. Add Instructors & Rosters
2. View Assessment Credits

3. Link to Enterprise Manager to print Rosters with participant passwords and Reports for each
instructor, all instructors, and overall assessment data

2/23/2011



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

Your Account

The default screen you are presented with upon logging into the sysem allows you to seea list of any
instructors that have been entered into the system for you by the CareerTech Testing Center. If no instructors
have been added to the system, you will be able to add them through this interface. This screen allows youa
accessinstructor lists & rosters, assessment credits available, and to link to enterprise
manager.

careevech

Testlng Assessments for Bulk Purchase Administration

jdee@emailaddress.org | Logout
The Fravider of Ol Tring Sadsrians’

Instructers Aszezsment Creditz EnterprizeManager

Instructors % % %

Instructors for Test School 1
& Add Instructor

. . Instructor
Last Name First Name Email Address Rosters Delete
N4 2mith John jsmith@emailaddress.org }?

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

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

or a schedule from the testing system, you will need to contact the CareerTech Testing Cengr to
permanently delete them from your account.




Adding a New Instructor (CSl)to Your Account

1. Click on Add Instructor

amreeriech
Test wg Assessments for Bulk Purchase Administration
The Frovierof Onns
Instructers Azszezament Credits EnterprizeManager
Instructors

Instructors for Test School 1
&, Add Instructor

Last Name First Name Email Address

Mo records to display.

Instructor Rosters Delete

jdoe@emailaddress.org | Logout

2 Enter in the First Name, Last Name, and Email Address for an instructor in the given boxes

Testm Assessments for Bulk Purchase Administration

The Frovisr of Ombins

Instructors Asszessment Credits EnterprizseManager

Instructors

Instructors for Test School 1
& Add Instructor

Last Name First Name Email Address

First Mame:  Jehn

LastMame:  Smith

Email:  jmith@emailaddress.org 3

Instructor Rosters Delete

[ @ save || 3 cancel

Mo records to display.

jdoe@emailaddress.org | Logout



3. Click on Save

aireervech
Iestln Assessments for Bulk Purchase Administration jdoe@emailaddress.org | Logout
Tinr Providoe of Dmbine Ticsing Sadurian
Instructors Azseszment Credits EnterprizeManager

Instructors

Instructors for Test School 1
& Add Instructor

Last Name First Name Email Address Instructor Rosters Delete
FirstMame:  Jehn
LastMName:  Smith

Email:  jsmithi@emailaddrezz.org

| & save | | $ cancel

Mo records to display. EE

If you have multiple instructors for your institution, you will need to repeat Steps 1 -3.

Once you have clicked on save, aremail to the instructor (CSI) wi t h t he CSI 6s wuser name
a link to the dashboard will be automatically triggered by the system.

If the CSI does not receive an email, the instructor can contact the CareerTech Testing Center to get the
necessary information to access the system.The CareerTech Testing Centewill not give out the password for
an instructor to the Customer Administrator (CSA) 0 site administrator .




Student Information

----Import Template from Website
1. If you have any problems downloading either template through the interface, you can download it from
the by clicking on this link:

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

r WpeningRosterd empl

You have chosen to open
] RosterTemplatexls tech.org/cgi-bin/WebOhjects fOKCT. woafwajroom?id=0453habid=33700 77 - | @~ 0

which is a: Microsoft Office Excel 97-2003 Worksheet
from: https: /ficat.ckcareertech.org

What should Firefox do with this file?

) Open with Microsoft Office Excel {default) E]

(@ 5ave File The Provider of Online Testing Solutions

:sting Center NCHSE Info  Technical Skills Info LPSSC Info Logout

esources | Standards | Calendar | Comprehend | PDC | Admin™ | Talk | Help | Logout

xls Expand Assign Task Edit
[ customermrormaon The Roster Template file is the file you will need to use in order to enter the required information for

To-Do List for Site each group that will be testing. An individual file will need to be created for each class/section/group
Administrators (CSA's) that will be testing.

Site Administrator (CSA)
Contact Information

The steps to complete this process are as follows:

1. Download the file and disseminate to yvour instructors on record with us to complete the

Testing Agreement r : - anc )
required information in the template file.

Instructor Worksheet 2. A separate file should be created for each class/section/group. The file name should reflect
AT ELThE > 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
Jhealthtest/State_Specific.htm

Proctor Scripts

Any rosters submitted with incorrect information will be returned.
Training Videos

3. The roster files should then be attached in an email and emailed to the CareerTech Testing

ick Ref Guid . . - i
Quick Referance Guides Center email address so that it can be uploaded into the system and the participants scheduled.

Manuals

Maotes: Please remember to complete each column of information for each student listed.
Information for Coordinators |

& Instructors Also remember to leave out special characters in students names such as apostrophes, dashes,
Room Preferences Also remember that you cannot copy and paste information into the template.

Membership a8
Planner &

Manager

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

3. Click on Save to save the file to your system and click onOK
<ls, aq

r Wpenng Rosterlemplal

fou have chosen to open

] RosterTemplate.xls tech, org/egi-bin/\WebObjects fOKCT wos fwafroom?id=0453hakid=33700 7 - | *f -

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) &

@i8ave File The Provider of Online Testing Solutions

:sting Center NCHSE Info  Technical Skills Info LPSSC Info Logout

esources | Standards | Calendar | Comprehend | PDC | Admin™ | Talk | Help | Logout
____._‘ xls Expand Assign Task Edit

The Roster Template file is the file vou will need to use in order to enter the required information for
To-Do List for Site each group that will be testing. An individual file will need to be created for each class/section/group
Administrators (CSA's) that will be testing.

Site Administrator (CSA)
Contact Information

The steps to complete this process are as follows:

1. Download the file and disseminate to your instructors on record with us to complete the

Testing Agreement r : - anc X
required information in the template file.

Instructor Worksheet 2. A separate file should be created for each class/section/group. The file name should reflect
r—— = > the instructors last name and what class/section/group it represents. Please remember that
SOster _empate 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: //www.okcaresrtech.org
Jfhealthtest/State_Specific.htm

Proctor Scripts

- X Any rosters submitted with incorrect information will be returned.
Training Videos

2. The roster files should then be attached in an email and emailed to the CareerTech Testing

k Ref Guid . . . iy
Quick Reference Cuides Center email address so that it can be uploaded into the system and the participants scheduled.

Manuals
MNotes: Please remember to complete each column of information for each student listed.

Information for Coordinators

& Instructors Also remember to leave out special characters in students names such as apostrophes, dashes,
Room Preferences Also remember that you cannot copy and paste information into the template.

Membership

[l

Planner

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

Manager



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.

areeriech

Testln Assessments for Bulk Purchase Administration

The Provider of nbinr Tascing Sodurinns

Inztructors Aszzezzment Creditz

Entes

Manage Students

SaVE AS)

Assessment Name

QM PRE-TEST: Mational Healthca

Total Available Enrollments: 1

Student Roster for "H
a Add Student

Eirst Name
g

Mo records to display.

Save in: @ Desktop

My Recert
Documents

Desktop
My Documents
My Computer

-~

My MNetwork

e My Documents

' My Computer

‘Erﬂy Metwork Places

D) Backup

|CDesktop Files

I Miscellaneous Shortouts
[T Rosters for testing

[ﬁ) Server

@]New Server User & Pass
@] Phone Contacts
@]Previous Years Results User & Pass

File name: oster Temp

Save astype:

: ] N
Microscft Offics Excel §7-2003 Worksheet [

€]

jdoe@emailaddress.org | Logout

5.
file to open.

In order to open the file, you will need to browse to the location it was saved to and doubleclick on the

9/01/2011



Input Student Data into Roster Template

1. Required Information : First Name ,Last Name , Student ID Number , State , Gender
Ethnicity , and Level (grade level). The columns State, Gender, Ethnicily, and Level have a Drop
Down menu that you can use to choose acceptable r
provide the studentdés gender or et hni ci(Not: Please opt
avoid copying and pasting in formation into the roster and avoid any special characters in

student names such as apostrophes, dashes, etcé¢)
,-/ﬁg-,\‘.l H9-c-& )+ RosterTemplate [Compatibility Mode] - Microsoft Excel - o X
:E/ Home Insert Page Layout Formulas Data Review View Developer 'Q) - = X
I_-‘J b [ Caiiori 1 ~Aa W= = =(®-] S | ceneral - ij,' % _l:"ﬁ' %ulnsmv z- ‘%? \?a
= = === ___) o Delete = Ev )
e 5 (B [ A [ | (s o] o ot gy | -
Clipboard = Font ) Alignment (F] Number Ts Styles Cells Editing
D2 - %]
A B c D £ £ G H T~
1 First Name Last Name Student ID Number |State |Gender |Ethnicity |Leve| |
2 |Jane Adams 123456789 1= 1~ 1= 1= %
3 AK Em American In?lian & 1w ‘
AL = F Alzskan Native 11
4 AR, Refuse to Answer Asian American o 12
5 a5 Pacific American HPost-Secondarv
AT Black
b CA Af‘r!ca_n Am_erican
7 & = Ve =
3
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
4 4 » M| Roster %1 0| m
Ready | ] u 100% (=) 0 (+)

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.




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.

—_— - [ 5 R B : L P
;l:!gﬂ" & R — — ~
- Home Insert Page Layout Formulas Data Review View Developer @ - @ x
= == | ] || g=Inset~ | I v
B ‘* Calibri -lu AW [F ==|®-| & | Genera - i_i‘l % —ﬂb = @a
N Sa . == I Delete ~ @ -
Paste B I U~ - - A -||[= =||E iE| - ||| § ~ % »||%3 ;%8| | Conditional Format  Cell I Sort & Find &
- 7 — L E b Formatting = as Table = Styles = L.‘;’-_‘I"_O"""'atT <27 Filter~ Select~
Clipboard M Font IF Alignment ] Mumber IF] Styles Cells Editing
| A3 - £
A B C D E F G H I |
1 |First Name Last Name I - — I - — = Level
Wicrosoft.Office Excel = GompatibilityChecker am
2 |Jane Adams e =& el = LOMPatBIGy SNetne 12
3 The following features in this workbook are not supported by earlier versions
a of Excel, These features may be lost or degraded when you save this
[ 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 MNumber of occurrences
E Minor loss of fidelity \'g)
9
10 Some cells 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 dosest format available, oep
12
13
14
15
16 Check compatibility when saving this workbook.
17 Copy to New Sheet | Continue  § [ Cancel
Y
18 =
)
19
20
21
22
23
24
25
4 4 » »| Roster /%] [N m
Ready S




Input Student Data Manually from Dashboard
1. Click on Instructors tab
2. Click on Instructors Roster

careeriech

T Frovider o Online

Instructers Assessment Credits EnterprizeManager

Instructors
Instructors for Test School 1
& Add Instructor

Last Name First Name Email Address

rd Smith John jsmithi@emailaddress.org

3. Click on Manage Students

Test g Assessments for Bulk Purchase Administration

jdoe@emailaddress.org | Logout

Instructor Delete
Rosters
N o

%

to access the page that will allow you to manuallyadd students to an
existing roster loaded by the CareerTech Testing Center.

careervech

The Previder of e

Instructors Aszessment Credits EnterprizeiManager

Manage Rosters

Rosters for John Smith
[T Add Roster

Edit Roster Name Program Group Name

W W '

[T Health Pre-Test Class Mational Health Frogram

[ Health Roster Mational Health Program

Test g Assessments for Bulk Purchase Administration

jdoe@emailaddress.org | Logout

Manage

Students Dalele

CRO003_HTH101_JSmith_260110_937

OKO0003_HTH101_JEmith_270110_1332 %

I

9/01/2011



4. Click on Add Student

@9 - |g, http:/fconsultingw44. questionmark. com /A fbpCustom,View Main/Roster Mana

View Favorites Tools Help

G- @-d 3

Test

The Froviderof G T

?,3 B> BREN T RAE AR
g Assessments for Bulk Purchase Administration

Instructors Assezsment Creditzs EnterprizeManager

Manage Students

Assessment Name Credit(s)

QM PRE-TEST: Matienal Healthcare Foundation Skills 13

Total Available Enrollments: 13

Student Roster for "Health Pre-Test Class™
A Add Student

First Hame Last Name Student ID
s W '
Jane Adams 123456789
Michael Smith 987654321
5. Required Information : First Name , Last Name , & Student ID

Level , choose the appropriate response from each of the drop

with the Excel template, the
information.
Test g Assessments for Bulk Purchase Administration
The Propiee of Ombims
Instructors Assesement Credits EnterpriseManager

Manage Students

Total Available Enrollments: 13

Import Excel Roster

Download Import Template (Excel)
Download Import Template (ZIP)

Delete

For State , Gender
-down menus

option

Download Import Template (Excel)

Download Import Template (ZIP)

Student Roster for "Health Pre-Test Class"
& Add Student

First Name Last Name Student ID Delete
' N N
FirstMlame: Robert
LastMame: Garcia
Student ID: 455123788
State: | Oklahoma - —
Gender.  |M - [ %
Ethnicity. | Mexican -
Level: [12 -
Jane Adams 123456789 B

jdoe@emailaddress.org | Logout

, Ethnicity , &
provided. As

of fRef use

jdoe@emailaddress.org | Logout

]

9/01/2011



6. Click on Save to add the student.

aireeriech
|est g Assessments for Bulk Purchase Administration jdoe@emailaddress.org | Logout
The Provideeof nlins
Instructors Assessment Credits Enterpriseianager

Manage Students

B
i : (4]
Total Available Enrollments: 13 Download Import Template (Excel) i

Download Import Template (ZIF)

Student Roster for "Health Pre-Test Class"
& Add Student

Eirst Name Last Name Student 1D Delete
'l 'l 'l
FirstName: Robert

LastMName: Garcia

StudentID: 458123788

State: |0k|ﬁhumﬁ v.f
Gender: |r.1 - !
Ethnicity: | Mexican |
Level: |12 - |
[Uswe | (% cone |
Jane Adams 123456789 e}
=
7. The student is then added to the roster and the Total Available Enrollments & Credit totals are
changed to match the addition of the new student.
aireervech
il‘eqst “_g Assessments for Bulk Purchase Administration jdoe@emailaddress.org | Logout
Instructors Aszzessment Credits EnterprizeManager
Manage Students
]

Assessment Name Credit(s)

QM PRE-TEST: Mational Healthcare Foundation Skills 12

[
Import Excel Roster

Download Import Template (Excel)
h Download Import Template (ZIF)

Total Available Enrcllments: 12

Student Roster for "Health Pre-Test Class"
A Add Student

First Name Last Name Student 1D Delete
s W W

Jane Adams 123456789 B

Michael Smith 987654321 ﬁ

Robert Garcia 456123789 B

9/01/2011




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: Instructors (CSI) can also pull this
information for each of their own rosters.)

1. Click on the Instructor tab to view all instructors (CSI) f or your institution.
careervech
Testu‘lg Assessments for Bulk Purchase Administration jdoe@emailaddress.org | Logout
The Provider of Ombmr Toning Sodurions

Inztructors Aszezzment Credits EnterprizeiManager

Manage Student%

Assessment Name Credit(s)

QM PRE-TEST: Mational Healthcare Foundation Skills 13

Import Excesl Roster

Download Import Template (Excel)
Download Import Template (ZIP)

Total Available Enrollments: 13

Student Roster for "Health Pre-Test Class"”
& Add Student

First Name Last Name Student 1D Delete
'l 'l 'l

Jane Adams 123456789 B

Wichael Smith 937654321 ﬁ

2. Click on Instructor Rosters
areeriech /

Testu‘lg Assessments for Bulk Purchase Administration jdoe@emailaddress.org | Logout

The Provider o Ol Tsing Sodurinnr

Instructors Azzezament Credits EnterprizeManager

Instructors

Instructors for Test School 1
& Add Instructor

. . Instructor
Last Name First Name Email Address Rosters Delete
4 Smith John jsmith@emailaddress.org Ry )

R




3. The Group Name can now be seen for each roster for a particular instructor.

careerech

Testlng Assessments for Bulk Purchase Administration

jdoe@emailaddress.org | Logout
T Prowider of (ki Trusing Sodriany

Inztructors Aszszezsment Credits Enterprizelanager

Manage Rosters

Rosters for John Smith

3 Add Roster

Edit Roster Name Program Group Name ;’:33:3; Delete
'l 'l 'l

) Health Pre-Test Class Mational Health Program

OK0003_HTH101_JSmith_250110_237 %) m

R

You will later use each group name listed toaccess the participants (students)for each roster. This will be
important for you to be able to print out a list of each Rosterdo s P ar t i ¢ aspwonidfos thosen d P
participants. You will need to provide this information to each participant (student) for them to be able to
access the online system.SeeStudent Access to the Online System for further information.




Assessment Credits

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

careervech

T Providerof Onbnr

Instructors %

Instructors for Test School 1
& Add Instructor

Last Name First Name

rd Smith John

Test g Assessments for Bulk Purchase Administration

Instructors Azsezsment Credits EnterprizseManager

jsmith@emailaddress.org

jdoe@emailaddress.org | Logout

Instructor Delete
Rosters
7 o

2. This screen will allow you to see thetotal number of credits
Avallable for each assessment ordered.

coreeryech

Test g Assessments for Bulk Purchase Administration

T Pravider of Ol Treng

Instructors Asz=zezsment Credits Enterprizelanager

Credits

Assessment Credits
Session Name

QM PRE-TEST: Mational Healthcare Foundation Skills

Purchased, Used, and still

jdee@emailaddress.org | Logout

Available
13

9/01/2011



Enterprise Manager

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

allow pop -ups from this site or turn off pop -up blockers)
careeriech
I&;&&ng Assessments for Bulk Purchase Administration jdoe@emailaddress.org | Logout

Instructors Azzesament Credits EnterprizeManager

Credits %

Assessment Credits
Session Name Purchased Used Available

QM FRE-TEST: Mational Healthcare Foundation Skills 18 2 13

2. If you do not receive a new window with a login screen, you can click on theOpen a New Window
for Per ception Enterprise Manager to be taken to the application.

aireervech

Test]_l‘lg Assessments for Bulk Purchase Administration jdoe@emailaddress.org | Logout

Thr Provider of Oulinr Truning Sadrians

Instructors Azszezament Credits Enterprizelanager

Enterprise Manager

Open a New Window for Perception 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 MName |jdoe@emailaddress_0rg |

Password |"uu| |

D%‘

Questionmark Perception
...getting results

Once you have logged into the system, you have two optiond System Administration and Enterp rise Reporter.
The System Administration option allows you to view participant information , groups, and schedules foryour
institution. The Enterprise Reporter option allows you to see scores and statistics for participants, groups, and
assessments.

System Administration

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

Bt Perception Enterprise Manager

Authoring  Administration Reporter Results Help

Home
i

1 System Administration w'

[z View and create participants, groups. schedules and administrators.
Manage and configure Perception Server.

Cruestionmank

: Enterprise Reporter
Run Perception's powerful reporting system to see SCOres, answers
Current User and statistics.

jdoe@emailaddress.org

Options

[ Change My Password
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Once you have click on System Administration, you have several options to choose from including:

1. Participants
2. Groups
3. Schedules

Bt Perception Enterprise Manager ' Logout
Authoring  Administration Reporter Results Help

Home > Administration ﬁ

E Participants
Wiew, create. manage and schedule participants (test-takers).

Groups u;

Wiew, create, manage and schedule groups - which are used to
define the way access works for participants and administrators.

: Schedules D‘;
% Wiew and manage schedules - which assign participants or groups to

assessments.

Cruestionmank

Current User
jdoe@emailaddress.org

Participant s

This area dlows you to view all participants that have been added to rosters by youor by Instructor s
(CSI). This screen will be very important because itwill allow you to print out the passwords for
each participant scheduled. Since participants are created in the system basedipon their
registration data, instructor name, and the roster that they belong to, it will be importantto note
this information when pulling passwords for a given instructor and roster.

1. Click on Participants

Bt Perception Enterprise Manager ' Logout
Authoring  Administration Reporter Results Help

Home > Administration ﬁ
E Participants
Wiew, create, manage and schedule participants (testtakers).

Questionmant Groups

Wiew, create. manage and schedule groups - which are used to
define the way access works for participants and administrators.

Current User
jdoe@emailaddress.org

: Schedules
=] Wiew and manage schedules - which assign participants or groups to

assessments.




2. If you have aSingle Instructor and a Single Roster, all participants will be listed on this screen.
& Perception Enterprise Manager =]

Participants

Home = Administration > Participants

Q |F'articipant D |contain9 |

Filter(s) Selected
|

a Create Individusl
8 Create Multiple

search
g Edit - P
P &lGrnup MName |conta|n9 |OI—([J[][]3_HTH1U1_JSm|th_z EI
e Delete
[ schedulz
) . Participant IDw Group First Mame Last Name Details Email  |Password
g Change Group Memberships -
@ Adams123456738% OKO003_HTH101_1Smith. .. Jane Adams 123456739 e
‘__‘jlmpc-rl Garciad561237589 OKO0003_HTH101_15mith. .. Robert Garcia 456123739 =
EPU" Eartidpant Smith887654321 OKO0003_HTH101_15mith. .. Michael Smith 987054321 e

(9 Show Password

B %

Records Per Page @

Find Participants
£ Fitter off

Records Per Page

Links

ﬁ} Hame
@ Help
&' Logout

3. If you have Multiple | nstructor s or Rosters for your institution, you will need to e nter in the
Group Name you noted in the Group Roster Information discussed previouslyand Click
on Search .

B Perception Enterprise Manager ]

Participants

Home > Administration > Participants
3 Create Individual

Q |F'artic:ipant D | contains |
88 Create Multiple
P Edit & | Group Mame | contains

Filter (s} Selected
|

search

[0K0003_HTH101_JSmith_z|

o Delete h
@ Schedule

. . Participant IDw Group First Name Last Mame Details Email Password
ﬂ Change Group Memberships
.- Adams 1234567589 OK0003_HTH101_1Smith... Jane Adams 123456759 e
2 Import Garca456123739 OKD003_HTH101_1Smith. .. Robert Garcia 456123753 ===
EPU" Participant Smith337654321 OK0003_HTH101_1Smith... Michael Smith 987654321 e

<@ Show Password

Find Participants
O Filter Off

Records Per Page

Records Per Page

Links

ﬁ} Home
@ Help
& Logout

[~
9/01/2011




4. If you have more than 25 participants for a single roster, you can click on the drop-down box

under the Records Per Page to view more records on the page.
&t Perception Enterprise Manager [~]

Participants

& Create Individuz| Q | Participant ID [ | contains | | Filter(s) Selected

8l Create Multiple

Home = Administration > Participants

- search
£ @9 | Group Name [ [contains [ [0K0003_HTH101_JSmith_2
@ Delete
Ea Schedule

) . Participant IDw Group First Mame Last Mame Details Email Password

g Change Group Memberships
o Adams123456739 OKD003_HTH101_J5mith. .. Jane Adams 123456789 =
.} Import Garciad456123789 OKD0O3_HTH101_JSmith. .. Robert Garcia 456123789 e
[R pull Pzrticipant Smith987654321 OK0D03_HTH101_JSmith... Michzel Smith 987654321 s

{? Show Password

Find Participants
$O Filter OFF

Records Per Page

Records Per Page Qb

Links
mHome
®He||:|
& Logout
~]
5. Click on Show Passwordat the left to show all the passwords for all participants on the screen
Bt Perception Enterprise Manager =]

Participants

& Create Individuz| Q |F'articipant D |contain9 | | ) S s

8 Create Multiple

Home = Administration > Participants

search
J Edit ! P
£ e @9 | Group Name [ | contains (0K0003_HTH101_JSmith_2
e Delete
Ea Schedule
. . Participant IDw Group First Mame Last Mame Details Email Password
ﬂ Change Group Memberships
@ Adams123456739 OK0003_HTH101_JSmith. .. Jane Adams 123456739 =
o Impart Garciad56123789 OKO003_HTH101_1Smith. .. Robert Garcia 456123789 e
EF’LI" Particpant Smith387654321 OKO003_HTH101_1Smith. .. Michael Smith 957554321 =

(3 Show Password

Find Participants
£ Filter Off

Records Per Page

Records Per Page 2

Links @
m Home
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6. To Print the list of Participants with Passwords , you will need to do one the following:
a. Print Selection
i. Highlight the list of participants

B Perception Enterprise Manager

Home Administration Reporter Help
Home > Administration = Participants
Filter(z) Selected
Q |F'articipant e} | contains |

a Create Individua!

B8 Create Multiple

P Edit

0 Delete

@ Schedule

@ Change Group Memberships
Ej Impart

E Pull Participant

{? Hide Password

Participants @
H
& | Group Mame | contains |

fGroup|
OKD003_HTH101 JSmith...

ii. Click on File

%ﬂit View Favorites Tools Help
MR

e Manager

Home > Administration = Participants
Filter (s) Selected
Q |F'artic:ipant D | contains |
search

3 Create Individual

88 Create Multiple

P Edit

o Delete

@ Schedule

g Chznge Group Memberships
Ej Import

E Pull Participant
(? Hide Password

Participants
Q | Group Name | contains | |
oup

OK0003_HTH101 JSmith...
OK0003_HTH101_JSmith...
Emith98765432 OK0003_HTH101_JSmith...

Lzst Name [ De i} ==

&l

%

Find Participants @
£ Filter OFf

iii. Click on Print
Edit View Favorites Tools Help
. Cirl+ _ e
_ e prO-G-@-@ 3
Mew Window Cirl+M
Mew Session

Qpen... Crl+0

Edit with Microsoft Office Word k > Administration = Participants

Save Cirl45

Save As... Filter(s) Selected
Close Tah i |F'art|0|par|t D | contains |

Page Setup...
Print...
Print Preview...

H
|Gr0up MName | contains | |

Send
Import and Export. ..

Properties
Wark Offline
Exit

9/01/2011




2 Urile ﬂm—. =

¥,
S— MR R~
General | Options |
Select Printer
-&‘gsmm 8035/3035g RPCS
q‘g SMART Motebook Print Capture B
2 Xerox WorkCentre 5632 PS i
] [ 0[]
Status:  Feady [ Prirt to file ;
les=Trme Filter(z) Selected
Commert:
search

Page Range
OAl MNumber of copies: |1 E
(® Selection Current Page

S First MName] | ast Name| Details} Ermail Il P azsword
“E{fg ! o mith...] bane] ] [123456789) E42p05]
EntéPeither a single page number or a single mith... ] Robert] Gardal l456123789)] lda6ur3]
page range. For e, 512 mitr__] pichoel S bo754321] ==

[ Print ] [ Cancel ] [ Apphy ]
ma—— o

iv. Dot in the Selectio n option
v. Click Print

b. Print Screen & if you have a long list, you may have to do this process more than once
by scrolling down the screen to catch any participants that are not visible within the
window and by repeating Steps i-iii below

i. Hold downthe CTRL key and press the Print Screen key to the right of
the F12 key
ii. Open Microsoft Word
iii. Right -click within the document and choose paste or Press CTRL key
and the V key
iv. Print the resulting document

The participant screen also allows you toFilter Participants (students) for your institution using
various other parameters and clicking on search . You can filter participants by the following
bolded methods:

1. ParticipantID T participantds | ast name and student

2. FirstName T participantés first name

3. Last Name i partici pantdés | ast name

4. Emailli par ti ci pant 6 ¢$noteequaad Informatianr se dissegard this option)

5. Details i particip ant 6s details (i.e. student i d numbeée
Bt Perception Enterprise Manager [~

Home Administration Reporter Help

Home = Administration > Participants

Participants

& g Participant ID D containg D
I search
First Mame

wd|Last Name% contains D

Filter(z) Selected

Ermnail

Details
Participant I Group First Mame Last Mame Detailz Email Password

Adams 123456739 OKO0O03_HTH101_JSmith... Jane Adams 123456739 e
Garcia456123789 OKOO03_HTH101_JSmith... Robert Garcia 456123789 e
Smith387654321 OK0003_HTH101_JSmith... Michael Smith 937554321 e 1

Show Password

&
I
9
)
®
)
F:}

7




Groups

This area allows you to see all the groupsyou belong to as a member. The CSA group that will be
listed is the primary group that outlines your access to the system. Any other groups listed will be
those created by the system for each instructor roster that exists for your institution. This
information should mirro r the information in the Group Roster Information previously
discussed in the manual.

1.Click on Groups

&t Perception Enterprise Manager
Authoring  Administration Reporter Results Help

Home = Administration

; Participants
Wiew, create. manage and schedule participants (test-takers).

Groupsug

Wiew, create, manage and schedule groups - which are used to
define the way access works for participants and administraters.

Questionmank

Current User
jdoe@emailaddress. org

- Schedules
w Wiew and manage schedules - which assign participants or groups to

assessments.

All Groups that you are a member of are listed here. In this example, you can see th&€CSA
group which is your default group and the roster group that was automatically created by the
system for each instructor roster that exists for your institution. (Note: If you re-import a

roster to add students to that roster, that roste r will have two groups associated
with it.  The o nly differen ce will be the digits after the instructor name  which
reflect the date and time that the roster was created . This will be important when
pulling reports which will be discussed later in this man ual because you will have

to select both groups.)

@t Perception Enterprise Manager

Home Administration Reporter Help

Home = Administration > Groups

81 csa w-

8 OKDD03_HTH101_1Smith_260110_937

Find Group

€ Filter On
]




Schedules

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

1.Click on Schedules

& Perception Enterprise Manager

Authoring  Administration Reporter Results Help

Home = Administration

; Participants
Wiew, create. manage and schedule participants (test-takers).

Questionmank

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

Current User define the way access works for participants and administrators.

jdoe@emailaddress.org U;

. Schedules
TR Wiew and manage schedules - which assign paricipants or groups te

asgessments.

2. If you have more than 25 schedules for your institution, you can click on the drop -down box

under the Records Per Page to view more records on the page.
B Perception Enterprise Manager

Home Administration Reporter Help

Home > Administration > Schedules

Schedules
Filter(s) Selected
: ) | Participant 1D | contains | |
it Search
P Clobal Edit Status | ANy Delivery Type | ANy
Fand Schedules Schedule namew  |Assessment Participant ID Group Attempts|Starts Ends I;iier Status _Drsgzery
§ Fiter Off QMPRETEST:  |QMPRE-TEST: lan26  |Apr 26
Mational Healthcare |Mational Healthcare |Adams 123456789 |CK0003_HTH101_J5mith_260110_937(1 2010 2010 Active [Online
—— 2 Foundation Skils  [Foundation Skills 00:00:00 | 23:55:00
foorcs Ver oo QM PRE-TEST: QM PRE-TEST: Jan26  |Apr2s
Mational Healthcare |Mational Healthcare |[Smith387654321 |OKO003_HTH101_J5mith_260110_337(1 2010 2010 Active [Online
Records Per Page 25 N Foundation Skills  |Foundation Skills 00:00:00  |23:52:00

Links

ﬁ} Home
Help
fgf Logout

9/01/2011




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

ParticipantID 1 participant és |
Group Name 1 assigned roster name
Schedule Name 1 Name of the assessment  scheduled

ast ntgetherand Student

Test Centeri Name of the test center (disregard this option)
FirstName V" participantés fir

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

st name

LastName T participantés | ast name
8. Emaili participantds emai l

&t Perception Enterprise Manager

Schedules

Find Schedules
€O Filter OFf

Records Per Page

Records Per Page 25

Home Administration Reporter

]

Help

addr ess

( noigdopto@®@ qui r ec

Home > Administration > Schedules

Enterprise Reporter

(% | Participant ID D contains m

Group name Delivery Type | Any m
Schedule name

Assessment name

E%

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

& Perception Enterprise Manager

schedul Test center Participant ID Group Attempts|Starts
First name Jam 26
Nationa Last hame jcare |Adams 123456733 0K0003_HTH101_15mith_260110_937|1 2010
Founda Email address Iz 00:00:00
QM PRE-TEST: QM PRE-TEST: Jan 26
Mational Healthcare [Mational Healthcare [SmithS87554321 |OKO0003_HTH101_J5mith_260110_937|1 2010
Foundation Skills Foundation Skills 00:00:00

Filter (z) Selected

Apr 26

23:153:00
Apr 26

Test Delivery
Ends center Status Type
2010 Active [Online
2010 Active [Online

23:55:00

Authoring  Administration

Cruestionmank

Home

Reporter

Results Help

Current User
idoe@emailaddress.org

o

Options

System Administration

Wiew and create participants, groups, schedules and administrators.
Manage and configure Perception Server.

Enterprise Reporter &

Run Perception's powerful reporting system to see scores, answers
and statistics.

Change My Password

9/01/2011



There are various reports you will have access to through this screen. As a CSA, you can run reports that
include all results, assessments,instructors, etcé f r om y o u r (Note Isdtructors (CSl)aare only
able to access their own results). 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 partici pants and assessments showing scores achieved
Transcript Report T 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 Exceli list of results for a single assessment in the Excel spreadsheet format

o gk wnpE

Bt Perception Enterprise Manager
Authoring  Administration Reporter Results Help

Home = Reporter

) s
i Assessment Overview Report V i Coaching Report V
ﬁl See an overview of results for one or more ﬁl See detailed results for one participant taking one
= assessments D’Z' = assessment D’Z'
Grade Book Report ! Score List Report
Questionmank ﬁl See a table of participants and assessments showing ,ﬂl See a list of results for a single assessment
= scores achieved E; = l:g'
Current User . Transcript Report . Export for Excel
jdoe(emaiaddress. org ee a list of results for a single participan ee a list of results for a single assessment in the Exce
doe@emailaddress.org ﬂl See a list of results f gle participant é See a list of results f gl t in the Excel
= = 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 Rport, you will need to do 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
one report available AAnalyze by groupo, -but
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

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
[doe@emailaddress.org Select report template [Analyze by group]™]
Select assessments to report on All assessments Add %

Analyze on all the assessments or Remave

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 list on the 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.

— - . S
@ Perception Ent /- Broy/se forjassessments- Windows Intennet Explonern Lj ﬂ a

Authoring  Adminig o

£ questionmark.com il
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 0% v




5. If you need to remove an assessment, you can do son the previous screen, or you can
highlightit  here and click Remove

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.




































































































