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I. Introduction  
 
This guide is written for Test Centre Administrators. 
 
As a Test Centre Administrator, you will use the ATS Online to: 
 

• Manage test centre users  

• Manage candidates and candidate groups  

• Manage skills cards for the candidates   

• Manage test sessions and tests  

• Generate reports for candidates and tests details.  

ATS Online: General Information 

        
ATS Online allows the evaluation and certification of a Candidate’s knowledge of popular PC 
applications (such as Microsoft Word and Excel). The candidate can take the tests online. 
The software fully supports internationally recognised qualifications, such as the European 
Computer Driving License (ECDL) and the International Computer Driving License (ICDL). 
The software assesses the candidate’s proficiency of using PC applications by testing using 
the real applications. 
 
The people who use the software are divided into several types of users: Licensee, 
Organisation, Test Centre and Candidates. The tests can be assigned by the Licensee, 
Organisation and Test Centres to the candidates. The candidate can then login to the ATS 
software to take the online test. The tests in the software present the candidate with a series 
of modular tests, which they complete using the actual software for the testing environment. 
For example, a candidate sitting a test to assess their competence in Microsoft Word will 
take the test using the real Microsoft Word product, not a simulation. The software provides 
the candidate with full instructions when they sit the test, and allows them to perform the 
skills required for the test using ANY method available in the application being tested. It does 
not matter whether they use menu options, shortcuts keys, toolbars or menus; so long as 
they produce an accurate, complete result within the time allowed. 
 

II. System Requirements 
 
ATS Online System is compatible with the following: 
 

• Windows 2000/Windows XP 

• Microsoft Office: 2000/XP/2003 

• Internet Explorer 6/7 with ActiveX Enabled. 
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III. Access Information 
 
To access ATS Online, visit the URL http://www.litmuslink.com/litmushome.htm. Click on the 
ECDL / ICDL ATS Online and choose your region. Select the language that you want to use 
from the Language drop-down. Upon selecting the language, the system will appear in the 
language selected. You can change this later if you wish. 
 
Enter your Username and the Password and click on the Login button. If you have forgotten 
or lost your password, click on the “Forgot username and password?” link. 
 

 
Figure 1 - Login Screen 

 
When you login, you will see your Dashboard. The Dashboard contains an Inbox, where you 
can check the mails/messages from the Licensee. You can also check the latest news, quick 
information about the status of the test centre, and many other items.  

 
Figure 2 - Dashboard 
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1. Test Centre Tab: 
 

The test centre tab provides the test centre administrator the ability to view detailed 
information related to their own centre as well as manage the test centre users and 
candidates. 
 
 

 
Figure 3 - Test Centre Tab 

  
 

1.1 Test Centre Details: This section provides information about the test centre such as 

the centre ID, name, address etc. The details are read-only and can be updated by 
contacting the ICDL Licensee. 

 
 

 
Figure 4 - Test Centre Details 
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1.2 Managing Test Centre Users: The test centre administrator has the authority to 

create, edit and delete test centre users such as administrators and testers.  
 

• View/Edit – The test centre administrator can view and edit a test centre user.  
 

 
Figure 5 - View/Edit Test Centre Users 

 
 

• Create – The administrator can create a test centre user by clicking on this link and 

filling all the details required. 
 

 
Figure 6 - Creating Test Centre User 
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• Delete – The administrator can remove any test centre user from the list by clicking on 
this link and following the directions given. Once a test centre user has assigned a test 
to a user; the administrator may not delete that user.  

 
 

 
Figure 7 - Deleting Test Centre User 

 

2. Candidates Tab:  
 
The Candidate tab allows the test centre administrator to manage candidate groups, 
candidates and skills cards. 
 

 
Figure 8 - Candidates Tab 
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2.1 Manage Candidate Group: The test centre administrator has the authority to create a 

candidate group within that centre.  
 

• View/Edit – The administrator can view and edit any candidate group with this option 
 

 
Figure 9 - View/ Edit Candidate Groups 

 

• Create – The administrator can create a candidate group by clicking on this link and 
filling the details as shown below: 

 

 
Figure 10 - Creating Candidate Group 

 

• Delete – The administrator can remove any candidate group from the list by clicking 
on this link and doing the appropriate action. However the administrator cannot delete 
or edit (only name can be modified) the ‘Main’ candidate group as it is created by 
default. 

 

2.2 Manage Candidate: Under Manage Candidate, the test centre administrator can 
view/edit candidates, create candidates and delete candidates. 
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• View/Edit – The administrator can view and edit any candidate with this option. 
 

 
Figure 11 - View/Edit Candidates 

 

• Create – The administrator can create a candidate by clicking on this link and filling all 
the details. 

 
Figure 12 - Create Candidate 

 

• Delete – The administrator can remove any candidate the list by clicking on this link 
and doing the appropriate action. However the administrator cannot delete a 
candidate from the list if a skills card is already assigned to the candidate. 
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Figure 13 - Delete Candidate 

 

2.3 Skills Cards: The test centre administrator can manage skills cards for candidates. 

Skills cards are created by the Licensee and assigned to the particular test centre. The test 
centre administrator can then allocate those skills cards to the candidates. 

 

• View/Edit – The administrator can view the skills cards assigned to a particular 
candidate. The test centre administrator can edit the skills cards. However, those skill 
cards assigned to candidates who have not taken the test can alone be edited. To 
edit, select the particular skills card and only the skills card number and Course can  
edited as shown below: 
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Figure 14 - View Skills Cards 

 

 
Figure 15 - Edit Skills Card 

 

• Create – The administrator can assign skills cards to a candidate. The skills cards are 
already created and assigned by the Licensee to the test centre. 
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Figure 16 - Create Skills Card 

 

•  Delete – The administrator can delete a skills card by clicking on the delete link, 
selecting the particular card and then delete. However note that when a candidate is 
assigned a test, the skills card for that candidate cannot be deleted. 

 

3. Test Tab: 
 

The test centre administrator can create, edit and delete test sessions (test sessions are 
those time periods in which the candidates takes the test under a tester’s invigilation). 

 

3.1 Manage Test Sessions:  
 

• View/Edit – The administrator can view and edit all the test sessions for that test 
centre. Editing does not allow changing the status of the Current Test Session. Only 
the Tester of the current test session can change the status from Not started to Active 
or Complete.  

 

 
Figure 17 - Editing Test Session 
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• Create – The administrator can create a test session for candidates in that particular 
test centre and assign test sessions to a test centre administrator or tester. Before a 
candidate can take the test, the session should be made ‘Active’. This can be done 
only by the tester of that session. After creating the test session, in the same page, 
tests can be added to it by clicking on Add Test and filling all the relevant information. 

 
Note: Test sessions can be created only if the particular lab has free sessions on that day. 
To find out if there are available free test sessions, select a date from the calendar and click 
on “Get Free Sessions”. The scheduling system, will find out the time at which the labs are 
free. The scheduling system is maintained by the Licensee. Enabling Quick Schedule and 
clicking on Get Free Sessions, will give you a list of available free test sessions based on the 
start and end date selected. To repeat the test sessions, select the days from the Repeat 
Every drop-down field. 
 
Also note that, test sessions should be created 5 days prior to the actual test date. If the test 
session needs a supervisor, then the test session should be created 10 days prior. 

 

 
Figure 18 - Create Test Session 

 
After creating the test sessions, select the particular test session, to add the candidates and 
the tests. Click on Add Test, select the course and the candidate group. A list of candidates 
will appear. Select the test, which the candidate should take and click on Save. 
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Figure 19 - Add Tests to Test Session 

 

• Delete – This section contains options for the administrator to delete the test 
sessions. Deletion is possible only when the status of the test session is ‘Not Started’. 

 

3.2 Manage Tests - Remove Tests: This will allow the test centre administrator to remove 
the tests assigned for any candidate. However if the test session status is Active or 
Complete, the tests within that session would not be displayed.   
 

 
Figure 20 - Remove Tests 
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4. Reports Tab: 
 

This section will provide all the details about the tests and the candidates in that test centre 
in a report format. To view the reports, click on any link on the Left hand side of the report 
and click on ‘View Report’. The reports can also be saved in CSV format. The following are 
the various types of reports: 
 

 
Figure 21 - Reports Tab 

4.1 Candidate Report: 
 

List Candidate Details - This report will provide the candidate details like the skills card, 

group, product, test taken etc. 
 

 
Figure 22 - Candidate Report – List Candidate Details 
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4.2 Test Reports: 

 

This Report shows all completed, not completed, passed and failed tests. The reports 
include: 

 

• Completed: It displays a list of all the completed tests. 
 
 
 

 
Figure 23 - Tests Report - Completed 

 

• Not Completed: It displays a list of all the incomplete tests. 
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Figure 24 - Tests Report - Not Completed 

 
 
 
 
 
 
 
 

• Passed: It displays only the Passed tests 
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Figure 25 - Tests Report – Passed 

 

• Failed:  It displays only the tests that are failed by the candidates.  
 

 
Figure 26 - Tests Report - Failed 
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4.3 Test Result Analysis: 

         
List Result Analysis – This report will display a complete result analysis for the Tests. The 
results breakdown for each module is shown. 

 

 
Figure 27 - List Result Analysis 

4.4 Test Session Report:  

 
List Session Details - This report will display a list of test sessions for a particular test 
centre. The test session will include the details like tester’s names, time of the tests, no. of 
candidates involved in the session etc.   
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Figure 28 - Test Session Report – List Session Details 

4.5 Test Available Report: 

                
List Test Details – This report will display a list of total number of tests available in that 
centre. 
 

 
Figure 29 - Test Available Report – List Test Details 

 

5. Language Tab: 
   
In this section, the preferred language for the Application can be changed to English or 
Arabic. 
 

 
Figure 30 - Language Tab 
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6. Mail 
 
To notify the candidates of the corresponding test centre, you can use the mail tab option. 
Using mail tab, the test centre administrator can compose and send mails. 
 

 
Figure 31 - Mail Tab 

 

IV. Help and Support 
 
To view the help and support click on the Help option. This will provide user manuals and 
support contact details also. 

 


