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l. 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.

Il. System Requirements

ATS Online System is compatible with the following:

e Windows 2000/Windows XP
¢ Microsoft Office: 2000/XP/2003
¢ Internet Explorer 6/7 with ActiveX Enabled.
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lll. 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.

Logon to Administrator Site

Fargotusername and passward 2
Login Help | Support Op | Litn

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.

Test Centre Candidates Test Reports Language Mail
Message Alert Quick Information ICDL News for your Region
= ~ Kas Al Kknaiman
) Tnbox() 1 /Sepi2004 31 #ugl201n 1 Free Trade Zone
Acc lated Numb of Candidates adths ICBL
Centre for Busi
Enrolled Completed Eyobllahes xi e s
2889 34 2 zone expects up to 1,000
ICOL candidates annually.
Upcoming Test Session Schedule (Next 7 Days) The Ras Al Khaimah Frese
Test Centre | Tester [ Daie [ Time | it T
ITEF main location (HE) ahmad Mo 30-Sep-2007 08:00 PM recently endorsed the
ITER main location (HE) ahimad ho 22-0Oct-2007 100145 Am : International Cornputer
ITEF maln location (HE ahmad Mo 22-0ct-2007 1200PM | Driving Licence (ICDL)
ITEF miain location (H3) _ ahmadMa  27-0ct2007  OT:00AM | digital literacy program ...
B e August 14, 2007
T ventory Status He
_ Oman Ministry of
Litmus Learning Qualifications dests shills Cards Manpower
Customer support | Used | Unused | Used | Unused | end frgasani
Getting Started Guide 1GDL Syliapusy 4 2 2618 2 d ICDL fori
FAQ L) adopts or in
Announcements Candidate’s Performance g§|t|:d;2°\!rzgtional
Conkect Uy Not Passed v i
Copyright @ 2007, Litmus Leaming Ltd. All rights rezenrad.

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.

Home Candidates Test Reports Language Mail
Test Centre Details Test Centre Details
Usze this link to view Test Centre Details.
Manage Test Centre Users
eECH Manage Test Centre Users
Create Use this link to create, edit or delete Test Centre Users.
Delete

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.

Home Candidates Test Reports Language Mail

Test Centre Details Test Centre Details

Manage Test Centre Users

ViewEdit Test Cenire Code. 600003 Dale Established 034uri2007
Create Test Centre Mame : gzzﬁre DTF_ _ ; Tod Telephone : 024451614
PEEE Organization Advanced Pilot Fae 02 4458340
Postal Code: Ermail : rfattali@hct.ac.ae
Town/City : Abu Dhabi Contact Mame Mr. Rami Fattal
Country UNITED ARAB EMIRATES
Address1: P. 0. Box 5464
Address2
Addressd

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.

o View/Edit — The test centre administrator can view and edit a test centre user.

Heme Candidates Test Reports Language Mail

Test Centre Details ViewlEdit Test Centre Users
Search Details

Manage Test Centre Users -

- - Usemame : | | Organization ;

View Edit

= First hame : [ | Test Centra

Delete LastMame : | | User Type : | [Select User Type] v

Active

Test Centre Users List
1
Username User Type First Mame Last Mame
hussain ADMIN Hussain Al Kassirmy
HhmadCenter ADMIM &hmad Center
h_test ADMIN ahmad Mo
danaitep ADMIN Dana Shatila
rnohidnizar ADMIM Mahd Mizar
bashar ADMIN bashat haj
Dalal.h ADMIM Jalal habiouch

Figure 5 - View/Edit Test Centre Users

e Create — The administrator can create a test centre user by clicking on this link and
filling all the details required.

Candidates Reports Language

Test Centre Details Create Test Centre Users

Test Centre User Details

\':::v:::it““ — * marked fields are mandatory
Create Organization”
L@ Test Centre”

Usemame

Password"

Password should be minimum 5 characters with at least one special character
Confirm Password |
User Type" :[Selaci User Type] v:
TitlefSalutation [ |
First Mame®
InitialsiMiddle Mame
Last Mame®
Email"
Telephone
Active

Save | Clear |

Figure 6 - Creating Test Centre User
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e 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.

Home Candidates Test Reports Language Mail

Test Centre Details Delete Test Centre Users

Search Details

Manage Test Centre Users :
= = llsername; | | Crganization
“igsEdlit
Ereis First Mame : | | Test Cantre: = T
Delete LastMame: | | User Type: ﬁ@eﬁ User Type] |

Microsoft Internet Explorer:

“Search Clear

\:.:) Are you sure you wank ko delete the selected row(s)?

Test Centre Users List

B

[] Delete | Username User [ype First Mame Last Mame
hiLissair ADMIN Huszain A Kassirmy
O ahradCenter ADMINY Abrmiad Center
ah_test ADMIN ahiad M

] danaitep ADMIN Dana Shatila

O rmohdrizar ADMIN Mohd Mizar
bashar ADMIN bashat haj

O Jalalh DTN Jalal hatouch
|| Mahd ADIMIN Moharmmiad Barakat

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.

Home Test Centre Test Reports Language Mail
Manage Candidate Group Manage Candidate Group
WignwEdit Use this link to create, edit or delete a Candidate Group.
Cresate
Delete Manage Candidate
Manage Candidate Use this link to create, edit or delete a Candidate.
WiewEddit
Create Manage Skills Cards
Delete Use this link to create, edit or delete Skills Cards.
Skills Cards
K=
Create
Delste

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.

o View/Edit — The administrator can view and edit any candidate group with this option

Home Test Centre Test Reports Language Mail
Manage Candidate Groups Viewl/Edit Candidates Groups
b B Search Details
shede Crganization 530021 - Information Technology Edue Active !
Delete )
Manage Candidates Test Centre A30021-1 oca { |
e Edit Candidate Group | [Select Candidate Group] Vi
L Search Clear
Dielete
Skills Cards
isanEdt Candidates Groups List
i ~
Creste 5 . =
== Candidate Group Code Candidate Group Name Test Centre
(===
Archiv Archive ITEP rnain location (HQ)
main MainGrouphlame ITEP main location (H3)
_ycleld-Bl Cycleld-Bl ITEP rnain location [HD)
ycleld-B2 Cyclel4-B1 ITEP mmain location (H)
yClel4-DiD Cycleld-Dubal_Civil_Defernce ITEF main location (HD)
ycleld-B4 Cycleld-B4 ITEF rnain location (HID)
Demo Dermo ITEP main location (HG)
“ylel5-B1-MIVE Batch1-ITER ITEF main location (H)
I_ycle15-B2-NIVE BATCHZ-ITEP ITEP rnain location (HZ b
b ]

Figure 9 - View/ Edit Candidate Groups

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

Home Test Centre Test Reports Language Mail

Manage Candidate Group Create Candidate Group
e Candidate Group Details
Create *marked fields are mandatory
Delete . .

: Candidate Group Code g [ |
Manage Candidate
A Candidate Group Mame : | |
Create Organization®
Jorteite Test Centre”
Skills Cards

Artive :

Wies Eclit
Create Save I Clear |
Delete

Figure 10 - Creating Candidate Group

e 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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o View/Edit — The administrator can view and edit any candidate with this option.

Home Test Centre Test Reports Language Mail

Manage Candidate Groups ViewlEdit Candidates

b S Search Details

R Registerad Date | F‘E]

Delete Candidate Id | | _

Manage Candidates Orgariization:: = First Mame | ‘

View Edit LastMame: [ |
Test Centre: £ 21-1 - ITEP rriajri logation (HQ

Crests . Skills Card Nurmber | \

Deiats Candidate Group | [Select Candidate Group] Ll )

: pk Botive | [5elect Status] v

Skills Cards Usermarme : | | -

Wi Elit

Creste Search I Clear | Prinit

Delete
Candidates List
12345628910, R
|Username First Mame & Last Mame Registered Date Gender Active
fal L4y ALY A AL DEAIDLY dur 2 Fernale (N8 ]=] 5
E0C09671 Alya Abdolrazak A Mutavia Jun 7 2007 Female True
|
jECC02972 Alya Moharned 2| Tarrirm dury 7 2007 [ale True
1GCC04659 Amaal Alrayves Jun 7 2007 Female True
10003753 AMAL BILAL JUMA ALMALISAM Jur 7 2007 Male True
IBCCUSTLH amnal almutawa Jur 7 2007 Fernale True

Figure 11 - View/Edit Candidates
o Create — The administrator can create a candidate by clicking on this link and filling all

the details.

Licenses Organization Test Centre Reports Language
Wi Hikate Gl Create Candidates
Hnokdl Candidate Details
Create * T i T 1
i Candidate IO [PsD111 | candidate Photo | |(Browse. |
Elete
: T T
Manage Candidate o . : Father's First Wame | |
: [ =
e Organization | 830021 - Information Technolo +| Grandfather's FirstName: | |
Create Test Centra” 5530021-1 - ITEF main location v| i I
Gender | Male v
RElElE Candidate Group® [ main - MainGroupame ~| . - |
Transfer Candidates y T Addrezsl |Dubai
Password |eesessenes |
Passward should be minimum § Addreesa l |
s characters with at lsast one Address3 | |
WiewiEdt special character i |
SEHE Canfirm Passwaord” |eeernsenee | facidigol [Dubai |
BEEle Active Postal Cods [3424 |
: )
Qriginal Test Centre Country | UMITED ARAB EMIRATES Ll
Date Registered” |03rseprzo07 [t Heime phons | |
Natianality’ [IMDIA ] Mobile | |
Date of Birth* [0zigeproes T .;] Fa | |
TitletSalutation [ | Email’ limrang@cee.com |
First Mame” [irran | Ernployment Status” | studant v/
InitizlsiMiddle Name ¢ | | Language of Testing
Last Mame” |Khalid |
Save I Clear |

e Delete — The administrator can remove any candidate the list by clicking on this link

Figure 12 - Create Candidate

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.

Test Centre Administrator Guide
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Test Centre

Manage Candidate Groups

Reports

Languadge

Delete Candidates

HEEEE Search Details
ede .~ Registered Date ; | e
Delete Candidate Id | :
o First Mame ; |
Manage Candidates Oraanization Technaology Edt z
e Edit LastMame ; |
Test Centre : 530021-1 main ;
Credte | | Skills Card Mumber |
Candidate Group | [Select Candidate Group] ¥ ) T
Delete - - L Active | [2elect Statug]
Skills Cards lJsemarne | ; -
e Eddit Microsoft Internet Explorer
Create Search Clear
Delete ?/ Aire you sure you want ko delete the selected rowis)?
ot
Candidates List 7
12345678910, J
[] Delete Usernarme First Mame & TISTTIaTE TETTSIETED CTaTE Gender  Active
I GCO03667 a | amir abdulaziz Jun 7 2007 Male True
| GCCO3852 Aarmir A=Al Jun 72007 Male True
O GCO04535 AEBLS ZAKERI Jun 72007 Male True
| GCE03708 Abbas Al Salm Alrnas Jun 72007 Male True
GCCO4052 abdal rabman al bloshi Jun 7 2007 Male: True
] GCCO4088 AED ALLAH THANY Jun 72007 Male True
||:| GCCO3062 Abdalls Abdelfziz Moharmed B Sarkal Jun 7 2007 Female  True
=S —— plide) ol = = past -

PFigure 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.

o 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:

Test Centre Administrator Guide
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Test Centre Reports Language

Manage Candidate Groups View/Edit Skills Cards

i Search Details
e Candidate Id | | Organization |
Delete )
TS Username [ | TestCentre : 31
Wisw Bt First Marme | | | Candidate Group . | [Select Candidate Group] v/
Creste LastMame [ | Skills Card Murmber ;| |
besle—— Course Name | |
Skills Cards.
View/Edit Search Clear
Creste
Delete Skills Cards List
123455678910,.. ~
Username Skills Card Murnher First Mame A Last Narmne Course Narme
ISCC03667 GUZ 030 052286 a | armir abdulaziz ICOL Core
ScCn3e52 50C 060 073863 it £kl 1C0L Core T
SCC04535 GCC 060 118882 ABEAS ZAKERI ICOL Core
1SCC03708 GCC 060 073279 Abbas Ali Salim Almas ICOL Core
5CC04059 GCC 060 075338 abd al rabirnan al bloshi ICOL Cora
ECCO4088 GCC 060 075347 ABED ALLAH THANY ICOL Cors
5CC03062 GICC 050 041732 Abdalla abdelaziz Moharned Al Sarkal 1C0L Core
SCC04052 GCC 060 075401 Abdel aziz AL ali ICOL Core
15003769 GCC 060 073528 ABDELAZIZ ABDELKARIM ALHARMOUZT ICOL Care
SrrnaTea GCC AR N73605 SRCELRAC IF ALFLRTS 10 Crre: =

=

Figure 14 - View Skills Cards

Test Centre Reports Language

Manage Candidate Group Edit Skills Card
S Skills Cards Details
Create ok

Organization
Delete )
Manage Candidate Test Centra
WignwEdit Candidate Group”
i Candidate’
Delste x 2

: ECDL Core v
Skills Cards GRITEL | |
View Edit Skills Card Mumber” |GCC 070 148500 v|
Create
Save | Back |

Delete

Figure 15 - Edit Skills Card

e 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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Hoeme Test Centre Test Reports Language Mail
oz bbb el Create Skills Cards
RS Skills Cards Details
Create P

Organization
Delete .
Manage Candidate Test Centre
Wigen Edit Candidate Group® | main - MainGroupMare ~ |
S Candidate’ o | BCC-1250-6246 - Imran Khalid |
Delste x .

: ECDL Core
Skills Cards Sl |
WignwEdit Skills Card Mumber” GCC 070 14850
Create
Save I Clear |

Delete

Figure 16 - Create Skills Card
o 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:

o 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.

Home Test Centre Candidates Reports Language Mail

Manage Test Sessions Edit Test Session

View Edit Test Session Details
Creste * marked figlds are mandatory
Manage Tests :

Organization”
Remove Tssis =

Test Centre” ©|630021-1 - ITEP rain lacatian (HO) =

Lab®

Tester’ ; ihashathaj ~|

Session Date”
Session Time’ Z:00
Status” | Mot Started v

save | Back |

Candidate Test Session Details
1
Candidate Name Modulas Status Skill Card No

imran Khalid Use PC & Managing Files Incomplete GCC 070 148500

Figure 17 - Editing Test Session
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e 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.

Licensee Organization Test Centre Candidate Report Language
Manage Test Sessions Create Test Session
ey Test Session Details
Create = marked fields are mandatory
gt Otganization’ 630021 - Inforrnation Technology Educati | Sep October 2007 HNow
Manage Tests X =
Remove Tests Test Gentre 630021-1 - ITEF main |ocation (HE) v Sun Mon Tue Wed Thu Fri Sat
Lab’ dermo ¥ | ap 2 3 “ 5 &
Tester' ahmad Mo v ; T
i 7 = g 10 1ok 12 13
Quick Schedule
- [4roct2007 i g 45 48 || 1z | 18| 19 | 20

Session Date”

ks (3ti0ct2007 [ 2|l a2 s
i o =] 5] s g =] i0
Session Tirme | 0a:00 b (et Free Sessions I = =

Repeat Every 4 Days v
¢ Mot atart Hover Mouge over any date on the calendar above to find out

Status’ 3 g
the avaliable sessions

Save | Clear |

I04/0ct/2007 02:00

||Session is Mot Approved | submitted less than 10 days
||10/8,/2007 09:00

||Session is Mot Approved | submitted less than 10 days
11041242007 09:00 :

lISession is Mot Approved | submitted less than 10 days
||10/16/2007 09:00 :

\[Session is Not Approved | Already Booked

|| 10/20/2007 09:00 :

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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Acld Test
Add Test Details
Course” |ICDL Core v
Search Details
Candidate Group |main->MainGroupName w

First Name [

Usermarme

|
Candidate Cade [
|

Skills Card
Mumber

Search I Clear
1

Skills Card  First Last . . . . .
Number  NameName COncepts of IT Information and Communication Microsoft Access Microsoft Excel Microsoft Powi

(5CC 070 148500 Irmran Khald e} o ® © @]

Save | Cancel |

Figure 19 - Add Tests to Test Session

o 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.

Hoeme Test Centre Candidates Reports Language Mail
Manage Test Sessions Remove Tests
eIt Search Details
S = Username : | | Candidate Group | [Select Candidate Graup] ¥ |
Manage Tests ) : - : o
e Taste First Mame | | Modules | |
COrganization : 630021 - Information Technolc Test Date | ru]
Test Centre 630021-1 - ITEP main location
Search Clear
Candidates List
[ Delete | Username First Mame Modules Test Date
[ 14080 | Lise PC & Managing Files Jun 20 2007
C14035 Sarnar Concepts of IT Sep 18 2007
O 14029 Shairma Information and Communication Sep 18 2007
14042 Moharnrad Microsoft Powerpoint Sep 18 2007
] E1034 Microsoft Internet Explorer D Bl A0 00
O GIC-1260-6245 Sep 29 2007
\_‘/ Are you sure you want ko delete the selected rowis)?

|

h—
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:

Test Centre Candidates

Home Language

Candidate Report Candidate Report
List Candidate Details Showes a list of sl candidates details.
Test Reports
Completed Test Reports
Mt Completed Shows a list of all completed, not completed, passed and failed tests.
Pazsed
Failed Test Result Analysis
Test Result Analysis Shows a list of results breakdown for each module.
List Result Analysis
Test Session Report Test Session Report
List Session Details Shows a list of Tests Session details.
Test Available Report
List Test Details Tests Available Report
Shows a list of tests used and avallable in Test Centres.

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.

456 /456 [ | &1 |Main Report v i [ @ [100% %] Busiressobjects

Candidate Report - List Candidate Details Total Records:

Skills Card No Candlidate Group Product Maodule Test Date

GCC 070148713 HUMAID, AISHA Batch1-ITEF ECDL 8yllabus 4 Use PC & Managing Flles 30-Jul-2007
GCC 070148713 HUMAID, AlSHA Batehl-ITEF ECDL Syllabus 4 Micrasaft Ward 30-Jul-2007
GGG 07014873 ABDULAZIZ, ABDULBAGI BATCHZ-ITER ECDL &yllabus 4 Use PC & Managing Files 30-Jul-2007
GCC 07014873 ABDULAZIZ, ABDULBAQI BATCHZ-ITEF ECDL Svllabus 4 Microsoft Word 30-Jul- 2007
GCC 060131917 iole il st BATCH1-BATCHZ ECDL Syllabus 4 Use PC & Managing Files 31-Jul-2007
GCC 060131920 gy, Al 20ms BATCH1-BATCH2 ECDL Syllabus 4 Use PC & Managing Files 31-Jul- 2007
GCC 060131925 Pt g lilt BATCH1-BATCHZ ECDL &yllabus 4 Use PC & Managing Files M-Jul-2007
GCC 060131817 e p i, sl BATCH1-BATCHZ ECDL Syllabus 4 Wicrosoft Waord 3-Jul-2007
GCC 060131920 gy, il 3ana BATCH1-BATCHZ ECDL Syllabus 4 Wicrosoft Word 31-Jul- 2007
GG 060131925 Al s g7 Bl BATCH1-BATCHZ ECDL &yllabus 4 Wicrosaft Ward H-Jul-2007
GCC 07014873 ABDULAZIZ, ABDULBAQI BATCHZ-ITEF ECOL Syvllabus 4 Wicrosoft Word 31-Jul-2007
GCC 070148713 HUMAID, AISHA Batch1-ITEP ECDL 8yllabus 4 Microgot Waord 31-Jul-2007
GCC 060131917 e bl bl BATCH1-BATCHZ ECDL Syllabus 4 Use PC & Managing Files 01-Aug- 2007

] Figure 22 - Candidate Report — List Candidate Details

T ——
B

B

= |

N |

>
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4.2 Test Reports:

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

include:

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

> M 555 /556

| &9 [Main Report (v

| i [100% v

——
Business Objects

Tests Report - Completed

Total Records:

Skills Card No Candidate Product Madule Test Date Test Duration Score
GCC 080131917 e il sl ECDL Syllabus 4 Microsoft ¥ord 02-Aug-2007 00:4417 48%
GCC 060131918 anrkasl sde b ECOL Syllabus 4 MicrasoftWord 02-Aug-2007 00:45:00 3%

GGG 060131821 ARl aasn ECOL Syllabus 4 Micrasoft Word 02-Aug-2007 00:45:00 9%

GGG 060131922 e g b ECOL Syllabus 4 Microsoft Word 02-Aug-2007 00:45:00 23%
GCC 060131928 ey ECDL Svllabus 4 Microsoft Word 02-Aug-2007 00:31:37 T
GCC 070147926 sl s ECOL Syllabus 4 MicrasoftWord 02-Aug-2007 00:45:00 69%
GCC 070148714 ALRUMATHI, AMAL ECDL Syllabus 4 Use PC & Managing Files 02-Aug-2007 00:45:00 69%
GGG 070148738 ALABRI, MOHAMMED ECDL Syllabus 4 Use PC & Managing Files 02-Aug-2007 00:45:00 7%
GCC 070148737 ABID, MUSABIH ECDL Syllabus 4 Microsoft Word 01-Aug-2007 00:40:04 T4%
GCC 070148737 ABID, MUSABIH ECODL Syllabus 4 Use PC & Managing Files 02-Aug-2007 00:45:00 42%
GCC 070148737 ABID, MUSABIH ECDL Syllabus 4 Microsoft Wiord 02-Aug-2007 00:34:00 9%
GGG 070148714 ALRUMATHI, AMAL ECODL Syllabus 4 Micrasoft Word 02-Aug-2007 00:45:00 34%
GCC 070148505 el ECDL Syllabus 4 Micrasoft Word 01-Aug-2007 00:45:00 82%
GGG 070148037 Vil ECDL Syllabus 4 Micrasoft Word 01-Aug-2007 00:45:00 45%
GCC 070148038 e, ol ECODL Syllabus 4 MicrosoftWord 01-Aug-2007 00:44:42 55%
GCC 070148508 Aot ECDL Syllabus 4 Microsoft Word 01-Aug-2007 00:45.00 47%

e Not Completed

Figure 23 - Tests Report - Completed

. It displays a list of all the incomplete tests.
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Tests Report - Not Completed

Total Records:

Skills Card No Candidate Product Module Test Date
GCC 060 084187 BARADAI, NEDAL ECDL Syllabus 4 Infarmation and Communication 18-Jun-2007
GCC 070148086 Al Mansori, Mohammad ECDL Syllabus 4 Use PC & Managing Files 12-Jul-2007
GCC 070148093 Al Haghimi, Mohammad ECDL Syllabus 4 hicrosoft Excel 12-Jul-2007
GCC 070148256 ual &l ECOL Syllabus 4 Use PC & Managing Files 20-Jun-2007
GCC 070148257 s yllue ECDL Syllabus 4 hicrosoft Excel 12-Jul-2007
GCC 070148257 an | edlne ECDL Syllabus 4 Microsoft Powerpoint 12-Jul-2007
GGG 070148259 dlue S ECDL Syllabus 4 Wicrosoft Powerpoint 12-Jul-2007
GCC 070148259 dilne 9% ECDL Syllabus 4 hicrosoft Word 12-Jul-2007
GCC 070148259 dilue egs ECDL Syllabus 4 Wicrosoft Excel 12-Juk2007
GCC 070148264 b gl ECDL Syllabus 4 Microsoft Excel 12-Jul-2007
GCC 070148264 b gl ECDL Syllabus 4 Microsoft Powerpaint 12-Juk-2007
GCC 070148269 ol gl ECDL Syllabus 4 Wicrosoft Powerpoint 12-Jul-2007
GCC 070148270 e s qpuaal ECDL Syllabus 4 Use PC & Managing Files 12-Jul-2007
GCC 070148270 w0 5 guaal ECOL Syllabus 4 Wicrosoft Excel 12-Jul-2007
GCC 070148615 dnin o5 S ECDL Syllabus 4 Microsoft YWard 02-Aug-2007
GCC 070148616 b gl ECDL Syllabus 4 Microsoft YWard 02-Aug-2007
GG 070148618 B ECDL Syllabus 4 Microsoft Word 02-Aug-2007

h

e Passed: It displays only the Passed tests

Figure 24 - Tests Report - Not Completed
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I R 4 281 /281 | &1 [Main Report v | # [100% ¥| musinessobjects
| Tests Report - Passed Total Records :
Skills Card Ho Candidate Product Module Test Date Test Duration Score La
GCC 070 148722 HUSSEIM, HASHIM ECDL Syllabus 4 Micrasoft Wiord 1wl 2007 00:28:55 97% Er
GCC 070148735 ALBLOOSHI, MOHAMMED ECDL Syllabus 4 Microsoft Wiord 31 Jul 2007 00:45:00 79% At
GCC 070148718 LYDIATT, DR. STEVE ECOL Syllabus 4 Microsoft Ward 31 Jul 2007 00:40:36 80% Er
GCC 070148713 HUMAID, A1SHA ECDL Syllabus 4 Microsoft Word 31 Jul 2007 00:31:23 79% Er
GCCOB0 131915 nm (il 20 ECOL Syllabus 4 Use PC & Managing Files 01 Aug 2007 00: 3530 BE% At
GCC 070148727 JUMA 1, MORA, ECDL Sylbus 4 Microsoft Word 01 Aug 2007 00:26:55 9% Er
GCC 070148724 SALEM, KHADEEA ECDL Syllabus 4 Microsaft Wiord 01 Aug 2007 2515 B6% Er
GCC 070148736 ALABRI, MOHAMMED ECDL Syllabus 4 Microsott Wiord 01 Aug 2007 o032 42 0% &t
GOC 060 131923 0%, ] ECDL Syllabus 4 Use PC & Managing Files 1 dul 2007 00:30:34 % At
GCC 080131928 iblan ot ECDL Syllabus 4 Use PC & Managing Files 02 Aug 2007 00:37:25 80% A
GCC 060131928 wilan, o2l ECOL Syllabus 4 Microsoft Ward 02 Aug 2007 00:31:37 % I
GCC 070148736 ALLBR], MOHAMMED ECOL Syllabus 4 Use PC & Managing Files 02 Aug 2007 00:45:00 7% At
GCC 070148737 ABID, MUSABIH ECDL Syllabus 4 Microsoft Ward 02 Aug 2007 00:34:00 79% Ay
GG 070148505 Igraan, | ngiaza ECOL Syllabus 4 hicrosoft Word 01 Aug 2007 00:45:00 62% Al
GCC 060131923 o, el ECDL Syllabus 4 Microsott Wiord 01 Aug 2007 00:45:00 7% &
GCC 070 143622 (pan, 0l ECDL Syllabus 4 Use PC & Managing Files 02 Aug 2007 00:30:18 8% At
GCC 070148623 dile s ECDL Syllabus 4 Use PC & Managing Files 02 Aug 2007 00:30:46 78% At
GCC 070 143624 ugeaio, Sl e ECDL Syllabus 4 Use PC & Managing Files 02 Aug 2007 00:38:03 53% At
GCC 060131326 L, B0 ECDL Syllabus 4 Usze PC & Managing Files 02 Aug 2007 00: 4332 82% At
GCC 070 148628 AL, desa ECOL Syllabus 4 Use PC & Managing Files 02 Aug 2007 00:33:0 69% At
GCCO70 148622 e, ol ECDL Syllabus 4 Microsoft Word 02 fug 2007 003727 9% At
GCC 070 148624 geaia, Hl ne ECDL Syllabus 4 Micrazaft Wiord 02 Aug 2007 0n:35:52 a3% Ar -
. = e =
&:[ Daone % Local intranet

Figure 25 - Tests Report — Passed

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

=] ] 173 /173 | &1 |Main Report (v | 88 [100% | BusincsObjects
Tests Report - Failed Total Recards:
Skills Card Ho Candidate Product Module Test Date Test Duration Score 1
GOCOB0 131921 dads e ECDL Syllabus 4 Micrasoft Word 02 Aug 2007 00:45:00 9% A
GCC 00 131922 W s 1kt ECDL Syllabus 4 Micrasoft Wiord 02 Aug 2007 00:45:00 23% 4
GCCO70 147626 waddl] Lo, dama ECDL Syllabus 4 Micrasoft Word 02 Aug 2007 00:45:00 B9% £
GCCOT0 148714 ALRUMATHI Abdal ECDL Syllabus 4 Use PC & Managing Files 02 Aug 2007 004500 B9% E
GUCO7T0 148737 ABID, MUSABIH ECDL Syllabus 4 hicrosoft Viord 01 Aug 2007 00:40:04 T4% £
GCC 070148737 ABID, MUSABIH ECDL Syliabus 4 Use PC & Managing Files 02 Aug 2007 00:45:00 42% 4
GCC 070148714 ALRUMATHI, AbdAL ECDL Syllabus 4 Microzoft Word 02 Aug 2007 00:4:5:00 4% E
GCC 070148037 L, poldl ECDL Syllabus 4 Microzoft Wiord 01 Aug 2007 00:4:5:00 45% £
GCC 070 148035 s, gl ECDL Syllabus 4 Microzoft Wiord 01 Aug 2007 00:44:42 95% £
GCC 070 143508 ds e ECDL Syllabus 4 hicrasoft Wiord 01 Aug 2007 00:45:00 47% £
GCC 070 143656 i 2] ECDL Syllabus 4 hlicrasoft Wiord 01 Aug 2007 00:45:00 26% 4
GCC 070143503 Ol (ylad ECDL Syllabus 4 Micrasoft Word 01 Aug 2007 00:45:00 3% A
GCCO70 148504 s et Ll ECDL Syllabus 4 Micrasoft Vord 01 Aug 2007 00:45:00 % 4
GCCO70 148507 petll, ALs ECDL Syllabus 4 Micrasoft Word 01 Aug 2007 00:45:00 6% £
GCCOE0 131924 daths ECDL Syllabus 4 icrosoft Vord 01 Aug 2007 004500 4T% 4
GUC 060 073739 (e, s ECDL Syliabus 4 hlicrosoft Viord 01 Aug 2007 00:45:00 34% £
GCC 070 148657 (pean (ot gl ECDL Syliabus 4 Microsoft Vord 01 Aug 2007 00:45:00 42% 4
GCCO70 148615 dotn 1555 ECDL Syllabus 4 Use PC & Managing Files 02 Aug 2007 omazay 4% £
GCC 070148616 e, gl ECDL Syllabus 4 Usze PC & Managing Files 02 Aug 2007 00:4:5:00 0% £
GCC 070 148618 ading, g5 000 ECDL Syllabus 4 Use PC & Managing Files 02 Aug 2007 00:45:00 25% A
GCCO70 148618 Mt Ay ECDL Syllabus 4 Use PC & Managing Files 02 Aug 2007 00:45:00 B1% £
GO NTN 48R Lol FCDl Svllabns 4 | I=p P& Manaring Files N2 Agaes 2007 nn-asnn T >1 3.

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.

List Result Analysis

Total Records:

Skills Card No GCC 040 022785 Module Microsoft Access
Candidate Abdulrahman, Nadia Total Questions 34
Group Archive Test Date 02-Aug-2007
TestCentre ITEF mait location (HQ) Test Duration 00:45:00
Tester Shatila , Dana Score 6O0%
Product ECDL Syllabus 4 Result Fail
Access Exercise 101
Question id Skill set Response Possible points Actual |
1 Create and save a database Correct 2 2
2 Open, log onto an existing database Incorrect 2 0
3 Understand how a database is organised Correct 2 2
4 Understand what a database is Correct 2 2
3 Understand the purpose of relating tahle Correct 2 2
[} Use available Help functions Incotrect 2 0
7 Create and save a form Partially Correct 2 1
8 Use aform to process records Cotrect 2 2 a3
£ >
&] Dore & Localintranet
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
. oy e . . y .
centre. The test session will include the details like tester's names, time of the tests, no. of
candidates involved in the session etc.
| Test Session Report - List Session Details Total Records:
Tester Test Session Date Test Session Time Status Product Module No of
Al Kassimy, Hussain 31 Jul 2007 17:00:00 COMPLETE ECDL Syllabus 4 Use PC &wanaging Files
Total Students In Test Session
Shatila, Dana 31 Jul 2007 12:30:00 COMPLETE ECDL Syllabus 4 Microsoft Ward
Total Students In Test Session
Shatila, Dana 21 Jul 2007 11:00:00 COMPLETE ECDL Syllabus 4 Wicrosoft Powerpaoint
ECDL Syllabus 4 Microsoft Word
ECDL Syllabus 4 Use PG & Managing Files
Total Students In Test Session
Shatila, Dana 31 Jul 2007 09:20:00 COMPLETE ECDL Syllabus 4 Microsoft Ward
Total Students In Test Session
Shatila, Dana 31 Jul 2007 0&:00:00 COMPLETE ECDL Syllabus 4 Microsoft Word
ECDL Syllabus 4 Use PG & Managing Files
Total Students In Test Session
Shatila, Dana 30Jul 2007 12:30:00 COMPLETE ECDL Syllabus 4 Microsoft Word
Total Students In Test Session
Shatila, Dana 30.Jul 2007 11:00:00 COMPLETE ECDL Syllabus 4 Use PG & Managing Files i
£ *
= :
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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.

@ S = 1/1 L9 [Main Report v # [100% | Busieocoblects

| List Test Details Total Records: 10

ICDL Syllabus 4
Owner Name Total Total Available Total Used Date

TestCentre : ITEP main location {HO)
03-Sep-2007 2:43 pm
03-Sep-2007 2:43 pm
03-Sep-2007 3:42 pm
03-Sep-2007 3:55 pm
06-Sep-2007 1:59 pm
09-Sep-2007 10:35 am
09-Sep-2007 10:35 am
09-Sep-2007 10:36 am
09-Sep-2007 10:36 am
19-Sep-2007 12:39 pm

L I T B I
MW O o NS NN =
W =2 A a R =

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.

Home Test Centre Candidates Reports

Select Language English v Change |

[Select Lanauage]

[

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.

Home Test Centre Candidates Test Reports Language
Mail Otion @ Fom  [Subject |SentDate
Compoze Mail . . .
[0 630021 Information Technology Education Project (ITEF) testfrom Org User TIZE2007 10:09:32 A
Sent hail
Delete

Inbox

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.
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