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The SkillCheck Professional 4.0 TestCenter
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SkillCheck Professional “Test Selection” Screen

All SkillCheck Professional 4.0 tests you have purchased or created will be listed in the TestCenter, the
area of the program that allows you to select and administer tests in sequence. From here you can choose
different types of tests, including SkillCheck Software Skills tests, Employment Skills tests, Typing tests,
Data Entry tests, and more. Beginning on page 2, this chapter of the manual explains how to start the
TestCenter, select, and give tests, and review and print scores at the end of a testing sequence.

Specific information on the different test types appears elsewhere in this manual. For example, the
“Software Skills and Employment Skills Tests” chapter includes information on both giving interactive
software tests and giving tests on important skills such as spelling, filing, and accounting.

In addition to giving you the ability to quickly and easily select and administer tests, the TestCenter also
allows you to perform important functions such as printing previous test results or retrieving previous
results from the Scores Database. Y ou can also customize your system by grouping tests or changing how
test results appear or are printed at the end of atesting sequence.

A note on metered products:
Some SkillCheck Professional tests are meter ed products that can only be used to give atest a specified
number of times. Keep in mind that you are paying for a metered test each time it is selected and run. If you

have ordered metered products (such as SkillCheck AptiTest or SkillCheck Light Industrial assessments)
see page 18 for more information before running a metered testing product.
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Starting the TestCenter
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SkillCheck Professional “Test Selection” Screen with Tests Selected

Follow these simple steps to start the TestCenter:

The Windows Start menu appears.

The Programs menu appears.

The SkillCheck Professional program
selections appear.

The SkillCheck Professional screen appears.
At this point, you may be prompted for a
password.

Important: The default password for the
TestCenter is“ passwor d”. (Seethe
“Advanced Administrator” chapter in this
manual for instructions on setting and
changing the TestCenter password.)

Step 1 Click the Start button on the Windows
Taskbar.

Step 2 Click the Programs selection on the Start
menu.

Step 3 Select the SkillCheck Professional
submenul.

Step 4 Click the TestCenter icon.

Step 5 Typein password, if requested, then press
Enter. (If no password isrequired, press any
key or click the mouse to continue.)

The TestCenter screen illustrated above
appears.
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Selecting Tests

To select the SkillCheck Professional tests to be administered, follow these instructions:

Step 1 Select the group of teststo belisted in the The TestCenter usually displays the All group,
Available Tests box from the Test Group which includes al testsinstalled on your
drop-down menu. system. (See page 11 for instructions on

creating, modifying, and deleting test groups.)

Step 2 Select the tests to be administered in one of The selected test or tests are highlighted in
three ways. blue.

»  Click on the name of atest in the
Available Tests list.

* Toselect testsin a series, hold down the
Shift key and click on the first and the
last test in the series.

e Toselect multipleteststhat arenotin a
series, hold down the Control key then
click on each test you would like to
administer.

Step 3 Click Add. The selected test or tests appear in the
Selected Tests list.

Step 4 Repeat steps 1-3 until al teststo be (Note: To remove atest from the Selected
administered have been added to the Tests list, click the name of the test and then
Selected Tests list. (Thetestswill be click Remove. Y ou can change the order of
given in the order listed.) the tests by clicking on atest name and then

clicking the Move Up or Move Down
buttons.)

Step 5 When al teststo be administered appear in The Registration screen appears.

the Selected Tests list, click the Begin
Tests button.

* Some SkillCheck Professional tests are metered products that can only be used to give atest a specified
number of times. Keep in mind that you are paying for a metered test each time it is selected and run. If
you have ordered metered products (such as SkillCheck AptiTest or SkillCheck Light Industrial
assessments) see page 18 for more information before running a metered testing product.
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Completing the Registration Screen
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The test taker should use the Registration screen to enter their identifying information.

Step 1

Fields are provided for First Name, Last
Name, and ID Number (like a socia
security number).

All three fields must befilled in before testing
may begin. Even if you do not require an ID
Number at your location, some text must be
entered into the ID Number field to proceed.
Thistext can be ignored when it appears on
test reports later.

The ID Number field may also be used for
other purposes, such as the name of the test
administrator.

Step 2

Click the OK.

If your system has been configured to collect
demographic information, a dialog box may
appear requesting additional information
(address, e-mail, age, gender, etc.).

If your system has not been configured to
collect demographic information, the first test
begins.

Step 3

If the demographic screen appears, specify
the requested information. Fieldslabeled
with an asterisk are mandatory. Fill out all
the appropriate fields and click OK. (If all
fields are not mandatory, you can click the
Skip button to skip this demographic screen
and begin testing.)

Note: Organizations may collect and use
demographic information differently. Keepin
mind that demographic information has no
impact on score reporting or test grading. See
page 19 for more information on using
demographics.

Thefirst test begins.
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Giving Tests

SkillCheck Professional administers many different types of tests.

»  Software Skills tests simulate products such as Microsoft Word and Microsoft Excel and ask for
specific software functions to be performed.

« Employment Skillstests generally ask multiple-choice, true-false, and other types of questions about
particular skills such as spelling, math, accounting, and computer programming.

e Typing tests measure an applicant’ s typing speed and accuracy.
» Data Entry tests measure an applicant’ s data-entry speed and accuracy.

*  TestMaker tests are created using the SkillCheck TestMaker program for creating multiple-choice,
true-false, and similar tests.

* Metered Tests, such as SkillCheck AptiTest products and Light Industrial Skills, allow you to give a
test a specified number of times.

Each of these types of tests are straightforward and intuitive. Test takers begin with asimple set of
instructions, followed by the actual test. Separate chapters in this manual on Typing Tests, Data Entry Tests,
TestMaker, and Metered Tests describe how to administer these tests. The instructions below are for
administering a SkillCheck Software Skills or Employment Skills test.

Software Skills and Employment Skills tests

When you first start a Software Skill or Employment Skills test, a screen like this one appears:

T T Youare about to take the test:

Access 2000 - Standard
Please choose one of the options below.

Quit the Test

Begin the Test

Begin Test Tutorial

“Test Options” Dialog Box

e Tobeginabrief tutorial that describes how to take the specific test, click the Begin Test Tutorial
button. (It is strongly recommended that anyone not familiar with SkillCheck Professional tests go
through the tutorial.)

* Toskip thetutorial and begin the test immediately, click the Begin the Test button.

* Toquit thetest and either go to the next test in the sequence or display the Security screen (if thisisthe
last test), click the Quit the Test button.

Thetutorial for each SkillCheck Professional test is customized with specific information for the test being
taken. Once the tutorial is completed, the system returns to the options dialog box where the tutorial can be
repeated, or the test can be taken or exited..

The “ Software Skill and Employment Skills Tests” chapter in this manual includes additional information

on specific test types, including SkillCheck Professional’ s interactive software tests and tests for important
skills such as spelling, filing, math, and accounting.
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Using the Review Page

The administrator of SkillCheck Professional has the option of allowing test takers to go back and review
their answers (see the “ Advanced Administration” chapter of this manual for information on how to turn the
review option on and off.) If the Review option has been turned on, the options pictured below will appear
at the end of a Software Skills or Employment Skills test.

You have just finished thémf.est:

Access 2000 - Standard

Click on "Review” if you wish to change any of your answers. Click on

"Continue” to finish the test.

Review Continue

3. Click onthe Review button to display the Review Page, illustrated below.

4. To skip Review and complete the test, click the Continue button.

i SkillCheck Professional

Carrect
Correct
Correct
Correct
Incomplete
Incamplete
Correct
Incaorrect
Incaorrect

Incomplete

Below, you can retry questions you have skipped or answered incorrectly. Click on the
green arrow to try the questions again. The "Stop sign' means you have reached the
maximum number of attempts for that question. Click on the arrow buttons at the bottom
right of the screen to see additional questions. When finished reviewing questions, click
on the Exit button.

[1. Begin a program that will automate the creation of a le... |
[2. Open a document named "MUSEUM EXPANSION" located in the)
|3. Save this new (unsaved) document as a Word document und... |

|4. Create a new document using the template "CONTEMPORARY |

[ ] [5. Copythe selected text so that it can be pasted elsewhe... |
[ | [6. Insert previousty cut or copied text at the insertion p... |
|?'. Set the top and bottom margins of the document to two i... |

E\ |3. Specify that the document will be in landscape (horizon...

(@ ] [o. Display the document header in an editable format.
[ | [10. Specify that the paper size will be A4 (210 mm x 207 mm...

Fage 1 of 4

The Review Page lists all the questions that appeared in the test. The beginning of the text for each question
appears on the right of the screen. Indications as to whether the question was answered correctly (Correct),
incorrectly (Incorrect), or skipped (Incomplete) appear on the left of the screen.

Note: On some tests, such as multiple-choice Employment Skills tests and Software Skills tests in which the
Feedback option has been turned off, you will not receive an indication as to whether questions have been
answered correctly or incorrectly. Instead, you will only seeif a question was Attempted or Incomplete.
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Using the Review Page (continued)

+ SkillCheck Professional

Below, you can retry questions you have skipped or answered incorrectly. Click on the
green arrow to try the questions again. The "Stop sign' means you have reached the
maximum number of attempts for that question. Click on the arrow buttons at the bottom
right of the screen to see additional questions. Yhen finished reviewing questions, click
on the Exit button.

Correct |1. Begin a program that will automate the creation of a le... |
Correct |2. Open a document hamed "MUSEUM EXPANSION" located in the.|
Carrect |3. Save this new (unsaved) document as a Word document und... |
Correct 4. Create a new document using the template "CONTEMPORARY .|
Incomplete E |5. Copy the selected text so that it can be pasted elsewhe... |
Incamplete E |ﬁ. Insert previously cut or copied text at the insertion p... |
Correct |?. Set the top and bottom margins of the document to two i... |
Incorrect E |B. Specify that the document will be in landscape {(horizon... |
Incorrect E |9. Display the document header in an editable format. |
Incomplete [ B | [10. Specify that the paper size will be A4 (210 mm x 207 mm... |

Page 1 aof 4

Exit | \ > \

Only questions with agreen arrow next to them may be reviewed. Click on the green arrow and you will
have an opportunity to answer the question again.

Questions marked with acheck mark have been answered correctly, so there is no need to review them.
Questions marked with ared stop sign cannot be reviewed because the maximum number of attempts has
already been reached (remember, many tests limit the number of attempts a test taker hasto get a question
right).

The page menu, at the bottom right of the screen, lists the number of pages of questions available in the test.
(Questions appear ten to a page, i.e., questions 1-10 will appear on page 1 of the Review screen, questions
11-20 will appear on page 2, etc.) Click on the buttons below the page menu to go to the next or previous
page of questions. The up arrow next to the page menu will display alist of pages that can be displayed on
the screen with options to go back to specific page of questions.

Click on the Exit button to when finished with the Review. Thiswill take you back to the optionsillustrated
at the top of page 6.

Click on the Continue button to complete the test. If the test taker is taking additional tests, the next test in

the sequence will begin. If thisisthe final test, the Security screen will appear, indicating that the test taker
should contact the test administrator. (See page 9 for more information on the Security Screen.)
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Using Review Page (continued)
When using the Review feature, keep in mind:

Thetutorial for each SkillCheck Software Skills test or Employment Skills test explains how to use the
Review feature.

The Review feature can be turned off (or on) for all tests using the Advanced Administrator. See the
chapter called “Advanced Administration” in this manual for information on turning Feedback on or
off.

The Review feature works according to the way Feedback is set for that test. For example, if Feedback
isturned on for a Software Skills test, the Review screen will show if questions have been answered
correctly or incorrectly. If Feedback is off during atest, the Review feature will NOT show whether
guestions have been answered correctly or incorrectly.

If thetest isatimed, the time taken to use the Review feature is taken into account when calculating
total cumulative test time.

Y our previous answer is cleared when you return to a question using Review. The question must be
answered again when returned to using the Review feature.
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Security Screen

When the last test in a testing sequence is completed, a screen appears asking the test taker to contact the
test administrator.

Another box may appear asking for the a password. The default password for all TestCenter functionsis
“passwor d” . (See the“Advanced Administration” chapter of the documentation for instructions on
changing passwords.)

3. If the password dialog box appears, type in the password and press Enter.
4. If the Security screen appears without a password box, press the F2 key. The Security screen will
either disappear, or the password box will appear, allowing you to specify a password to retrieve
SCOres.
When you exit the Security screen you may go to the Scores screen (illustrated on the next page) or you

may go back to the Test Selection screen (illustrated on page 1). See “ Setting the TestCenter Print Options”
on page 13 for more information on how to specify what happens at the end of atesting sequence.
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Viewing the Scores Screen

When tests are completed, a score report is generated for each test taken. If the Go to scores screen at
the end of a testing sequence option has been selected from Print (see page 13) the Scores screen
shown below will appear at the end of atest or test sequence.
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SkillCheck Professional “Scores” Screen

The Scores screen comes with the following options:

Scores Screen Option

Action

Review the score from a particular test.

Click the name of the test in the Available Results list.

M ove through the displayed scoresreport
on screen.

Click the arrows on the vertical scroll bar to the right of
the scores window.

Print the displayed scoresreport.

Click the Print button.

Print scoresfor all testsin the Available
Results list.

Click the Print All button.

Exit the Scor es screen and return to the
Test Selection screen.

Click Close.
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Grouping Tests

The TestCenter allows you to create groups of tests, name the groups, and specify which group will appear
on the TestCenter list of available tests. Thisis helpful if you frequently give the same groups of tests. (You

may want to group tests by category, such as“Advanc

for specific customers).

" or “Office_2000,” or create specific test groups

To create, modify, or delete atest group, follow these instructions:

Step 1 e Fromthe File menu, select Test The Test Group dialog box appears.
Group.
or
* Hold Control and press G.
Step 2 » Tocreate anew test group, click New. e TheAdd and Modify Group dialog

* Tomodify an existing group, select the
group to be modified in the Test Group
dialog box and click Modify.

* Todelete an existing group, select the
group to be deleted in the Test Group
dialog box and click Delete.

box (illustrated below) appears.

« TheAdd and Modify Group dialog
box appears, listing tests in the selected

group.
e The selected group is deleted and no
longer appearsin the list of available

groups. (Note: Deleting a group does not
delete actual tests.)

-;"Add and Modify Group

Group Mame [group names cannat include spaces) I

Avalable Tests:
Access 2000 - Advanced Skills ;I

Access 2000 - Bazic Skills
J Add > |

Access 2000 - Standard
< Bemove

Computer Literacy - Hardware
Computer Literacy - Microsaoft Apps.
Computer Literacy - Problem Salving
Computer Literacy - Saoftware
Computer Literacy - Standard

Data Entry Test - Alphanumeric
Data Entry Test - Numernc

Excel 2000 - Advanced Skills LI

Teszts in Group:

LCancel |

SkillCheck Professional “Add and M
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Grouping Tests (continued)

Step 3 Inthe Group Name field, typein anew Note: A group name cannot contain spaces.
name or edit the existing name for the group. | Add an underscore between separate words
(such as Advanced _Tests).
Step 4 Select tests to be included in the group e Thetestswill be added to the Testsin
fromthelist labeled Available Tests. Group list.
To select a series of tests, hold Shift and
click on thefirst and last test. To select
multiple tests, hold the Control key and
click onindividual tests. When the tests
you want to include in the group are
selected, click Add.
To remove tests from the Tests in e Thetestswill be removed from the Tests
Group list, select the tests to be in Group list.
removed and click Remove.
If you decide not to add or modify a «  The Add and Modify Group dialog box
group, click Cancel. This returns you to will dose.
the Test Group dialog box without
altering the current test group setup.
Step 5 When the name of the test group and thetests | The group specified in the Add and Modify

to be included are correct, click OK.

Group dialog box is created or modified.
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Printing Previous Results/Print Options

For Print options go to the File menu in TestCenter and select the Print submenu.

Printing Previous Test Results

Thefirst option under Print, Print Previous Test Results, gives you the option of printing the results
from the most recent test sequence. This command is useful if you return to the Test Selection screen or
close the TestCenter without printing the last set of results.

To print these scores, select Print Previous Results from the Print submenu of the File menu or hold
Control and press P. To view or print scores from earlier tests, use the Reporting option (see page 14).

Setting the TestCenter Print Options

The second option under the Print submenu, Options, alows you to control the display and printing of
scores at the end of each testing sequence.

To get to the Print Options, select Options from the Print submenu of the File menu. A dialog box will
launch. Select any of the following radio buttons:

TestCenter Print Options Selecting This Option Will:
Gotothe scores screen at the end of atesting Display the Scores screen after the Security screen.
sequence.
Print test scores automatically at theend of a Print the scores for each test just completed and
testing sequence and go to the scor es screen. display the Scores screen after the Security screen.

Print test scores automatically at theend of atest | Print the scores for each test just completed and
sequence and go to the test selection screen. return to the Test Selection screen without
displaying the scores on the screen.

Go back to thetest selection screen at theend of | Return to the Test Selection screen without
atest sequence without viewing or printing displaying or printing scores.
SCOr €s.
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Searching the Scores Database and Creating Scores Reports

P Select Report Type 011

? Standard Test Report
Candidate Profile Report

Test Profile Report

Exit

I~ Include Ana\ya\ﬁz

SkillCheck “Select Report Type” Screen

Step 1 From the TestCenter File menu, The Select Report Type screen (shown above) appears.
select Reporting.

SkillCheck Professional allows you create three different types of reports, described in detail on the
following page.

When you select areport type, you also have the option to Include Analysis in the report. Analysiswill
include additional analytical information in areport. For example, if you create a standard test report that
shows how a candidate performed on asingle test, the report will include an overall percentage score on the
test, as well as percentage score based on topics and levels of questionsin the test. If you choose the
Include Analysis option, the report will aso include information describing how the candidate did in
comparison to other people who have taken the same test.

Some tests have been programmed to display analysis information based on national scores databases. For
these tests, you may receive reports comparing the local test taker to anational sample. SkillCheck
Professional will also compare a candidate's performance to local test takers. For example, after 30 people
have taken a specific test on the PC or network where SkillCheck Professional isinstalled, areport that
includes analysis will compare the test taker’s score to the local average. Once 80 or more people have
taken the test locally, the report will indicate how the local test taker compares to everyone else who has
taken the test in a percentile ranking.

If you choose to view detailed test scores (indicating which questions a candidate has answered correctly or
incorrectly), the Include Analysis option will aso include information on how all candidates have
performed on each individual question in the test.

Keep in mind that analysis options will vary with different test types and different tests. SkillCheck

TimeSolver and AptiTest tests, for example, include their own customized reports that are not affected by
selecting the Include Analysis option.
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Report Description Tocreatethisreport:
Type
Standard This report shows completeinformationona | 1. Select Standard Test Report from
Test Report | single test taken by a single candidate. the Select Report Type screen.
If you select Include Analysis in this 2. Enter as much information as needed
report, the analysis section will show how in the search fields to find the record
this candidate has done in relation to other you are looking for.
people who have taken the same test 3. Click onthe Search now button to
If you chooseto Include question display alist of records that match the
details, the report will indicate each specified search criteria. (Note: If the
guestion a candidate has answered correctly report appears immediately, skip step
or incorrectly. 4.)
If you choose both the Include question 4. Doubleclick onarecord to seea
details and Include Analysis option, the report corresponding to your
report will show how all candidates have selection.
performed on each question.
Candidate | Thisreport showsscoresfor all teststakenby | 1. Select Candidate Profile Report
Profile acandidate. from the Select Report Type screen.
Report The Include Analysis option does not 2. Enter as much information as needed
affect the Candidate Profile Report. in the search fields to specify the
candidate.
3. Click onthe Search now button
Note: If the search criteria you specified
match more than one record, alist of
matching records appears. Double click on
arecord to see areport corresponding to
your selection.
Test This report shows scores for al candidates 1. Select Test Profile Report from the
Profile who have taken a particular test. Select Report Type screen.
Report

If you select Include Analysis inthis
report, the analysis section will show how all
candidates have performed on thistest, as
well as how all candidates have performed on
each question in the test.

2. Select the test for which you want to
create a Test Profile Report.

3. Specify how score information will be
sorted (by Candidate Name, by
Score, by Date) in the report.

4. Click onthe Search now button.
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Reports

Theillustration bel ow shows a typical report (in this example, page 2 of a Standard Test Report) created
after specifying reporting options as described on the previous page. Options for printing and viewing score
reports appear on the following page.

E B e

X0 4 1of2 » M os S & F & = M Towas  100x 350/ 35

Preview

Candidate Test Report -JOHN DOE - WORD 2000 - STANDARD

Test Duration:
Overall Score:

Scoreshy Level

0 10 20 30 40 50 60 70 S0 90100
Fercertage Soore
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Report Options

Click on thisicon:

Todo this;

x Exit the report and return to the Select Report Type screen.
4 Move to the first page of the report
4 Move to the previous page in the report
| 3 Move to the next page in the report
M Move to the |last page in the report
= Print the report
&= Display the printer setup dialog box
4F Update data used to generate the report
& Export report information to another application (this option may
not be enabled for all systems)
4% - View the report at a different magnification

:

Search for a specified text string in the report (type the text string
in the report and click on the #h button).
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Advanced Options

Advanced Administration

To access the Advanced Administration features (that allow you to change passwords, create tests, perform
database management and change system settings), from the Advanced option in the File menu, select
Advanced Administration. You will normally be asked to provide a password to access Advanced
Administration options.

The Advanced Administrator features are explained in detail in the “Advanced Administration” chapter of
this manual.

Meter Information

Some SkillCheck tests, such as SkillCheck AptiTest and Light Industrial Tests, are sold as meter ed
products. Metered products are purchased in increments of a specified number of testing units, with a unit
deducted each time you administer an assessment.

Additional meter units can be ordered by calling SkillCheck sales at 1-800-648-3166. The sales department
will help you with the process of online ordering, and explain the latest pricing system for test meter units.
It is highly recommended you contact SkillCheck sales before ordering new meter units.

To see how many units you have remaining:

Step 1 Go to Meter Information in the At this point, you may be prompted for a
Advanced submenu of File inthe password or the Meter |nformation screen may
TestCenter. appear immediately.

Important: The default password is
“adm n”. (Seethe“Test Administrator”
chapter in this manual for instructionson
setting and changing passwords.)

The Meter Information screen appears. The
number of metered units you have left will be
shown in the Remaining Meter Units box.

To order additional meter units, first contact Skill Check sales, then do the following:

Step 2 To order more metered units, click the An Order Units dialog box appears.
Order Units button.

Step 3 Enter the number of new meter units you A number appearsin the Request field.
want to purchase into the field labeled
Number of Units to Order.

Step 4 Provide the number in the Request fieldto | Your SkillCheck sales representative will
your SkillCheck sales representative provide you with a Response number.

Step 5 Type the response number in the field labeled | The new meter units you have purchased are
Response and click OK. added to your system.
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Demographics

SkillCheck Professional allows you to specify up to five demographic fields that will capture information
about a candidate when they register to take a test.

Some organizations may request information such as age, race or gender for purposes of analyzing or
validating atest to ensure the test does not discriminate against a protected group. If you choose to collect
this type of information, be sure to remind your test candidates that this information is used only for analysis
and validation of the test and will NOT be used for any other purpose such as grading and job selection.

Y ou can also use this feature to collect information from test candidates such as instructor or supervisor
name, candidate e-mail and other appropriate data.

It is highly recommended that you use this feature to set standard demographic information, and not change
the labels on these demographic fields after they have been used to collect data. All demographic
information isincluded in the SkillCheck scores database, although it is not used in generating any of the
reports described on pages 14-18. Contact SkillCheck at 1-800-347-0395 for information on directly
accessing this information in the SkillCheck scores database.

To begin collecting demographic information about test takers:

Step 1 Goto Demographics inthe Advanced At this point, you may be prompted for a

submenu of File in the TestCenter. password or the Configure Demographics
screen (illustrated above) may appear
immediately.
Important: The default password is
“adm n”. (Seethe“Test Administrator”
chapter in this manual for instructions on setting
and changing passwords.)

Step 2 Check the Use systemwide If you select this option, the demographic
demographics fields checkbox to screen will appear after atest candidate has
specify that demographics will be collected | specified their name and ID when registering to
when someone registersto take a test. take atest. (See page 4)

Step 3 Enter up to five labels in the Demographic Some typical demographic information often
Field Label fields. collected includes sex, race, and educational

background.

Step 4 »  Check the Enabled checkbox. ¢ Youmust check the Enabled checkbox to
have the demographic field appear when
someone registers to take a test.

e Check the Required checkbox e IftheRequired checkbox is checked, a
(optional). test taker must specify the demographics
information before proceeding with testing.

Step 5 Click OK. The specified demographic information will

appear when a candidate registersto take at test
(seepaged).
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FTP Options

The TestCenter also offers an advanced function that allows you to FTP scoresto an FTP address. This
allows you to centralize test scores in one location using the Internet as a transport mechanism for sending
scores from one or more PCs running Skill Check to a specified FTP location.

Before you can FTP scores, you must specify FTP settings as described below and on the following page.
These settings allow you to provide a name for the location and/or workstation from which scores will be
sent. These settings also specify the FTP site where score databases will be sent. When you give the
command to FTP scores, any scores generated on your SkillCheck system since the last time you gave the
Send Scores command will be consolidated into an Access database and sent to the FTP location
specified in the FTP settings screen.

For example, if you have several PCs running SkillCheck at a school, you can provide a TestCenter I1D for
the school (such asMYSCHOOL). You can also provide a PC number for each PC at your location (001,
002, etc.) aswell asthe location of the FTP site where scores will be sent. Each time someone gives the
Send Scores command from one of these PCs, a new Access database is created and sent to the specified
FTP location, the name of which will be created by concatenating the TestCenter 1D, PC Number and the
date (20010115M Y SCHOOL 001.M DB for scores sent on January 1, 2001 from PC Number 001 from the
TestCenter named MY SCHOOL or 20010222M Y SCHOOL 004.M DB for scores sent on February 22,
2001 from PC Number 004 from the TestCenter named MY SCHOOL, etc.).

If you are running SkillCheck on a single network or workstation, you can use or skip the TestCenter 1D and
simply provide an identifying number for the system as the PC number. Again, scores databases sent to the
FTP address will be named based on this PC Number and the date.

Once scores databases are at your FTP |ocation, you can use these databases to consolidate data from
multiple test sessions or multiple testing workstations or networks.

It is recommended that SkillCheck's FTP function only be set up by an administrator familiar with using
FTP to transfer information.

To specify FTP settings:

Step 1 Select Settings fromthe FTP submenuin | At this point, you may be prompted for a
the Advanced submenu of File in the pagNord or the FTP wtu ngs d|alog box may
TestCenter. appear immediately.

Important: The default password is
“adm n”. (Seethe“Test Administrator”
chapter in this manual for instructions on
setting and changing passwords.)

Step 2 Specify the password (if necessary). The FTP Settings dialog box appears.
Step 3 Specify FTP settings as described on the
following page.

Step 4 When all FTP settings are correct, click OK
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FTP Settings

FTP Settings Field

This setting specifies

TestCenter 1D

An identifying name for your location. Thisinformation is used to
generate a name for databases sent to your FTP site. If you are
running SkillCheck from multiple locations, it is recommended that
you use the TestCenter ID to identify each location. If you are
running SkillCheck from just one location, you can skip thisfield.

PC Number

An identifying name or number for your PC or network running
SkillCheck. Thisinformation will be used to generate a name for
databases sent to your FTP site.

TCP/IP port number

Thisisthe port used to connect on the FTP site. FTP normally uses
port 21, however, the port may be different if data must be
transferred through a firewall or your site administrator has assigned
the FTP service to a non-standard port. Check with your network
administrator for TCP/IP port information.

The FTP DNS address where scores will be sent.

FTP Address
For example:
ftp.skillcheck.com
ftp.microsoft.com
anywhere.someplace.net

FTP Folder The full path from root to destination for the folder where scores will
be sent
For example: If you wanted to send scores to /pub/skillcheck scores,
then you would enter:
pub/skillcheck_scored inthe FTP Folder field.

FTP Password FTP sites often require passwords. If the site to which you are
sending scores requires a password, enter it here.

FTPUser ID FTP sites often require User IDs. If the site to which you are sending

scores requires aUser ID, enter it here.

Sending Scores

Step 1 Select Send Scores fromthe FTP At this point, you may be prompted for a

submenu in the Advanced submenu of File pm\lord Or scores may be sent |mmed|a[e|y
in the TestCenter.

Important: The default password is
“adm n”. (Seethe“Test Administrator”
chapter in this manual for instructions on
setting and changing passwords.)

Step 2 Specify the password (if necessary). Scores are automatically sent to the FTP

location specified in the FTP settings screen.
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