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Tutorial: Scheduling

About this Tutoria

This tutorial describes features and behaviors that define and influence the performance
of TG’s Eligibility Module. The current tutorial was prepared in 2009 and was last
updated in 2011.

Since that time, we have released several updates and releases. Consequently, some of
the screen shots may not represent the most recent changes to the user interface. We

will be updating these screens in a subsequent version of this tutorial.

While this review is fairly comprehensive, it does not cover every possible combination of
settings that test authors might attempt and we encourage your contributions.

We welcome your comments and suggestions for improving this, or any other TG tutorial
we publish and we invite you to contact us at your convenience.

Thank You.
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Definitions

T.taker (t.taker). The test-taking audience: a.k.a, students, employees or trainees. Test takers
designations can be changed under TG’s home page: System > Settings > Designations tab.

T.admin (t.admin). The test author or designated t.admin -- the person responsible for creating
or managing courses and tests.

Tester. Refers to the software used to deliver a test. In TG Desktop and TG LAN, this is a
Windows-based client that is installed on machines that will be used by your test-taking
audience. In TG Web, it refers to the web Tester which is accessed through a web browser.

Course or Class. These terms are used interchangeably and refer to the TG folder/directory
under which you save your tests.

Test Properties. In TG, a menu option accessible to t.admins during test creation/editing. It
contains various test parameters that can be applied to a test. Deadline, Frequency and
Notification settings are test properties found under the Test Properties' Schedule tab.

Deadline. A defined span of time (X hours/days/months) within which t.takers can take a test.
It is calculated based on the t.taker's eligibility date — the date of their enrollment in the test.

Frequency. A defined span of time (X hours/days/months) following a t.taker’s last (allowed)
test attempt. By allowed, we are referring to test settings that will influence how often and
under what conditions they are able to test. See Scenarios, later in this tutorial, for more
details.

Frequency + Except when Test has already been passed

A defined span of time (X hours/days/months) following a t.taker’s last (allowed) test attempt.
If enabled, the frequency setting applies if the t.taker has failed their test. If they pass the test,
the t.taker is not eligible to take the test again.

Enabled or Checked. These terms refer to a class property, below an example of an enabled or
checked property:

[v Test Takers enrolled in this Course are automatically enrolled in all tests / surveys for this Course

Below, an example of a disabled/un-checked class property:

[ Test Takers enrolled in this Class are automatically enrolled in all tests / surveys for this Class
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Knowledge Level
Intermediate to advanced-level t.authors, t.admins

Prerequisites
If you have not already done so, we recommend reviewing the Enrollment tutorial before
reviewing this tutorial.

Training/Customer Support
Customers possessing an active support subscription can schedule an online demo.

TG Version 2.4.20
Please note, some of the screens in this tutorial are TG version 2.4.20 screens. If you have an
active support subscription and would like to update to TG2.4.20, please contact us.

Eligibility Module Overview

The Eligibility module is located under Test Properties > the Schedule tab > Eligibility.

It is a test-specific feature that enables t.authors to apply Deadline, Frequency and Notification
parameters regarding t.taker eligibility. T.admins can also construct and send email notifications
based on the Deadline and Frequency settings.

Eligibility i L
Eligibility
Eligibility begins with enrollment at a Test level and is defined based on the current, or some

future date/time. The Test must be active in order for these settings fo take effect. Note: Email
notifications are only supported in TG Web.

Deadline A defined period of time during which a Test can be taken: X hours,
days, or months after eligibility.

r houwrs = | after eligibility.

Frequency A defined period of time before being eligible to retake this Test: X
hours, days, or months, after last eligiblity.

r hours  ~ | after last eligibility period.

[ Exceptwhen Testhas heen passad
[T Pe-sligibility "day" starts at midnight

Notifications Emails will be sent until retake options are exhausted.

When | Message |

Add Edit | Delete |

ok I cancel |

L : = /

Note: TG’s Retakes and Frequency are two separate properties — each can be set independent of
the other. However, in certain cases, the Frequency setting is influenced by the date and time of
retakes defined by the t.admin.

As with other more advanced TG features, if you wish to incorporate the Schedule/Eligibility

feature into your testing program, we recommend reviewing this tutorial and then contacting us
to set up an online support session.
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Assumptions

In order for any t.taker to be able to take a test:

e They must have a TG User Profile which contains a UserID and Password
e They must be enrolled in a Class that contains one or more tests

e They must also be enrolled at a Test level and

e The Test must be activated by the t.author/admin

TG Classes: Automatic Test Enroliment Enabled
When a t.author creates a class, one of the automatically-enabled class parameters is the “Test
Takers enrolled...” checkbox, highlighted.

@ Test Generator lE
File Edit Tools View Help
EEEFEL T IR Y-S @
MEEEREN |
|54 Evariste Galois
B3 Classes and Tests CI aSS
LJlNew Courseh X
@ Sample Class ™, Code: New Course
3 ARCHIVE Session:
12 Reports B
-H Question Bank H Days:
=¢85 Media Bank H Time:
4 Users . i
2 System H Description:
Intemal ID: 56
Enlonenll Tramer5| Nole5|
Last [ First [usermame | D

Add Remave

.
> [ Test Takers enrolied in this Class are automatically enrolled in all tests / surveys for this Class

0
.,
s

[v Test Takers enrolled in this Course are automatically enrolled in all tests / surveys for this Course

With this parameter enabled, any t.taker that the t.admin enrolls in the class will be
automatically enrolled in all tests that have been created under that class.

Their enrollment date and time are defined by the t.admin’s computer system date and time.
Note: t.taker eligibility begins at the point of enrollment. This approach works well in testing
scenarios where the t.author/t.admin plans on testing the enrolled t.takers as a group in, for

example, a classroom setting. This scenario does not work well if t.taker schedules are
staggered due to variables such as hire dates, training dates, self-paced learning, etc.
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TG Classes: Automatic Test Enrollment Disabled
If a t.author needs to enroll t.takers in specific tests on an “as-needed” basis, we recommend
un-checking the “Test Takers enrolled...” checkbox when the class is created.

[ Test Takers enrolled in this Class are automatically enrolled in all tests / surveys for this Class

Note: this global setting applies to any test created and saved under this type of class.

This parameter should not be treated as a “switch” that can be turned on and off. Once this
property has been disabled, and tests are saved under the class, we do not recommend
changing it—doing so may lead to unintended consequences such as triggering unexpected
email notifications.

In the example below, the DemolTestSamples class, with its “Test Takers enrolled...” checkbox
unchecked, lists the enrolled t.takers under the class’s Enrollment tab—by design, these
individuals are not automatically enrolled in tests organized under this class.

- Voo
-8 . LA g Internal ID: 97
&= Demo1TestSamples
Lo e DI, — Enroliment | Instructors | Notes |
N =
g .: — Last | First | usemame | 1D
oot beie Jennie gt
o - R - - -
- Audra [
G- - W % _ Deshnee
[ - [, oo Penelope
- - 2
LT e — Jerome
themmpes Ken
™
i 2 . s Scott
kS ——— Jason P
BHE B S Kaisa-Liisa s
GE - R v Michael b
-0 . Louisa oow
B0 e e - rajesh
- Nathan
B0 e W &
sy egina
B e e A Nitin -
B e W
o SRoiot. o it
-0 A - Add Remove
-1 .
E 2 ' — [ Test Takers enrolled in this Course are automatically enrolled in all tests / surveys for this Course
M, -
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Test Enrollment Date and Time
The Eligibility date/time setting defines when t.takers are eligible to take a test.

Note: By default, t.takers are enrolled in a test based on the eligibility date/time settings
displayed at the bottom of the test enrollment screen. These settings reflect the date/time of
the TG admin client—not the server date/time.

If the server and the TG admin client are in the same time zone, the enrollment date/time
should be similar. However, if the t.admin is using TG in one time zone, and the server is set to a
different time zone and the t.takers are scattered across two or more time zones, the t.admin
should be aware that t.takers in certain time zones may not be able to take a test at the time
designated by the t.admin.

Ac:t\vat\unl Scuresl Sharing TestTakersl

All Test Takers enrolled in this Class Test Takers eligikbile to take this Test
Last [ First [ username | Last | First | usemame | Eligible
Anthony Susan guest1 Anthony Susan guestt 8/28/2014 £:03:23 ..
Apgar Virginia guests 4
Galois Evariste Admin H
Minoka Lillie guestd
Pelletier Marie guest3
Potter Beatrix guest2

=< Remove |

Eligble | IThursday, August 2&,2014j |6:03:23AMj| PR Copy From... |

In the example above, the t.admin enrolled Susan Anthony based on the default date and time
settings displayed under the highlighted Eligibility date/time window.

Note: The t.admin can change the date and time settings and thus enroll one or more t.takers at

some future date/time. T.admins can also use the File > Enrollment feature to schedule, re-
schedule or un-enroll individual t.takers, or t.takers enrolled at a Class or Test level.
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Date and Time Fields

@ G

|Eligikle  +| IWednesday, September 03, 2014j |2:26:35 PMﬂ

The Date field includes Day, Month, ## and Year cells.
The Time field includes Hour, Minute and Seconds cells.

To the right of the Date field, clicking the arrow button [1] will display a pull-down calendar [2].
Under the Time field the two buttons on the right side of the field [3] can be used to change
whichever time cell is highlighted.

|Eligible | IWednesday, September 03, 2014 | | 2 :26:35 PM 2~

|  september2014 _*|

101 2,34 5 6

10 1 12 13

{ 2 16 17 18 19 20
23 24 25 26 27
286 29 30 1 2 3 4

5 6 7 8 9 10 11
T Today: 9/3/2014

Scenario: Modifying the Eligibility Date and Time
Let’s say that the t.admin wants to enroll Susan Anthony on a date/time that is different than
the default date/time displayed on the screen. To do so they would...

1- Select/highlight the test under TG’s tree view...

E| = Classes and Tests
B ﬂ My Course

...... Ij

ﬂ Course-1

=@ Course-3
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... and then click on the Test Takers tab on the right side of the test information screen.

EE;- Classes and Tests 1 €5l
=88 My Course
- L[3) My Test Name: My Test

&8 Course-1
w88 Course-2
-8 Course-3
-8 Course-4
=8 Course-5

Descripti TG 101 Test

- ARCHIVE Internal ID:
..... @ Repons
=~ Question Bank — .
=-&% Media Bank Activation | Scoresl Sharing  TestTakers
=48 Users All Test Takers enralled in this Class
[T [ I R

The Eligibility date/time window is located at the bottom of the Test Takers screen.

Ackustion | Scoems| Shering Tesi Takors

A1 Teet Tokers eneolled in this Claes S Tt Takers sigitsle o tnke this Tes!

|Last [ Frst [ username [ %, Last Frst Username | Eligitie
Apinony  Gusan ! .
Apoar Wirginia guesih -
Galnis Evarisie Admin *
Wanoks Lime: guesid
Peliatier  Mane el *
Potter Bealrix guesi =
. Add ==
-
H
-
. << Remove |
.
N
N
-
.
-
-
B
.
-
4
[Eigtls =] [Wednesday Sepiemter 03, 2014 4 | [2 2836 P =) Cogpy From

In our example, the t.admin clicked on the down arrow [1] to display the pop-up calendar [2],
and then clicked on “22” to select Monday, September 22, 2014 as the eligibility date. The
chosen date is then displayed under the Date field.

|Eligitle L|| Monday . September 22, 2014 ,

2 :26:35 PM
=]

|  september2014 |

311 2¢304 5 6

78 9 10 1 12 13
14 15 16 17 18 19 20

234\523 24 25 26 27
2 2d$30 1 2 3 4
5 6 7 8 9 10 11

T Today: 9/3/2014
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Modifying the Eligibility Time
The t.admin then clicked on the hour cell in the time field...

|Eligible | I Monday ,Seplember22,2{]14j |:26:35 Pmﬂ

. and typed in “9” then clicked the right arrow key on the keyboard to highlight the minute cell
and typed in “0”, then clicked the right arrow key again to highlight the seconds cell and typed in
“0”, then clicked the AM/PM cell and typed in “A” to change the display to “AM”.

Eligihle = Mond September 22, 2014 | | 9 0008 AM =

||g|e _|| onday , September 22, JI By AM —

Note: the t.admin could have also clicked to highlight each cell in the time field and then typed
in a number, or used the up/down arrow keys to change the values.

Next, the t.admin enrolled Susan Anthony in the test by highlighting her name in the All Test

Takers enrolled in this Class column [1], clicked the Add button [2] to add her name under the
Test Takers eligible to take this Test column on the right [3].

Amivatmn' Scoresl Sharing TeslTakersl

All Test Takers enrolled inthis Class Test Takers eligibile to take this Test

Last | First | Username | Last | First | Username | Eligible

Susan guest! 1 Anthony Susan guestt 9/22/2014 9:00:00 _..

Apgar Virginia guests

Galois Evariste Admin

Minoka Lillie guestd

Pelletier Marie guest3

Potter Beatrix guest2

=< Remove |
Elighls | | Monday . September 22, 2014 j IQ:UU:UU AMj‘ Copy From...

Note: The t.admin could have also selected a group of t.takers from the All Test Takers enrolled
in this Class column and added them to the test.
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Enrolling Test Takers with Different Eligibility Dates

To enroll individual t.takers or groups and assign a future eligibility date:

From the tree view under TG’s main screen (home page), select the test you want to enroll
t.takers in, and click the Test Takers tab to display the enrollment columns.

=% Classes and Tests X
=88 Course 007 L3
L
%
Actwatlon' Scoresl Sharing  Test Takersl
: All Test Takers enrolled in this Class
~#- [ Question Bank . . Ja ...._\_f
‘“EJ\*:%} ’, -\‘*'"'."NA"'N., g |§\ 7\"\_.. .‘# e~ o

Activationl Scores| Sharing TestTakersI 3
TestT

All Test Takers enrolled in this Class

I First | Userng 4 Last '
Manny macres

Admin Admin
Armando Armando aarmar
Bathsheba David dbaths

Ella ebehla Add == | 1
DaSp Mark mdaspi™ H

Denim ro J€ jdenim
S ’u\ -\?\’\.n\ fr“‘"““—*~~‘55‘.89"~awl~_,

From the All Test Takers enrolled in this Class column, select one user, or shift-click to select a
group of users or ctrl-click to select a specific set of users.

Next, select an eligibility date/time at the bottom of the screen...

Activation| Scores| Shaing  Teat Tokers |
Al Test Takers envolled in this Class Test Takers ebgbée to take this Test
[ Fst | Userns & Lost [First | Username
Manny macres:
Admin Admin
Armanco SaTar
David dbaths
::i mdasp 22>
. B N o ™ Atimad st
At o™ BT r Womaa | g
-
| _'.FJ K |

[Essbie =] ["Saturdsy " November 01,2008 ] [10:3000 aM =
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Note: As mentioned earlier, the date/time display below is set to whatever the current
date/time happens to be on your computer. In this example, if a t.taker were enrolled on
Wednesday, November 01, 2006, they would be eligible to take the test on that date —any time
after 12:00:00 PM.

Frinad NGNS s sannes \
Golgntty Holty hgoigh
W‘ “"1 wesgi %
& ‘I | DI LI
K'S‘) [Ebgtis =] Imm,mm.m _v_| Iazoooom -

If you were to enroll t.takers —and not set a different eligibility date — your new enrollees would
be able to take the test on the day you enrolled them, or any time before the test expiration
date specified under the Test Properties’ Schedule tab.

Test Properties ’

General Optionsl Security I Motes I

&
acthvaton v Permit Testing £

From | Seturday , January 01,2005 J |1200 00 AM —l

To l Friday , January 01,2010 J |1200 00 &M _I}r

T I ,’ P ,‘\ "‘\ TN

Next, click the Add button to enroll your t.takers under the T.takers eligible to take this Test
column. In this example, the enrolled t.takers would be eligible to take the test on Thursday,
November 01, 2007.

Activation| Scores| Sharing  Test Takers |

All Test Takers encoled in this Class Test Takess ehobie to take this Test
| Frst | Userns Last [ Frst It
Manny macres Acres Manay macres
Admin Admin Armando Armando sarmando
Armmdo armae Behia Ela ebehia
coaths
- E" ebehia I8 Add >> >
A Dagpolt, }m PO — . P AP o N
< |- K [E—| jd|

[Eigbie 7| | Thursday , November 01,2007 | 120000 P =

You can continue to enroll t.takers using the steps outlined above. If you make a mistake or set
the wrong enrollment date for your t.takers, un-enroll them, set the correct enroliment date
and then, re-enroll them.

Note: your enrollment is in effect regardless of whether or not your test has been activated. If

the test has not been published (activated), then your t.takers would not be able to take the test
on their eligibility date.
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Summary

Management of the testing process, and which test behaviors will be seen by the t.takers, are
policy decisions made by t.admins in advance of any large-scale test deployment.

Test Admins/Authors
e Can control whether or not t.takers are automatically enrolled in tests by checking or
un-checking the T.takers enrolled in this Class are automatically enrolled in all
tests/surveys for the Class checkbox.

e Can enroll t.takers at the same time or stagger their enrollment so that enrollees
become eligible to take tests on different dates/times. Note: the eligibility date, at the
bottom of the test enrollment window, is based on the computer’s system clock. Itis,
by default, set to the current day and time.

j;l.iﬁ;\"‘/ \ " "”‘\'/"‘" "‘1‘ ‘\_//’\‘---..,.ff"-v — ”_"“‘/A\«,-,.""\.../-v','\u,'/ i
Golgntty Holty hgolgh
ot et Ly
3 - a1 | >
\g [Ebgbie x| [wednesday, November 01,2006 | [120000 PM =
Test Takers

e Areenrolled in courses by t.admins
e Are eligible to take any test that is active under a course
e Can be un-enrolled and re-enrolled with different eligibility dates
e Are eligible to take a test providing the:
. T.taker is enrolled in the test
. T.taker has not exhausted their retake attempts
. Test has been activated
. Test has not expired
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Test Settings > Test Properties > Schedule > Eligibility Settings
A t.taker’s test-taking eligibility is based on the following criteria.
e The t.taker has been enrolled in a course and

e The t.taker has been enrolled in a test based on a specified date/time

Note: The following settings are not required for test activation; however, Scoring > Pass Fail is
required if the t.author is enabling Schedule and Retake settings.

Under Test Properties > General tab > Scoring

Scoring Displays Total Test points and optional Settings |
Pass/Fail Settings.

Scoring Option Pass/Fail Settings: ‘The test % is > X’ is enabled and includes a % value.

Scoring Options
Total Test: I 25 points

Pass / Fail Settings (Optional)

(-‘I}The test % is = I 70

" All sections have been passed

Depending on your randomization options, the total
Test score may not be the same for every attempt.

Under Test Properties > Schedule tab > Activation
Activation: the test must be active in order for these settings to apply—active means that the
From and To dates/times have not expired and the Permit Testing checkbox is enabled.

r o]

Test Properties

General Schedulel Opti0n5| Security' Notes'

Activation

From I Tuesday . September 24, 2013 j |9:00:00 PMjI

To IWednesday, December 31, 2014 j |12:00:00 PM j‘

[~ Review Mode
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Under Test Properties > Schedule tab
Retakes: A retake parameter has been selected — by default, No Retakes is enabled.

Retakes Define retake options: No Retakes, Unlimited
Retakes, or Limit Number of Retakes to X This
Test's default setting is No Retakes. Other retake
options available.

Retake Options v

Eligibility Define optional eligifl
Deadline, Frequen Retake Options
Specify testing day/
various email notifical

@® No Retakes (only one attempt)
Retakes Allowed
" Unlimited

€ Limit Retakes to- | 0

Only When...

Under Test Properties > Schedule > Eligibility Settings

IS ~

Eligibility —

Eligibility
Eligibility begins with enrollment at a Test level and is defined based on the current, or some

future dateftime. The Test must be active in order for these settings to take effect. Note: Email
notifications are only supported in TG Web.

Deadline A defined period of time during which a Test can be taken: X hours,
days, or months after eligibility.

r hours | after eligibility.

i Frequency A defined period of time before being eligible to retake this Test: X
hours, days, or months, after last eligiblity.

\

r hours = | after last eligibility period.
| [ Exceptwhen Testhas been passed.
I ™ Re-sligibility "day” starts at midnight

Notifications Emails will be sent until retake options are exhausted.
When | Message |
Add Edit Delete
Cancel |

- — —_—— —

Deadline and Frequency parameters can be defined in hours, days or months.
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Deadline
This setting enables the t.admin to define a deadline period within which a test can be taken.

Frequency
Define a re-test period following a t.taker’s last eligibility.

el =t e R

Notification: Email notifications can be defined based on Deadline and/or Frequency settings
and sent out before or after the specified deadline and/or frequency period.

When  [Message 000 |

e [ E ] meme |
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Clicking the Add button will display a Send Email window. This is various notification parameters
can be defined. These settings trigger email notifications based on the Deadline and/or
Frequency parameters that have been defined by the test author.

[+ Send Emalil - ~ | [F—

To = 2| Other email addresses: comma separatecd
[ Instructors
[ Training Class LI I
From I
(emal address)
Subject I
Body (¥ou can also cubipaste text inta the field below)
JJ*P‘ﬁEE!hD'dE!!’E* v@|[§§|@|%@m X|

OK I Cancel

Test Settings > Test Properties > Schedule > Eligibility > Deadline

This test property enables t.admins to select a specified number of hours, days or months that a
test will remain active for eligible t.taker. In this example, the test author can define a 1-hour,
1-day or 1-month deadline.

Depending on which option (hour-day-month) is selected, t.takers would have that period of
time within which to take the test. The defined time period would be based on their individual
eligibility date -- the day/time they were enrolled in the test — regardless of whether the date is
today, tomorrow or several months/years from now.

Deadline A defined period of time within which a Trainee can take an active Test.
Settings are X hours, days, or months after eligibility.

[hows =] after eligibility.

hours

months

v |t

Best Practice. We recommend establishing a policy regarding the grace period within which a
test can be taken. Arbitrarily changing the deadline period could lead to some confusion on the
part of your t.takers. If you do change the date, you may also want to check any notification
emails to make sure that your message is consistent with the revised deadline policy.
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Deadline Policies and Best Practices

When creating a new course, if you plan on staggering your t.taker enrollments at a test level,
we recommend disabling the ‘Trainees enrolled in this Course...” parameter.

[ Trainees enrolled in this Course are automaticalty enrolled in all tests / surveys for this Course;

e T.takers must be enrolled in a course in order to be enrolled at a test level.

e Deadline start and end dates/time will vary based on when the t.taker was enrolled.

e Setting a deadline is not a requirement for test activation.

e Atest must be activated in order for Deadline settings to apply.

e Deadlines can be enabled or disabled.

e Deadlines will vary based on a t.taker’s eligibility — the date specified in their enrollment.
e Activating a deadline does not also require the activation of a Frequency parameter.

e Deadline and Frequency settings can operate together or independently of one another.
e Deadline email notifications are optional.

e Email notifications can be sent out before or after the deadline.

e Staggered Retakes are influenced by Deadline parameters.

Test Settings > Test Properties > Schedule > Eligibility > Frequency

Frequency is a specific period of time after which a t.taker can retest. Note: “Restest”—not to
be confused with “retake” —refers to a longer interval of time between test attempts, for
example, re-certification where a t.taker is required to take a yearly exam.

It is influenced by Test Properties:
e Scoring: Pass/Fail

e Schedule > Activation

e Schedule > Retakes

e Eligibility > Deadline

Frequency A defined period of time before a Trainee is eligible to retake this Test.
Settings: X hours, days, or months, after last eligiblity.

w |3 |hous ~| after last eligibility period.

hours

|~ Exceptw days heen passed.
th

I~ ReElighity Day—starts at midnight

. Hetifigatigpe~-Emailiellbe seat.out ungl retgkeghtiqps.iaexhausted ..o g0+

Frequency parameters are defined in hours, days or months.
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Two other parameters influence Frequency:
e Except when test has been passed
e Re-eligibility Day starts at midnight

If 1 was enabled and a t.taker successfully completed their test, they would not be required to
re-test — regardless of the hour/day/month parameter selected.

If 1 and 2 were enabled...
... and the t.taker passed, the t.taker would not be eligible to re-test

If 1 and 2 were enabled...
... and the t.taker failed, the t.taker would be eligible to re-test beginning midnight of the day or

month specified under ...after last eligibility period. We do not recommend selecting 2 if the
frequency parameter is set to hours.
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Testing Option/Scenarios

The following test scenarios are based on various test property settings.
They represent a few of many combinations available to test administrators.

Enrollment

The following course parameter will influence a t.taker’s ability to access and take tests based
on the courses they are enrolled in. When a Course is selected/highlighted in the tree view on
TG’s home page, course information is displayed on the right — this parameter is listed at the
bottom of the course information window:

¥ Trainees enrolled in this Course are automatically enrolled in all tests / surveys for this Course

When a t.admin creates a new course, this parameter is, by default, checked (active). If t.takers
are enrolled in the course, with this parameter checked, every t.taker is automatically enrolled
in every test or survey under that course.

This means that any t.taker under that course would be eligible to log in to the Tester and take
any active test (or survey) saved under that course — assuming the test’s activation date
(TO/FROM) range coincided with the date/time the t.taker logged in to the Tester.

Important: If you do not want to automatically enroll every test taker in every test or survey
under that course, be sure to uncheck/disable the ‘Trainees enrolled in this Course... * checkbox.
This is especially important if you plan to stagger your testing audience’s Retake and Eligibility
settings.

The process described in these scenarios is based on the following assumptions:
Your test-taking audience has user profiles stored in TG’s database.
These user profiles were entered manually, imported from a TG-friendly file or synched
using TG’s AD/LDAP plugin (paid option).
Your test-taking audience, knows or will be provided with their login information so they
can login to the Windows Tester (TG Desktop and TG LAN customers), or the web Tester
(intra- or internet, TG Web customers).

Exceptions

Some TG Web customers are auto-registering their test takers through the use of a customized
registration form created by us. The registration process and behaviors that follow the
submission form will vary based on the customer’s specification.

In most cases, these auto-registrants will bypass the normal login process (UserID and
Password). After their registration form has been submitted, they will be presented with a
single test (in TG’s web Tester) or will view and select from a list of tests displayed in the web
Tester’s ‘Choose a Test/Survey’ table.
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These exceptions may pose other challenges if/when you consider applying the Activation,
Retake and Eligibility parameters described in this tutorial. We recommend contacting us in
advance of implementing your test.

Best Practices

Between the various test property behaviors and eligibility options, you get a broad and, at
times, bewildering range of choices. And as demonstrated through these examples, test
activation, staggered enrollment, retake and prerequisite settings may influence eligibility.

We recommend creating one or more “practice” tests that include various Scoring, Eligibility,
Scheduling and Retake parameters.

For this purpose, we suggest creating a “Master” course — authoring your draft test under this
course. Create one or more peer evaluation user profiles and enroll one or more of these users
in your Master course. Then, whenever you need/want their feedback, have them log in to the
Tester and take the test. You might consider enabling the Allow User Feedback option so that
your evaluators can provide written feedback as they take the test.

Test Evaluation Requirements
Test is complete and has been activated
Activation dates have been set to allow test taking within the dates you specify.
Peer evaluators are enrolled in the Master course and have been notified by you.
No member of your test-taking audience (students/employees) is enrolled in this
course.

Once you've defined, and tested, a set of parameters that satisfy your testing requirements, we
recommend saving a copy of the test as a template, and save it in a course called Templates —
name it whatever you wish. You can then re-use these templates if/when you need to create
new tests that exhibit the same, or similar, test parameters.

Testing Scenario Background/Assumptions

Course
. The t.author has created a course (C_1)

Test
. The t.admin has completed one test (T_1) and activated it

Test Takers

. T.taker user profiles have been imported/created in TG’s database

. The t.admin has enrolled one or more t.takers in C_1

. Note: whether or not they are actively enrolled in T_1 is defined by the course setting:
. The ‘Trainees enrolled in this Course...” checkbox.
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Testing Scenarios

/ Scenario_1

Test Generator version
The following behaviors are based on pre-TG2.4.15 r2009051100 features

Course (C_1) Properties
The ‘Trainees enrolled in this Course...” checkbox is chk’d/enabled:

[¥ Trainees enrolled in this Course are automatically enrclled in all tests / surveys for this Course

Test (T_1) Properties
Only the default test properties have been enabled

P ‘ Retakes

No Retakes (default): the test can only be taken once

p Eligibility — by default, not enabled

p Activation

Permit Testing enabled/chk’d

FROM: Jan 1, 2009, 12:00PM

TO: Dec. 31, 2009, 12:00PM

/ T.takers log in to the Tester any time within the FROM/TO activation dates...

* The T_1 test is displayed under the ‘Choose a Test/Survey table.
Note: See ‘Exceptions’ on the previous page

* Once the t.taker has completed their test by clicking the ‘Finished Taking the Test’
button, the test is graded automatically and the test results are stored in TG’s database.

If the t.taker attempts to login again, they will be prompted with a message ‘There are
no tests available for you to take at this time.’

/ Since the t.take is only enrolled in C_1 and the only available (active) test is T_1, the t.taker has
no additional testing opportunities until such time as the t.admin creates and activates other
tests under the C_1 course.

Note: There are no retake opportunities.
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Testing Scenarios

/ Testing Scenario_2
In this example, we are defining Deadline and Frequency test settings to include the parameter,
except when Test has already been passed, to illustrate how both settings influence eligibility.

Test Generator version: pre-TG2.4.15 r2009051100

Course (C_1) Properties
The ‘Trainees enrolled in this Course... checkbox is not chk’d/enabled.

/ Test (T_1) Properties

p \ General tab > Scoring

Pass/Fail Settings: ‘The test % is > X’ is enabled and includes a % value of 70.

P \ Schedule tab > Activation

Permit Testing enabled/chk’d

FROM: Jan 1, 2009, 12:00PM

TO: Dec. 31, 2009, 12:00PM

p Schedule tab > Retakes Allowed > Limit Number of Retakes To

This parameter is set to “2” (the first attempt + 2 retakes)

Only when test is not passed is chk’d/enabled

p Schedule tab > Eligibility

Deadline: 30 days after eligibility

On June 1, 2009 the t.admin pre-enrolled a group of t.takers and set their eligibility
date to June 15, 2009, 12:00:00PM

Frequency: chk’d and set to: 12 months after their last eligibility
. Except when Test has been passed is not chk’d
. Re-eligibility “Day” starts at midnight is not chk’d

Notifications: none

/ Pre-elgibility Attempt: A t.taker eligible to test beginning June 15, 2009, attempts to log in to
the Tester on June 14”’, 2009, at 12:30pm

* A prompt appears with the message ‘There are no tests available for you to take at this

time.’
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Testing Scenario_2 continued...

/ First Attempt: A t.taker logs in to the Tester on June 15™, 2009, any time after 12:00pm

* The T_1 test is displayed under the ‘Choose a Test/Survey table. The t.taker
selects/opens the test, completes it by clicking the Finished Taking the Test button. At
that point, the test is automatically graded and the test results are stored in TG’s
database.

Note: if the test contains any essay questions, a t.admin will have to grade that portion
of the exam in order to arrive at a final grade.

* First Attempt: If the t.taker passes, they would not be able to log in and take the test
again. Recalling that we set the Schedule > Eligibility > Frequency setting to ‘12 months
after their last eligibility’, the t.taker would be eligible to re-test 12 months after the
date/time they completed their initial test attempt.

* First Attempt: If the t.taker fails, recalling that the Retakes parameter was set to “2” (the
first attempt + 2 retakes), the t.taker could retake (retake attempt #1) the test
immediately (if testing policy allowed), or at some later date/time — providing the retake
attempt fell within the 30 day deadline period.

* Retake Attempt #1: If the t.taker fails, they could login -- immediately upon completion
of retake attempt #1 -- and take the test a third time (retake attempt #2) — providing the
retake attempt fell within the 30 day deadline period.

* Retake Attempt #1: If the t.taker passes, the t.taker would be eligible to retest 12
months after the date/time they completed this test attempt.

If they attempted to login and take the T_1 test prior to the completion of the 12-month
waiting period, they would receive a ‘There are no tests available for you to take at this
time.” Message.

Note: if there are other tests in the same course, or other courses, that the t.taker is
eligible to take, they would be able to login to the Tester and view/select/take other
tests.
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Testing Scenario_2 continued...

*

Retake Attempt #2: If the t.taker fails, they would have exhausted all of their retake
options and would not be able to login and take the test again. If they attempted to
login they would receive a ‘There are no tests available for you to take at this time.’
message.

Recalling that we set the Schedule > Eligibility > Frequency setting to ‘12 months after
their last eligibility’, the t.taker would be eligible to retest 12 months later. The “...last
eligibility’ period begins on the date/time they completed their /ast test attempt:

12 months later...
The t.taker would be eligible to re-test based on the conditions described above.

Retake Attempt #2: If the t.taker passes, they would have exhausted all of their retake
options and would not be able to login and take the test again. If they attempted to
login they would receive a ‘There are no tests available for you to take at this time.’
message.

The t.taker would be eligible to retest 12 months later. The ‘...last eligibility’ period
begins on the date/time they completed their /ast test attempt:

Exception: If the t.author had chk’d the Except when Test has been passed Frequency
parameter, the t.taker would not re-test in 12 months. This parameter was not enabled
under this scenario.

12 months later...
The t.taker would be eligible to re-test based on the conditions described above.

What happens in-between these test events is subject to your organization’s testing
policies and guidelines.

Since the t.taker is only enrolled in C_1 and the only available (active) testis T_1, the
t.taker has no additional testing opportunities unless the t.admin creates and activates
other tests under the C_1 course.

/ A t.taker eligible to test beginning June 15, 2009, attempts to log in to the Tester any time
after 12pm on July 14, 2009. Recalling that the Schedule tab > Eligibility > Deadline date was set
to 30 days after their test enrollment date, the t.taker would be unable to take the T_1 test.

*

A prompt appears with the message ‘There are no tests available for you to take at this
time.” The t.admin would have to un-enroll and then re-enroll the t.taker in order to to
re-activate their eligibility.
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TG2.4.15 R200905110

Beginning with TG2.4.15 r2009051100, we introduced the feature, Staggered Retakes (SR).
SR allows the t.author the flexibility of setting a time period (days/months) between retakes and
prevents the t.taker from being able to immediately log back in to the Tester and retake a test.

This feature can work independent of the Scheduling feature, or can be used in combination
with Scheduling (Deadline, Frequency and Notification).

/ Scenario_3

Test Generator version: TG2.4.15 r2009051100 or later

Course (C_1) Properties
The ‘Trainees enrolled in this Course...” checkbox is not chk’d/enabled.

/ Test (T_1) Properties

p ‘ General tab > Scoring

Pass/Fail Settings: ‘The test % is > X is enabled and includes a % value of 70.

P ‘ Schedule tab > Activation

Permit Testing enabled/chk’d

FROM: Jan 1, 2009, 12:00PM

TO: Dec. 31, 2009, 12:00PM

p Schedule tab > Retakes Allowed > Limit Number of Retakes To

This parameter is set to “2” (the first attempt + 2 retakes)

Only when test is not passed is chk’d

p ‘ Schedule tab > Staggered Retakes

After attempt #1, wait 7 days

After attempt #2, wait 7 days

p | Schedule tab > Eligibility

Deadline: 30 days after eligibility

On June 1, 2009 the t.admin pre-enrolled a group of t.takers and set their eligibility
date to June 15, 2009, 12:00:00PM

Frequency: chk’d and set to: 12 months after their last eligibility
. Except when Test has been passed is not chk’d
. Re-eligibility “Day” starts at midnight is not chk’d

Notifications: defined — this feature is addressed in a separate section of this tutorial.
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Scenario_3 continued...

/ Pre-elgibility Attempt: A t.taker eligible to test beginning June 15, 2009, attempts to log in to
the Tester on June 14™, 2009, at 12:30pm

*

A prompt appears with the message ‘There are no tests available for you to take at this
time.’

/ First Attempt: An t.taker logs in to the Tester on June 15™, 2009, any time after 12:00pm

*

The T_1 test is displayed under the ‘Choose a Test/Survey table. The t.taker selects/opens
the test, completes it by clicking the Finished Taking the Test button. At that point, the test
is automatically graded and the test results are stored in TG’s database.

Note: if the test contains any essay questions, a t.admin will have to grade that portion of
the exam in order to arrive at a final grade.

First Attempt: If the t.taker passes, they would not be able to log in and take the test again.
Recalling that we set the Schedule > Eligibility > Frequency setting to ‘12 months after their
last eligibility’, the t.taker would be eligible to re-test 12 months after the date/time they
completed their initial test attempt.

First Attempt: If the t.taker fails, recalling that the Retakes Allowed and the Staggered
Retakes defined above, the t.taker would have to wait 7 days before they would be eligible
to retake the test.

If they completed their test at 1:15pm on June 15, 2009, their new eligibility would be
defined by the date/time they completed their test. They would then be able to retake the
test any time after 1:15pm on June 22, 2009,

Retake Attempt #1: If the t.taker fails, recalling that the Retakes Allowed and the Staggered
Retakes defined above, the t.taker would have to wait 7 days before they would be eligible
to retake the test — providing the retake attempt fell within the 30 day deadline period.

If they attempted to login prior to the 7-day waiting period, they would receive a ‘There are
no tests available for you to take at this time.” Message.

Retake Attempt #1: If the t.taker passes, the t.taker would be eligible to retest 12 months
after the date/time they completed this test attempt.

If they attempted to login and take the T_1 test prior to the completion of the 12-month
waiting period, they would receive a ‘There are no tests available for you to take at this
time.” Message. Note: if there are other tests in the same course, or other courses, that the
t.taker is eligible to take, they would be able to login to the Tester and view/select/take
other tests.
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Scenario_3 continued...

* | Retake Attempt #2: If the t.taker fails, they would have exhausted all of their retake options
and would not be able to login and take the test again. If they attempted to login they
would receive a ‘There are no tests available for you to take at this time.” Message.

Recalling that we set the Schedule > Eligibility > Frequency setting to ‘12 months after their
last eligibility’ — the t.taker would be eligible to retest 12 months after the date/time they
completed their last test attempt.

A completed test is defined as one in which the t.taker has clicked the Finished Taking the
Test button, which automatically grades the test and stores the results in TG’s database.

12 months later...
The t.taker would be eligible to re-test based on the conditions described above.

What happens in-between these test events is subject to your organization’s test policies
and guidelines.

* | Retake Attempt #2: If the t.taker passes, they would have exhausted all of their retake
options and would not be able to login and take the test again. If they attempted to login
they would receive a ‘There are no tests available for you to take at this time.” Message.

Recalling that we set the Schedule > Eligibility > Frequency setting to ‘12 months after their
last eligibility’ and In this case, the t.taker would be eligible to retest 12 months after the
date/time they completed this test attempt.

If they attempted to login and take the T_1 test prior to the completion of the 12-month
waiting period, they would receive a ‘There are no tests available for you to take at this
time.” Message.

Note: if there are other tests in the same course, or other courses, that the t.taker is eligible
to take, they would be able to login to the Tester and view/select/take other tests.
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/ Scenario_4

Test Generator version: pre-1G2.4.15 r2009051100

Course (C_1) Properties
The ‘Trainees enrolled in this Course..." checkbox is not chk’d/enabled.

/ Test (T_1) Properties

/ Test Properties

p \ General tab > Scoring

Pass/Fail Settings: ‘The test % is > X’ is enabled and includes a % value of 70.

P ‘ Schedule tab > Activation

Permit Testing enabled/chk’d

FROM: Jan 1, 2009, 12:00PM

TO: Dec. 31, 2009, 12:00PM

p Schedule tab > Retakes Allowed > Limit Number of Retakes To

This parameter is set to “1” (the first attempt + 1 retakes)

Only when test is not passed is chk’d

p \ Schedule tab > Staggered Retakes

After attempt #1, wait 30 days

p \ Schedule tab > Eligibility

Deadline: 24 hrs after eligibility

24hrs within which to take the test -- beginning July 15, 2009, 12:00pm.

Frequency: chk’d and set to: 12 months after their last eligibility
. Except when Test has been passed is chk’d
. Re-eligibility “Day” starts at midnight is not chk’d

4/15

Note: this means that if the taker fails the test, they can’t take it again for 30 days.

Recalling: On March 15, 2009 a t.admin decides to enroll a group of test t.takers in a
test (T_1). He/she post-dates their (t.taker) eligibility to July 15, 2009, 12:00pm, and
enrolls them. Based on the Deadline (24 hrs) listed above the enrolled t.takers have
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Scenario_4 continued...

P ‘ Notification: email notification sent

Send email chk’d: parameter 7 days before Eligibility

Repeat every X days parameter is un-chk’d

/No Attem

pt: If the t.taker does not take the test within the 24-hr deadline period...

Their eligibility expires and they won’t be able to take the test again.

The t.admin will have to un-enroll the t.taker and re-enroll them in order to reset
their elgibility.

First Attempt: If the t.taker passes...

The t.taker would not be eligible to take the test again and the Frequency parameter,
12 months after last eligibility period would not apply — recalling that we
chk’d/enabled the Frequency parameter Except when Test has been passed.

First Attempt: If the t.taker fails...

They are eligible to retake it 30 days after their first attempt, based on the Staggered
Retakes parameter defined in this scenario.

Staggered

Retake Attempt: If the t.taker passes...

The t.taker would not be eligible to take the test again —recalling that we
chk’d/enabled the Frequency parameter Except when Test has been passed.

Also, based on the Frequency parameters defined for this scenario, they would not
be eligible to take the test in 12 months.

Staggered

Retake Attempt: If the t.taker fails...

They would have exhausted all of their retake options and would not be able to login
and take the test again. If they attempted to login they would receive a ‘There are
no tests available for you to take at this time.” Message.

Recalling that we set the Schedule > Eligibility > Frequency setting to ‘12 months
after their last eligibility’ and the ‘Only when test is not passed’ parameter was set to
true (chk’d), the t.taker would be eligible to retest 12 months after the date/time
they completed, their last test attempt.

Also, the Deadline and Retake parameters would “reset” and a new testing cycle
would begin — this of course assumes that the test Activation (TO/FROM) dates are
“broad” enough to enable a t.taker more than one testing cycle for this test.

What happens in-between these test events is subject your organization’s test
policies and guidelines.
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Email Notifications

Notifications is an optional scheduling parameter. It enables t.admins to customize email
notifications that will be sent to individuals who are enrolled in a test.

These email notifications are separate from other email notifications found under the Options
tab.

7
v Send Email |3U days [Before | [Deadine v| ¥ repeat every |5 days }

7 “\.-..r B -W““ > ,.-»4"'\ e f

Email notification options include:

X days before deadline, repeat every X days
X days after deadline — does not repeat

X days before eligibility, repeat every X days
X days after eligibility, repeat every X days

Repeating the email notification is optional.

Email notifications can be sent to the t.taker, t.admin who is managing the course, or others.

Other Email address(es) (separate muliple by comma) |

|t.admin@mycompany.com, suprvl@mycompany.com, supr2@myco, .
-.\NGI\M""\ )9«.-’-""'\“ M“-M-*.j‘\.“ __I\_f

Email notifications can be saved to a file for use in other tests, for editing purposes or both.

>
>

Body (You may also cut and paste formatted text from any VWord processor) '

“LastName v©|é,‘§“@ld‘b@BX|
TO [FN], [LN Ly _ .
RE}HQS%NAME] Save To File | ’:?

[TESTDESC] .
{

{(Your notification message here) /

-
" e, ,. LSO ,«,.’- SN eI i g kARt ‘.-J e St A e
S
L g
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Notifications can be imported into a test from an external TG-friendly rtf file.

U Lastl'\lame . v@|®$§|@[@dﬂlﬁ)(|

TO [FM], [LN]

Import from File |
RE: [TESTNAME]

QEIDEW-M’\"“‘-”‘““.\‘r"A\.\'Q,."' —mt J-*“"'-‘\__'\..m-»'

To access email notifications, the t.admin clicks the “Add” button:

Notifications Emails will be sent out until retake options are exhausted.

Mate: Reguires wiken

| bezzage

the =cheduling
add-on module.

Eclit

Delete

This opens the Send Email window.

Crr——
& Send tmail [ days | < -

Te
Inetaaciony

Other Emal adéressies) (secasts muche by comma)

(omat o3y ess)
From |
Sebyect r
Bady (Vo oy aoe ol ond paste o wrry )
Pacercisec: ORI e DDy X|

ROTE Your SMTF sotirge howe nof boen ipocded SMTP sefirgt con be uodalad n e Selrgt
080N of Tot Ganecyor Umady will 5ot Se sert il e SMTP setege e

= [ ECE]

This is where the t.admin can specify the various email settings associated with the Deadline and
Frequency scheduling parameters described earlier in this document. Note: There can be more

than one email notification.

Best Practices. We recommend establishing a policy regarding email content and frequency. If
you have also enabled some of the other email notifications found under the Test Properties’
Options tab, your t.takers and other staff members on your email distribution list, may get

various test email notifications.
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Email Composition and Placeholders

This is the “stage” where your emails are composed. As we mentioned earlier, if you have
already composed a message, and have it saved in a separate .rtf file, you can import it. It will

appear in the stage area.

Body (You may also cut and paste formatted text from any VWord processor)

|| -- Placeholders -- ¥ @lé;g”@l“'jjlﬁ Xl

My 4%

oL e Y
'.".... ’, P 8- ‘\_.’. JA, e BANL A N labal I_‘,Q\\’._ﬂ\.‘ -
. Yy " .

You can also cut and paste a formatted text message into the stage area. This example was cut
and pasted into the stage from MS Word.

“SystemTime '@|ég|@|&@®x|
DATE: [PRINTDATE], [PRINTTIME] :k

TO: [FN] [LN]
From: John Q. Public

-l
4
v
M. T e e FTATh LA M AT
o~

R Gy S st _r---ﬂ‘\\ﬁwsuﬁ\’ Ao

Note: The placeholders (items in brackets) in the sample were drawn from the rtf editor’s pull
down menu.

T(Middle Name

B Last Name
- |1 A -nn QI\? B~ -, /r
z '-.-" \,*F._._‘\
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Placeholders can be added to your message by selecting the placeholder you wish to add and
then selecting the “+” button located to the right of the placeholder.

“ First Name v%
DATE: [PRINTDATE], Trb

IE)/’I«- % > L f

This inserts the placeholder into your text document.

“ First Name €
DATE: [PRINTDP‘T/E],/[PRINTTI

o

TO: [ENl%s——
From: John Q. Publlc
PN

L st AL e ."»-)m- “\u\. P

If you inserted it in the wrong place, you can always undo the insert by clicking the Undo icon.

” First Name 2 @| % E?
DATE: [PRINTDATE], [PRINTTINM ] Undo|

5 /
Sk G e NEVPY o

Sample Message
DATE: [PRINTDATE], [PRINTTIME]

TO: [FN] [LN]
From: <t.admin or supervisor/manager name here>

RE: Test [TESTNAME]

This is to inform you that your yearly safety review is coming up....etc.
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Email Notifications

As mentioned earlier, you can create various email notification based on your Deadline and
Frequency settings. It’s important to keep in mind that t.takers (and anyone on the email
distribution list) will be receiving these emails at various times throughout the year.

Notifications Emails will be sent out until retake options are exhausted.
NmE:REunES Y'hen | tezzage |
thdedscheduclﬂlnlg ¥ days before enrollment Your meszage here. ...
RCIE-0N MOGLIE. 1 dayz after deadline Your meszage..

Edlit Delete |

Tutorials

Here are some other related-topic tutorials that you may wish to review.
Enrollment
Email

Print Template

Online Support
We also invite you to schedule an online support session.
Please contact us or email support@testshop.com.

Thank You
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