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Scenario and Assumptions

The settings and screens that you see in the Online Test Booking Module are determined in part by the rules and processes of your test centre. For the purposes
of this documentation the following scenarios and assumptions have been used:

e The disability office is not using online/electronic accommodation letters
e  Only students will initiate the test/exam booking process (instructors cannot initiate a test or exam)
e Students must book a test/exam at least seven (7) days prior to the date of the test/exam

e Instructors will receive one email notification six (6) days prior to the date of the test/exam (rather than receiving an email each time a student books a
test/exam)

e Instructors who have not yet submitted a test/exam will receive an email reminder three (3) days prior to the date of the test/exam
e (Classroom and test accommodations have been set up

e The test centre will have different rules/settings for tests vs. exams

e The test centre will sync with the School’s formal exam schedule and use this to create the test definitions for exams

e The test centre will use the virtual room setting

TechnoPro Computer Solutions Inc. ©2013, Online Test Booking Manual 5




What are Your Test Centre Rules/Processes?

Question Your Answer

Do students initiate the test/exam booking or do instructors or both?

How many days in advance can students book their test/exam? (e.g. 7
days in advance)

Do you want instructors to receive notification for each student every
time they book a test/exam or one email once test booking has
closed for the student? (e.g. 6 days in advance)

Do you want to send a reminder to instructors who haven’t
submitted the test/exam? If yes, how many days before the test
date?

What additional information do you need instructors to provide? (e.g.
what’s allowed in the test, contact info, software needed in test, etc.)

Do you want to use a virtual room? (this means no student will be
told there is no room even if you are fully booked)
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Question Your Answer

Will you need separate settings for tests vs. exams?

Will you use your college’s exam schedule to create test definitions
for the exam period?

TechnoPro Computer Solutions Inc. ©2013, Online Test Booking Manual




Add a Test Booking Form for Assets

Detailed instructions and explanations for creating forms are available in the “Forms” section of the Admin Manual. The
instructions here are not as detailed and provide just what you need to set up this form for the Online Test Booking

Assets.

1.

2. Inthe ClockWork ADMIN window, click “Forms”
3. Click “Manage forms”

On the “Extra” tab, click the “ClockWork Admin” button; enter your password when prompted

% ClockWork ADMIN

File Tools Users Appointments Courses Forms Miscellaneous Settings  Help

' Default ClockWork: A
QUsers /resources [F2]
( :: ) . 4 Manage forms
Appointments [F3] e
i :
e Courses [F4] : Edit Accommodations

y -
\

\@ Forms [F5] )
Security [F6]

? Miscellaneous [F7]

7
- -
Lb Software updates [F9]

@ Settings [F8]

W

4. Click the “Create new form” button

[Z] Dynamic Forms List

Dyniamic Forms

D@ D AV

Edit Form Editform Copy all fields Delete | Expand Collapse Clear
Info contents  to another form  form all all filter
Dynamic Forms

Id

M Disability forms

- i PerStudent
&, Student Info - Disability
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5. Select the type of form you want to create. For the purposes of setting up this form for Online Test Booking,
choose the “Appointment” type as tests are considered an appointment.

6. Click “Select”

p

ing Form Type Chooser = = R

Please select the type of form (screen):
o Student

Each student gets a single screen with fields of data - you can update the fields at any time.

Il  © Date I

fou can create any number of instances of a form for each student. Form entries are dated.

o Appointment

Each student ggterd =single screen with fields of data - you can update the fields at any time.

2 Anonymous

Each student gets a single screen with fields of data - you can update the fields at any time.

o Survey [ evaluation

Each student gets a single screen with fields of data - you can update the fields at any time.

O Staff per date

Each staff gets a single screen with fields of data for each date.

2 Instructor per date

Use for instructor test info (by date) for enline test confirmation
o Inventory product

Each inventory product gets a single screen with fields of data; you can update the fields at any time.

o Alt format content

Each Alternative Format media content gets a single screen with fields of data; you can update the fields at
any time.

(V se)%
Select Cancel
N—

— =
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The “Dynamic Form Info” window opens where you can set the form attributes.

7. If you have other forms created and want this one in the same group, enter that name in the “Group name” box
(e.g. Disability Forms). You can leave this blank and the form will be classified as “Un-grouped”.

8. Enter the form name in the “Screen Caption” box (e.g. Student Test Booking Assets)

9. Uncheck the “Show as button” check box (if this is checked it will add this form as a tab on the Student
Information page in ClockWork)

10. Click “Save”

E| Dynamic Form Info - Type of form you selected

Type: /
oL PerAppointment

Group name:

Group name

\

Screen Caption: Student Test Booking Assets

Screen Caption Alternate: Form name

Enabled ( [7] Show as button )

[] Bottom-less (fields will continue vertically - no wrapping to next column)

lcons: D D

Large icon Small icon (for appointments)

[

Vertical control padding: 2

Column width percent (ex. 35)

Column padding (pixels) 6

Group ids (new students will be automatically
added to these groups in addition to the students
group)

Control id that indicates if this screen has been 0
filled out (for per app screens only)
Student number caption

Student number auto generate rule

[7] Student name hidden

x Cancel
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The form you just created is now listed under “Un-grouped forms” in the forms list

Dynamic Forms d
- i Perlnstructor
&7 Instructor Test Info 31
- 1] Un-grouped forms
- i PerStudent

&, Staff Info 7

¢ Alternate format 35
- i Accommodation

E] survey 37

- |+ PerAppointment

{a Student Test Booking Assets 51 <—
- 1|/ Counselling forms

Your new form (#51)

11. Double-click the form you just created to add the form controls

The form window is blank until you add controls to it. The list of standard form controls you can choose form is located
in the panel on the left side of this window. The properties of the controls you are adding display in the panel on the

right side of this window.

[7] ClockWork Screen Editor - Student Test Booking Assets

=
File Edit Functions
Foro—— ear—
. T8

Standard controls il Form W|nd0W B8]

i) Label

@ Checkbox

~ Textbox

2 Radiobutton

2 Do Lt Form properties

-

[78) Date

=2 Rich textbox

83 Staff Drop List

Tl 1 Form controls

£ Picture

| Single file
A File List

|| Group Box S

: @ Newlist [? Editlist | & Refresh | i Rename list

{lg Column Break D Delete list , Un-delete list
P
(BB academic info table columns -
@i Tab Control academic standing table columns L
™ Tab P active orinactive L4
L] fabFage il agency

i LI alternative therapies
H altformat
3| Standard controls Form lists sssessment referrals
. assistive technology columns
Rl mecckoneas assistive technology loan record
[i=] Existing ek :ursary:fetndmgbst
- ursaryStatus
2| Qovoy o sue Y ciose l

12. To place a control on the form, click and drag it from the control list. Place the following controls on the form:
Group Box, Label, 5 Checkboxes and a Textbox. Your screen should look like this:

Design | Preview

=-¢ Group Box-1

@ Label-3
CheckBox-4
CheckBox-5
CheckBox-6
CheckBox-7
CheckBox-8
= TextBox-9

13. Click on each control to name it
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=2l Group Box-1

_____ @ =N
----- @ CheckBox-4
----- @ CheckBox-5
----- CheckBox-6
----- CheckBox-7
----- @ CheckBox-8
----- = TextBox-9

Design | Preview

=1 Select the software you will need for your test/exam_GROUP
@ Select the software you will need for your test/exam
@ AutoCad

@ Microsoft Excel

@ Simply Accounting

@ Quick Books

- @ Other

=l please specify

14. Click on the “Preview” tab to see what the form will look like on the screen

-l

Select the software you will
need for your testfexam

[ AutoCad

[ |Microsoft Excel

["] Simply Accounting
[ 1Quick Books

[ Other

please
specify

15. When you're finished creating the form, click “Save”

r@ ClockWork Screen Edl'tor—‘S'tuden; Tt;sl Book}ng - - _: — __- EIM1

File Edit Functions

Standard controls =-¢J Select the software you will need «|| le=/2+ | =

3/ Label -3 Select the software you wi

@ Checkbox AutoCad
|| =) Tatbor Microsoft Excel

—_— Simply Accounting

m Radicbutton -~ .
I _ Quick Books

b= I Other
(072 Date = please specify
'
I I» @ New list [# Edit list | & Refresh I
I 5= | Standard controk i/ Rename list () Delete list
W + Un-delete list
[l IB_=|H|9|3:lanems | | academic info table columns o

“ Ll r N . |_|

I — academic standing table columns |

‘B—=|Emﬁﬂds active or inactive i

z @ﬂpph" vﬁave QIOSE 4| 1 | 2
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Add a Form for the Instructor Wizard

Detailed instructions and explanations for creating forms are available in the “Forms” section of the Admin Manual. The

instructions here are not as detailed and provide just what you need to set up this form for the Online Test Booking
Instructor Wizard.

1. Onthe “Extra” tab, click the “ClockWork Admin” button; enter your password when prompted
2. Inthe ClockWork ADMIN window, click “Forms”
3. Click “Manage forms”

(% ClockWork ADMIN (= =

File Tools Users Appointments Courses Forms Miscellaneous Settings  Help

Default ClockWork: 2

QUsersfresources [F2]

. 4 Manage forms
®App0|ntments [F3] e
@Courses [F4] : Edit Accommodations

y -
\

\@ Forms [F5] )
Security [F6]

? Miscellaneous [F7]

= |

- -

Lb Software updates [F9]
@ Settings [F8]

4. Click the “Create new form” button

W

[Z] Dynamic Forms List

Dyniamic Forms

D@ D AV

Edit Form Editform Copy all fields Delete | Expand Collapse Clear
Info contents  to another form  form all all filter
Dynamic Forms Id

M Disability forms

- i PerStudent
&, Student Info - Disability 1
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5. Select the type of form you want to create. For the purposes of setting up this form for Online Test Booking

Instructor Wizard,

6. Click “Select”

choose the “Instructor per date” type.

p

iy Form Type Chooser

™

Please select the type of form (screen):
' Student

Each student gets a single screen with fields of data - you can update the fields at any time.

o Date

fou can create any number of instances of a form for each student. Form entries are dated.

o Appointment

Each student gets a single screen with fields of data - you can update the fields at any time.

2 Anonymous

Each student gets a single screen with fields of data - you can update the fields at any time.

o Survey [ evaluation

Each student gets a single screen with fields of data - you can update the fields at any time.

O Staff per date

Each staff gets a single screen with fields of data for each date.

2 Instructor per date

=ze for instructor test jpis-#"date) for online test confirmation

o Inventory product

Each inventory product gets a single screen with fields of data; you can update the fields at any time.

o Alt format content

Each Alternative Format media content gets a single screen with fields of data; you can update the fields at
any time.

— =

(V se)%
Select Cancel
N—
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The Dynamic Form Info window opens where you can set the form attributes.

7. If you have other forms created and want this one in the same group, enter that name in the “Group name” box
(e.g. Disability Forms). You can leave this blank and the form will be classified as “Un-grouped”.

8. Enter the form name in the “Screen Caption” box (e.g. Instructor Wizard)

9. Uncheck the “Show as button” check box (if this is checked it will add this form as a tab on the Student
Information page in ClockWork)

10. Click “Save”

E] Dynamic Form Info

Type of form you selected

Perlnstructor /

Type:
Group name: | _— Group name
Screen Caption: Instructor Wizard
Screen Caption Alternate: Form name
Enabled ‘ 7] Show as button ’
[] Bottom-less (fields will continue vertically - no wrapping to next column)
lcons: D D
Large icon Small icon (for appointments)
Vertical control padding: 2
Column width percent (ex. 35
A .
Column padding (pixels) 6
Group ids (new students will be automatically
added to these groups in addition to the students
group)
Control id that indicates if this screen has been 0
filled out (for per app screens only)
Student number caption
Student number auto generate rule
[7] Student name hidden
Cancel
The form you just created is now listed under “Un-grouped forms” in the forms list
Dynamic Forms d
- 1_lUn-grouped forms
- i PerStudent
&, Staff Info 7
< Alternate format 35
- i Accommodation
E] survey 37
- I PerAppointment
<A Student Test Booking Assets 51
- 7 Perlnstructor
<A Instructor Wizard 52 Your new form (#52)
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11. Double-click the form you just created to add the form controls

The form window is blank until you add controls to it. The list of standard form controls you can choose from is located
in the panel on the left side of this window. The properties of the controls you are adding display in the panel on the

right side of this window.

[ ClockWork Screen Editor - Student Test Booking Assets

File Edit Functions

A

Standard controls Ml

i) Label

—

& Checkbox

= Textbox

= Radiobutton
4% Drop List
(7% Date

=2 Rich textbox

Form window

Form properties

83 Staff Drop List

Table —

i Picture

Form controls

| single file
) File List

] Group Box
& Column Break
{1 Blank Space
@ Tab Control

(] Tab Page

fi=| standard controks

= | Miscellaneous.

fi=| Existing fields

|
@ New list [7 Editlist | 2 Refresh
D Delete list

academic info table columns

1 Rename list

&+ Un-delete list

academic standing table columns

] »

active or inactive
agency
- altemative therapies

Form lists Mformat

assessment referrals

assistive technology columns

assistive technology loan record

.

@ADDW Vﬁave xg\ose

BursarySpendingList
BursaryStatus

cities

12. To place a control on the form, click and drag it from the control list. Place the controls you want on this form.

13. Click on each control to name it

Design | Preview

e-¢J Group Box-1
@ Label-3
= TextBox-2

=-¢1 Group Box-3
3 Label-5
3 Label-6
CheckBox-7
CheckBox-8
CheckBox-9
CheckBox-10
@ CheckBox-11
= TextBox-12

=1 Group Box-1
3 Label-13
= TextBox-14

ERE] Group Box-15|
3 Label-17
@ Label-18
CheckBox-19
CheckBox-20
CheckBox-21
CheckBox-22
CheckBox-23
= TextBox-24

Design | Preview

= ¢l Group Box-1
3 Please indicate how you can be reached during the test/exam
=l Contact Info
=-¢1 What students can use in the test/exam_GROUP
4§ What students can use in the test/exam
3 Please select all that apply
@ Cheat sheet
Calculator
@ Scrap paper
Laptop
@ Text book(s)
=l Name of book(s)
=-¢J Group Box-1
& Special Instructions
& ¢l Classroom Software_ GROUP
3§ Classroom Software
& What software is required for the test
AutoCad
@ Microsoft Excel
Simply Accounting
@ Quick Books
Other

= please specify
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14. Click on the “Preview” tab to see what the form will look like on the screen

Desigz Preview )

- @ @

Please indicate how you can be reached
during the test/exam

What students can use in the test/exam
Please select all that apply

[T Cheat sheet

] Calculator

[7] Scrap paper

[C| Laptop

[] Text book(s)

Name of bookis)

Special Instructions

Classroom Software

What software is required for the test
"] AuteCad

[ Microsoft Excel

[] Simply Accounting

[ Quick Books

["] Other

please specify

15. When you're finished creating the form, click “Save”

b ' & wiisal sliecst

[ Date @ Calculator
=2 Rich textbox Scrap paper
@ Laptop
83 staff Drop Lis @ Text book(s)
| Table = Name of book(s) 14
2 Picture &1 Special Instructions_ GROUP

D Special Instructions
= Instructor Instructions

e Standard controk =] Classroom Software_GROUP
=] Miscellaneots @ _('_)I__assroo_m Sof’_cware i

1 | i T

@ New list [? Editlist | &2 Refresh

i) Renamelist () Delete list

& Un-delete list

fi= | Existing fields

<
I » @ Apply x Close

¥

academic info table columns o
academic standing table columns ||
active or inactive

agency

alternative therapies

RIS
4 i | +
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Add a Room as a Resource

Before you start adding rooms in the Test Booking section, you have to create the resource first. You do this in the
“Users / resources” section of the Admin area. Once you create all the rooms here, you can add them into the Test

Booking module.

1. Onthe “Extra” tab, click the “ClockWork Admin” button; enter your password when prompted
2. Inthe ClockWork ADMIN window, Click “Users / resources”

3. Click “Manage rooms list”

% ClockWork ADMIN

File Tools Users Appointments Courses

Default ClockWork:

®Appointments [F3]
@Courses [F4]
@ Forms [F5]

% Security [F6]

? Miscellaneous [F7]

==
Software updates [F9
Ng P [F9]

Settings [F8]

( Users fresou@

Forms Miscellaneous  Settings  Help

A'F

3

&

P Manage staff list

™ Manage student list

® P Manage rooms list

% Manage resources list
[1 Manage ALL list
&5 Manage deleted users

® Manage other:

& Manage groups

4. Click “Add New Room”

r&] Manage Room .- .-_-.,.- ..-- -_ B l‘:' =] ﬂ
File Tools
Listing (double-click to edit) [total count=5]
Drag a column here to group by this column.
personid ¥ firsthame ¥ lastname ¥ student no ¥ groupid v groupmemb
o i i K i i
0| 4963|B2007-01 Computer B2007-01 3 Rooms f
4964 B2007-02 Computer B2007-02 3 Rooms
4960 B20086-01 desk B2006-01 3 Rooms
4361 B2006-02 desk B2006-02 3 Rooms i
4962 B2006-03 desk B2006-03 3 Rooms i
4 1] 3 f
& ) & [ ® & X
\ Add New Room/Remove Room | Ayailability Settings Permissions | Un-Delete | Close
LN = = e g
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5. Onthe “Info” tab of the “New Room” window, enter the “Room Description” and “Room ID”. You can decide

how you want to set this up. For this example, the room number (B2006) and desk/station number (01, 02, etc.)

have been used for both line one of the Room Description and the Room ID and the second line of the Room
Description has been used to indicate if this is a desk or computer station.

Line one

Line two

Iz Mew Room -2 - l‘:' @éjw
(|ﬂf0 ,|Memherof|
General

. Room Description:

\ T
\ﬂ\ B2006-04

desk

Room ID:
B2006-04

@ Setlings summary vgave x Cancel

6. When you click the “Member of” tab, it should show this room as a PRIMARY member of the “Rooms” group

-

Manager (International Student)
Resources

Rooms

Staff

Staff (Disability Services)

&, New . =R
Info Member of
RCEED)
Member Of Primary
Rooms PRIMARY Manager (Health Sernices) o

@ Settings summary vgave xgancel

7. Click “Save”. You have successfully set up a room. Repeat for each room you have in your test/exam centre.
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Add Assets

Explanation about Assets and Accommodations

**Note: when we talk about “rooms” we mean any testing desk or station, with or without a computer, in an actual
separate room or not.**

Assets are a way to tell the Test Booking system about each room. They tell the system if a room is a desk or computer,
they tell the system which test accommodations are available in each room, they tell the system what software is loaded
onto the computer in the room. The booking system uses this information to determine if there is a room available for
each student’s testing needs and assigns a room to a student based on their selections. If there is no room with the
combination of required assets available, the student will get a message telling them their booking could not be
completed and are prompted to contact the department.

You need to set up each asset, attach an accommodation to it and then assign assets to each room. Accommodations
include the actual test accommodations that are selected in the accommodations section of ClockWork (e.g. extra time,
scribe, adaptive technology) and things like non-adaptive software that might be needed for a test (e.g. Simply

Accounting). The non-accommodation assets are set up through the use of a form in the Admin section — see “Adding a
Test Booking Form for Assets” for instructions.

1. Onthe “Extra” tab, click the “ClockWork Admin” button; enter your password when prompted
2. Inthe ClockWork ADMIN window, click “Settings”
3. Click “Web Module Settings”

(% ClockWork ADMIN = =

File Tools Users Appointments Courses Forms Miscellaneous Settings Help

Default ClockWork: a

@Users /resources [F2]
& Web Module Settings
Appointments [F3]

@ ClockWork main settings
@Courses [F4]
% Security [F86]

? Miscellaneous [F7]

=7 software updates [F9]

4
1\ @Seﬁings [F8]
N

TechnoPro Computer Solutions Inc. ©201 3, Online Test Booking Manual 20




4. Click “Test Booking” to access the test booking settings

5. Click “Assets” to create the asset (or accommodation) that you will later attach to rooms

i ClackWork Settings

Toaols

: Test booking

Settings.
_Main settings

1

. (& Assets)
TUtonng Institution Hame

6. Click “New Asset”

Test booking (Test booking group).

E TESt BOOk‘ing NO”-ACCOmm %" Accommedations expiry date control

Veterans : EEE:L;D use for all room availability
1? Workshaops e
o Special Accommodations

Students allowed to book tests
Treat empty expiry date as expired

raﬂ Edit assets setting value = B g‘
Id Title Active Score Accommodations Descripti
COMPUTER Computer Yes 100 421
EXTRATIME extra time Yes 100 506
SCRAPPAPER Scrap paper Yes 100 411

< [0

y
@ New assef U?(’ Edit selected asset @ Delete selected asset

[] Use the default value for this setting

vgave x Cancel
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7. Enter the name of the asset you are adding in the “Title” field. When you click in the “ID” field it will
automatically repeat the title in ALLCAPS; you can edit the ID field if you want. The “Score” will default to 100
and the “is active” checkbox will automatically be checked. Adding a description is optional.

8. Click “Add accommodation” to attach an accommodation to this asset

(@ Asset detail == X |
Title:  Scribe Seane: 100
ID: SCRIBE s active

Description:  Student will need someone to scribe for them during the test/exam

Ac tions
1:@£dd accommodation Remove accommuodation
Accommodation Subtext Level Controlid

vgave x Cancel

The Asset accommodation window will open.
9. Scroll the list of accommodations and select the one you want (in this case “Scribe”). Check the box beside the
accommodation and click in the “Selected accommaodation(s)” pane on the right side to add the

accommodation(s). You can add multiple accommodations to one asset.

10. Click “Save”

s N
et oo ————————————— ==
=
o | Subtext Level Accommodation Selected item(s)
o O | aPrint -
g v v y
O 1 Enlarged print Selected accommodation(s) I
<= L Scib Scribe (Level 1)
. . .
O 1 Computer Scribe C||Ck In pane
L] 1 Reader for test/exam questions
3] 1 Student to discuss alternative to multiple ChB
L1} 1 Student to discuss oral exam with Instructor
3] 1 Student to discuss take home test/exam with
L] 1 Student to discuss alternative testing methoc
| al 1 nt Friamdhs ami Ffor writina tacteln
4 m | » o
a
([ s22) 3 cance
N,
\ ~
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The added accommodation now appears in the “Asset detail” window:

-
(B Asset detail

[EEEEE)

Title:  Scribe

ID: SCRIBE

Accommodations

% Add accommodation €3 Remove accommodation

Score:

|z active

Description:  Studert will need someone to scribe for them during the test/exam

Accommodation

Sub-text

Level Control id

Scrbe

1

433

v Save x Cancel

11. Click “Save”. The asset is now in the asset list:

raﬂ Edit assets setting value =~ =| B g‘
Id Title Active Score Accommodations Descripti
COMPUTER Computer Yes 100 421
EXTRATIME extra time Yes 100 506
SCBAPDADER Scrannaner Y 100 411
SCRIBE Scribe Yes 100 433 Student I

4 .

|| Use the default value for this setting

Vgave x Cancel

@ New asset W Edit selected asset @ Delete selected asset

12. Repeat for all the assets you need to enter
13. Click “Save” when you are finished to save all assets
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Add a Room to the Test Booking System

In order to have a room available to be booked in the Test Booking system, you must add it in the Test Booking Settings.
Before you can do this, you must set up the rooms as resources first, see “Add a Room as a Resource” for instructions.

1. Onthe “Extra” tab, click the “ClockWork Admin” button; enter your password when prompted
2. Inthe ClockWork ADMIN window, click “Settings”
3. Click “Web Module Settings”

(% ClockWork ADMIN

File Tools Users Appointments Courses Forms Miscellaneous Settings Help

' Default ClockWork: 2 F

@Users /resources [F2]

& Web Module Settings
®Appointments [F3]
@ ClockWork main settings

@Courses [F4]
@2
Security [F8]

? Miscellaneous [F7]

l""ﬂ Software updates [F9]

{:\ QSettings [F8]

—

4. Click “Test Booking” to access the test booking settings
5. Double-click “Rooms” to add rooms to the Test Booking system

i ClockWork Settings

Tools

*v5, Staff Test booking (Test booking group).

- _Main settings
E Test Booking Non-Accomm

" Accommedations expiry date control

Tutori o Assets

utoring Institution Name

‘v‘eterans ‘ v g::g to use for all room availability
@Workshops Rules

o Special Accommodations
Students allowed to book tests
Treat empty expiry date as expired
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6. Select a room (from the ones you entered into resources earlier) by clicking the drop-down arrow beside the
“ClockWork Room” field. If there are no rooms listed, see “Add a Room as a Resource” for instructions.

-

-
& Room Detail (=] )
ClockWark ) :
Room: ( H [ ] [ 1z active
Title: B2006-01 . B2006-01 Campus:
B2006-02 . B2006-02
Type: B2006-03 . B2006-03
B2006-04 . B2006-04
Description: | B2007-21 . B2007-21 i
B2007-22 . B2007-22
B2007-23 . B2007-23
N C7007-24 . B2007-24
Assets
] Title Description

vﬁave x Cancel

0 N

Check the “Is active” box
Enter a name for the room in the “Title” field
Add Campus information as needed for multiple campuses

10. Select the type of room this will be. “RegularRoom” refers to an actual room that exists in your test centre.
“VirtualRoom” can be used when you do not want to deny any student from booking a test online; you will give
it all the assets. “SuperVirutualRoom” does not look at any assets but just looks at the time.

11. Click Save. Note: You have to save the room first and then re-open the “Room Detail” window to add the Assets.

-

o=/ Room Detail

ESEEl™)

el C Ll 700601 . 52006-01

Room:

Description: VirtualRoom
SuperVirtualRoom

Assets

.

s active

D Title

Description

y 4

— o
’v 5@ Cancel
o

-
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12. Double-click on the room you just added (in this example B2006-01) to re-open the “Room Detail” window.

r'-.ﬁ Edit rooms setting value l“:"' & g‘
Id Title Active Type Campus Assets Descrif
4968 B2007-25P B2007 . No regularra_ CALCULATOR,COMPUTER,

32 ARoom . AROOM Yes regularro... COMPUTER,EXTRATIME,S...

C Room . C ROOM Yes virtualro...

B2006-01_B2006.01 | Yes _lreqularo_| | CALCULATORCOMPUTER _| |

I 3

<
{-’v @ @ New room @Qelele room

|| Use the default value for this setting

Vﬁave x Cancel

13. Select all the assets that exist in this room (see “Add Assets” for instructions to set up assets)

-~

o) Room Detail | = | = 52|
'I %S:j‘:’"’ﬂﬂf B2008-01 . B2008-01 - E S
Title: EM‘{” . EZ{H}E{” [:ampus:
Type: [ RegularRoom -
Description:
]
Assets
] Title Description

CALCULATOR Calculator
COMPUTER Computer

[ DRAGON Dragon
EXTRATIME BExtra Time
MUSIC Music

[] PRIVATEROOM  Private Room
SCRAPPAPER Scrap paper
[7] sCRIBE Scrbe Student will need someane to scribe for them during...

1 | »

4|
v Save x Cancel

14. Click “Save”

You have now added a room to the Test Booking system and assigned the available assets to this room. Repeat for all

rooms in your test centre.
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Room Order

You can change the order that the rooms are listed using the large up and down arrows. The room order plays a role
when the system is assigning a room to a student’s test. Rooms listed first will be looked at first, so rooms that have

fewer assets should be toward the top/bottom of the list. When you add a new room it will automatically go to the top

of the list unless/until you move it, so you should consider the room order when setting rooms up to avoid a lot of

reordering later.

-
«ig Edit rooms setting value

EEE)

Lil}

w New room @ Delete room
|| Use the default value for this setting

vgave x Cancel

r'-_ﬂ Edit rooms setting value E@g1
® Rooms
Id Title Active Type Campus Assets Descrig
4960 B2006-01 . B2006-01 Yes regularro... CALCULATOR,COMPUTER, ...
4963 B2007-25P . B2007... No regularro... CALCULATOR,COMPUTER, ...
ARoom . AROOM Yes regularro... COMPUTER,EXTRATIME,S...

___-

LU}

4|
@ @ @ New room @Qelete room

|| Use the default value for this setting

vgave x Cancel
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Set Room Availability

Instead of having to set the room availability for every room in your test centre, you can set the availability for one room
and tell ClockWork that the availability for this room is true for all rooms. In Test Booking (Web Module Settings), you
select which room you will use for this and then you set the availability in the Users/resources section. Note: You must

set up your
System” to

1. On

2.

3.

4,

5.
—_—>

6. Sel

rooms before doing this step (see “Add a Room as a Resource” and “Add a Room to the Test Booking
set up rooms).

the “Extra” tab, click the “ClockWork Admin” button; enter your password when prompted
In the ClockWork ADMIN window, Click “Settings”

Click “Web Module Settings”

Click “Test Booking”

Double-click “Room to use for all room availability”

Test booking (Test booking group).

Seftings Values Iz Default value?
_Main settings
" Accommodations expiry date control 1374 Mo
o Assets =assets> =asset> <litle=AutoCad=file= =id=.. No
es

Institution Name

L 700 o use for all oom availabiity oot [

ect the room you want to use

7. Click “Save”

,
g Edit reference_array setting value E@g

® Room to use for all room availabilit,

Values 5

m

8. Close the Settings window
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9. Inthe ClockWork ADMIN window, Click “Users / resources”
10. Click “Manage roomes list”

(% ClockWork ADMIN (= =

File Tools Users Appointments Courses Forms Miscellaneous  Settings  Help

| Default ClockWork: 3
Users /resources [F2] ) Q
] P Manage staff list
®Appomtments [F3] P Manage student list

@ Courses [F4]
%

Manage resources list

@Forms [F5] [1 Manage ALL list
& Manage deleted users
% TR R P Manage other: M
? Miscellaneous [F7] & Manage groups
b Software updates [F9]

@ Settings [F8]

11. Click to highlight the room you selected in Step 6 (e.g. B2006-02)
12. Click “Availability”

4960 B2006-01 desk B2006-01 3
] 4961 B2006-02 desk B2006-02 3
4962 B2006-03 desk B2006-03 3
4965 B2006-04 desk B2006-04 3
4 - [
8 ) . r N
- ¢ & X

Add Mew Room Remove Room \ Ayailability/ Settings Permissions | Un-Delete | Close

B AvailabilityScheduleEdit — — - SRR
B2006-02
E E Scheduefter | ] novr
230 AM
. .Ianury213 = Ava\\ab\eforcounsemng
e 1‘ 53 4 5‘ e T Available for drop-ins 530 AM
6§ 7 8 9 10 11 12 Available for meetings 1030 AM
Ava\\ab\e for online appointment booking
s el ”% ﬂ_ risoam
T ™ T T vallbironllntestboolqn
27 28 29 30 31 24 25 26 7 1Lunch (Notavaitable) 1230PH
= HBW ” 1:30 PM
May 2013 June 2013 July 2013 Augu512l113 §
Sun_ Mon Tue Wed Thu Fri Sat Fri Thu_ Fri (230EM
M 1 2 3 4 1 123456 123 330PM
5 6 7 8 910112 3 4 5 6 7 8|7 8 9 101112 13(|4 5 6 7 8 9 10
12 13 14 15 16 17 18| 9 10 11 12 13 14 15([14 15 16 17 18 19 20|11 12 13 14 15 16 17 i
71119 20 21 22 23 24 25|(16 17 18 19 20 21 22||21 22 23 24 25 26 27|18 19 20 21 22 23 24 530PM
26 27 28 29 30 A 23 24 25 26 27 28 29|28 29 30 31 25 26 27 28 29 30 A
20 630FM
September 2013 October 2013 November 2013 December 2013 D]
Sun Mon Tue Wes Thu P Gst || Sun Mon Tue Wes Thu P Sa || S Mon Tus Wes Tnu Fn Sst || Sum Mon Tue wem T P Sm BT
M 1.2 3 4 5 1 2
12 3 4 5 6 7|6 7 8 966 1011 12||3 4 5 6 7 8 9|1 2 3 4 5 6 7 S30FM
8 9 10 11 12 13 14|[13 14 15 16 17 18 19([10 11 12 13 14 15 16(|8 9 10 11 12 13 14 T
1115 16 17 18 19 20 21 {20 21 22 23 24 25 26|17 18 19 20 21 22 23|15 16 17 18 19 20 21
! 22 23 24 25 26 27 28|27 28 29 30 31 24 25 26 27 28 29 30|(22 23 24 25 26 27 28
| 29 30 29 30 31
= Clear Apply
Save ] l Cancel
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14. Select a day (click on day) or month (double-click on month name) or term (click arrow at left of term) and set
the hours of availability using the scale on the right side (click on the start time and drag down to the close time)

15. Click “Apply” after each change/addition
16. Click “Save” when finished

Filter selected
T

-
a2 AvailabilityScheduleEdit

Schedule fiter: [Avaﬂable for online test booking

(][]

January 2013 February 2013 March 2013 SR .
Every Sun  Mon Ved Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Thu Fri Sat 9:30 AM 8'00 a'm'
Monday to - to 8:00
Friday in DAL p.m.is
January, 1230 PM selected
February, 30PN
May 2013 June 2013 July 2013 August 2013 )
Ma rch and Mon Tue Wed The Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat ZEDL
. e ] 1 2 3 4 1 1 2 3 4 5 6 1 2 3 330 FM
April is 56 7 8 91011||2 3 4 5 6 7 8|7 8 91011 1213||{4 5 6 7 8 9 10
selected 12 13 14 15 16 17 18{[ 9 10 11 12 13 14 15||14 15 16 17 18 19 20|11 12 13 14 15 16 17 B
*l119 20 21 22 23 24 25([16 17 18 19 20 21 22|{21 22 23 24 25 26 27 (|18 19 20 21 22 23 24 530 FM
26 27 28 29 30 31 23 24 25 26 27 28 29|28 29 30 31 25 26 27 28 29 30 31
30 6:30 PM
September 2013 October 2013 November 2013 December 2013 e
. Sun Mon Tue Wed Thu Fri Sat Sun_ Mon Tue Wed Thu Fri  Sat Sun_ Mon Tue Wed Thu Fri  Sa Sun_ Mon Tue Wed Thu Fri Sat 8:30 PM
1 2 3 4 5 1 2
1 23 456 7|6 78 9101112(|3 4 5 6 7 8 9|1 2 3 45 6 7 9:30 P
& 9 10 11 12 13 14|13 14 15 16 17 18 19|[10 11 12 13 14 15 16|| 8 9 10 11 12 13 14 B
71115 16 17 18 19 20 21 (|20 21 22 23 24 25 26|{17 18 19 20 21 22 23|15 16 17 18 19 20 21
22 23 24 25 26 27 28|27 28 29 30 31 24 25 26 27 28 29 30|22 23 24 25 26 27 28
L)|20 30 29 30 31 =D,
| —_— |

17. To set up exceptions like a statutory holiday, set every day with the same availability and then adjust those days
you need to change

18. Select the day you want to adjust (e.g. January 1)

19. Click “Clear”

r T30AM T

- 8:30 AM
- 9:30 AM

r 10:30 AM

No availability

r 11:30 AM

1230 PM

1130 PM
[230pm
L2 a0em =
- 4:30 P

- 5:30 PM

January 2013

Sun Mon  Tue Thu  Fri Sat

2.3 4 5
6 (7.8 9 10 11 12
13 14 15 16 17 18 19
20 (21|22 23 24 |25 26
27 28 29 30 A

630 PM

- 7:30 PM

830 PM

- 9:30 PM

- 10:30 PM

\

Aoply

H
@
L]

g
-~
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Online Test Booking Student Wizard

These screens can be customized with your school’s banner at the top in place of the ClockWork 5 banner. If you are not using all the online tools, the icons can
be removed from view on the main menu page.

Students will log on using their school user id and password.

1. Click “Book a test” on the main menu page

e Your logo or
~
banner here
e AR—————————————————————————

Welcome to the Online Student Services

Please select an option from the menu below:

e &

'“”I

) &

Book a test My schedule Accommodation Letters Book an appointment Book a workshop
S—
» =
Course Notes MNote-takers Staff calendar
< £ Z
Install Check Admin Settings Tutors Tutees

ClockWork Online Student Access
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This brings the student to the test/exam welcome page. The list of menu items is determined by the web module settings and which modules you are using. For
example, if you are not using Online Accommodation letters, that option would be turned off in your settings and would therefore not be in the list for students
to choose from. In that case you would want to edit the content in the welcome message to remove references to accommodations letters.

soe e
-3

@ ClockWork

- & ]
-

< & admin _ log out

Skip to main content % _Main menu
» Information Student Test-Booking and Accommodations —_
. Schedule a test, Welcome to the Student Test-Booking and Accommodations website. You can use this website to:
Settings turn mid-term or quiz
: Sdrarille 3 finell mEn * Book a test, mid-term or quiz . .
menu items = * Book a final exam This content is
on or off My upcoming events * Check your upcoming scheduled appointments, tests and exams .
| editable

» View your accommodations that have been assigned by your advisor
* Print out a pdf copy of your accommodations letter

Accommodations

Logout
Please click the Book a test, mid-term or quiz link in the menu to the left in order to book a test, or choose the menu

option that you would like to use. You will be asked to login using your school login account.

ClockWork Online Student Access
i
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Schedule a test, mid-term or quiz

2. Click “Schedule a test, mid-term or quiz”

The names of each step on the left of the screen are editable in the web module settings. The test booking welcome content is also editable and is a good place
to provide students with general information you may want them to know (e.g. test booking deadlines, test centre contact information).

Skip to main content

Welcome
1 Select course

2. Class test date and time

3. Confirm prof info

Editable Steps

[

4. Choose accommodations

5. Additional requirements

6. Select your test time
7_Confirm and complete

3. Click on “Next” to continue

~ & admin . log out

Online Test Booking

Welcome to the Online Test Booking wizard. This wizard will guide you through the process of booking your
test with us. You may abort this process at any time by clicking the 'Cancel button at the bottom of each page.

Please be aware that your instructor will receive an email notification with the details of your test booking.
You will need to have the following information handy in order to successfully book your test

1. The name of the course you want to book a test for, and the instructor's name and email address

2. The date, start time and duration of the test the class will be writing

3. You must be booking your test a minimum of seven (7) days before the class is writing

Click the 'Next' button below to get started.

([ox ) Gancel

This content is
editable

—_—

ClockWork Online Student Access <

TechnoPro Computer Solutions Inc. ©2013, Online Test Booking Manual

33




The courses the student is currently enrolled in will appear in the drop down list.

4. Select the course you want to book a test for

5. Click “Next” to continue

Skip to main content 5 & admin . log out
Welcome 1. Select course

1. Select course Please select the course you would like to schedule a test for from the list below.
2. Class test date and fime
3. Confirm prof info

4 Choose accommodations

Course Info

Course:

Math 103 LEC 3
You can add Math 322 LEC 1

ANTH101LEC 1
FRNC 221 TUT 1
ECON321LEC 7

5. Additional requirements
6. Select vour test time
7. Confirm and complete

r leave it blank

Previous H MNext H Cancel

ClockWork Online Student Access

1. Select course

Please select the course you would like to schedule a test for from the list below. €————

Course Info

This content is
NOT editable

Course: -

This content is

You can add a message here or leave it blank
editable

€——
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6. Enter the date of the class test (format = yyyy-mm-dd) or select the date by clicking on the calendar icon
7. Enter the time of the class test (format = hh:mm AM/PM) or select the time by clicking on the time picker icon
8. Enter the duration of the class test by entering the duration in minutes or using the arrows to increase or decrease the amount of time

Skip to main content
Welcome

1. Select course
2. Class test date and time

3. Confirm prof info
4. Choose accommodations

5. Additional requirements

6. Select your test time
7. Confirm and complete

% & admin _Jog out

2. Class test date and time

Please specify when the test is taking place. Enter class test duration in minutes. =€ ——————— This content is

Specify a date and time editable
Date of class test:
Time of class test: 0]
Class test duration in minutes:

120

(4] —— 3]

2 hours
Select a previously submitted dateandm

e —— —
Previous ] [ Next ] [ Cancel ]

ClockWork Online Student Access

If another student has already booked a date and time for this test, subsequent students can select that date and time; Click “Select a previously submitted date
and time” to see what options are available. If this date and time are not suitable, Click “Select an alternate date and time” to go to the previous screen and

choose the date and time you want.

Select a date and time

Please select a date from the list below:
@ Friday June 26 . 8:00 AM to 10:00 AM

@an alternate date am
——

9. Once you have either selected a previously submitted date and time or selected the date and time you want, Click “Next” to continue
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The instructor information should automatically populate this screen. This is a confirmation page only; changes made here do not populate the Tests and Exams
Interface. Displaying this page is a setting you can turn off or leave on.

3. Confirm prof info

Please verify the following information and correct anything that is missing or incorrect. <

Course Info
Math 103 LEC 3

This content is
NOT editable

Instructor Info

You must enter the instructor email address in order to continue. <

Instructor name: |T. Brown| (last name, first initial)

Instructor email: brown@tpro.ca

Previous H MNext ][ Cancel ]

ClockWork Online Student Access

10. Click “Next”
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The test/exam accommodations that are set up in the ClockWork Accommodations section for each student are listed on this screen. Only the accommodations
the student selects here will be provided to them for their test/exam. You may consider adding a message to the students on this page explaining how this
works.

11. Select the test/exam accommodations you would like to use for your test/exam — please only select those you intend to use

4. Choose accommodations

Listed below are the accommodation(s) that have already been approved for you by your counsellor. Please ¢—w—
check off the accommaodation(s) that you feel are necessary for this test.

Available accommodations

* note: Only accommodations with a check will be used for your test booking. < This content is
. i editable
This content [C1Quiet room with fewer than 15 students
comes directly [Tl Availability of contact with TA/Prafessor during accommodated exams
from the [V Extra scrap paper
Accommodations V|Extra Time (50%)
tab in ClockWork [Scribe
’ Check all ] [ Check none ]

Previous ” MNext H Cancel

ClockWork Online Student Access

12. Click “Next” to continue
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This page connects to a form you create to indicate what software is loaded on the computers in your test centre. Your form won’t look exactly like this one. The

information captured here is used by ClockWork to assign the correct seat for the student’s test. See “Add a Test Booking Form for Assets” for instructions to set
up this form.

13. Click in the box beside the software you need; check all that you need for this test

5. Additional requirements
Please fill in the appropriate information below.

Select the software you will need for your test/exam
[ AutoCad

[¥I Microsoft Excel

[C] Simply Accounting

[T Quick Books

[ Other

please specify

Previous ” Mext ” Cancel

ClockWork Online Student Access

14. Click “Next” to continue
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There are rules that you can set to allow students to start writing their test before or after the class start time. For example, if a student is writing a one-hour
test at 2:00 and has a 3:00 class, their extra time will take the end time to 3:30 and they will miss or be late for their 3:00 class. By setting the before and after
times to 30 minutes, the student now has several time ranges to choose from. If they choose 1:30-3:00 they will not miss class.

15. Select the time that best suits your schedule

6. Select your test time

Please select a date and time from the list of available dates and times below. If none of the dateftimes in the
list below will work for you then please contact us to see if aliernate arrangements can be made. We can be
reached at (ask for assistance with test booking).

Available dates & times

pd

<

This content is

You can add an additional message here. <

© Friday June 28 . 1:30 PM to 3:00 PM
© Friday June 26 . 1:45 PM to 3:15 PM
O Friday June 28 . 2:00 PM to 3:30 PM
© Friday June 28 . 2:15 PM to 3:45 PM
© Friday June 28 . 2:30 PM to 4:00 PM

Previous H MNext H Cancel

ClockWork Online Student Access

16. Click “Next”

This is the message students will receive if the booking cannot be completed.

Available dates & times

You can add an additional message here.

Mo available spaces could be found for you to write your test. Please click the 'Cancel' button at the

editable

This content is

Py
~

bottom and contact us to see if alternate arrangements can be made.

TechnoPro Computer Solutions Inc. ©2013, Online Test Booking Manual
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The student will now see a summary of their previous selections. There are several places on this page where you can add custom messages. If the student

notices anything wrong on this page, they can use the “Previous” button to go back and change anything they have entered. If the “l agree” (acknowledge)
checkbox is not checked, the student will get an error message and the booking will not complete.

17. Check the box to indicate you acknowledge that the information provided is correct to the best of your knowledge

7. Confirm and complete

You can add a message here or leave it blank

N

The text here will be highlighted in this box - add an important message here

Your tentative test date [ time

Fri Jun 28, 2013 . 1:30 PM to 3:00 PM (90 minutes)

Course

Math 103 LEC 3

Instructor
T. Brown _ brown@tpro.ca

Class test date | time

Fri Jun 28, 2013 2:00 PM (60 minutes)

* Note: this is not your accommodated writing time

Accommodations required
Extra scrap paper

Extra Time (50%)

Additional requirements:

Microsoft Excel yes

N

cknowledge that the information | am submitting is correct to the best of my knowledge.

ClockWork Online Student Access

18. Click “Finish” to complete the booking

[ Previous ][ Finish ” Cancel ]
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This content is
editable

This content is
editable but the box

~

must be checked to
complete the booking
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Once the student clicks the “Finish” button, the test is visible in the ClockWork Tests and Exams Interface, the student receives a confirmation email (which you
can customize in the Web Module Settings), and the instructor will receive notification via email based on your settings for this. The student can now schedule

another test or return to the main menu.

Skip to main content <7 _Main menu

Thank you for your submission.

&

<~ & admin _ log out

You can add a message here ~
[ Schedule another test ] [ Main menu ]

ClockWork Online Student Access
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Schedule a final exam

For the most part scheduling an exam is the same as scheduling a test. There are a few things that are different and again it depends on your rules/processes
and settings. If you have ClockWork read the formal exam schedule from your student management system, it will automatically create the test definitions for
you in the Tests and Exams Interface (see more about this in the “Tests and Exams Interface” section).

22
-
Skip to main content i Main menu % & admin . log out
» Information Student Test-Booking and Accommodations
Schedule a test, Welcome to the Student Test-Booking and Accommodations website. You can use this website to:
. . mid-term or quiz
Student will click “Schedule a > | Schedule a final exam * ggg: : tfﬁiltl, g!:;erm orquiz
. ” .
final exam My upcoming events + Check your upcoming scheduled appointments, tests and exams

* Yiew your accommodations that have been assigned by your advisor

Sl NEiE » Print out a pdf copy of your accommodations letter

Logout

Please click the Book a test, mid-term or quiz link in the menu to the left in order to book a test, or choose the menu
option that you would like to use. You will be asked to login using your school login account.

ClockWork Online Student Access
In the Exam Wizard students will be given the scheduled exam date/time to select. Allowing students to choose an alternate date/time is a setting you can turn
on or off (it is set to “off” in the example below).

Skip to main content = & admin _log out
Welcome 2. Class exam date and time

1. Select course .
Select a date and time

@ Monday August 19 . 9:00 AM to 12:00 PM

2. Class exam date & time

3. Confirm prof info
4. Choose accommodations

5. Additional requirements

6. Select your exam time

7_Confirm and complete

Previous ” Next ” Cancel

ClockWork Online Student Access

All the other screens are the same as in the Test Booking Wizard and the same content areas can be edited. You can put different content on the same page in
the exam wizard vs. the test wizard.

Here is an overview of the differences that might exist between test booking and exam booking; these would be set up in the Exam Booking Settings
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e Students can only choose from the scheduled exam date and time (no option to pick another date/time)

e You may have additional rooms that you use during the exam period that you will need to add into your exam settings

e You might use virtual rooms for exams and not for tests (allowing for overflow)

e You can also have different messages in the Wizards for booking exams, so if you have a different process for students or faculty that you need to

highlight, you can.
e You will need to adjust the exam settings to “turn on” the exam registration period
e You have the option of having the “Schedule a final exam” visible all the time or just when students can book an exam (setting)

For a full look at these settings, see the “Settings” section.
View Schedule

Students can also see all their upcoming appointments including both appointments and tests/exams. From the Test Booking Wizard menu, they can click “My
upcoming events” which will display a table of their scheduled appointments, tests and exams.

Skip to main content i Main menu < & admin _ log out
information My upcoming events
SC_hEdUIe a IESt’_ Your event listing
mid-term or quiz : ;
e ] Details Date / time | Status
chedule a final exam . T
= Counselling, Disability Wed. July 17
& My upcoming events ) admin 10:00 AM to 11:00 AM
A éd pr Test Mon. July 29
AP A ECON 3217 11:00 AM 0 2:00 PM
Logout Test Tue. July 30
ANTH 101 1 9:00 AM to 12:00 PM
Test Mon. August 5
Math 103 3 9:00 AM to 11:15 AM
Exam Mon. August 19
ANTH 101 1 9:00 AM to 1:30 PM

Exporito Pdf | | Refresh

ClockWork Online Student Access

If you are using Online Accommodation Letters, the student can also access their accommodations letters from this page.
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Online Test Booking Instructor Wizard

These screens can be customized with your school’s banner at the top in place of the ClockWork 5 banner. Instructors will log on using their school user id and

password. This welcome screen is customizable.

Your logo or banner here

Skip to main content ]

Instructor Log In

Thls Content IS Please enter your University e-mail and password below. If this is your first time using this system, or you do not have a University e-mail address, please click the 1 do not

editable have a password' link be

Your University e-mailladmin

Password: sssssess

Log In

Additional options

I do not have a password. or | have forgotten my password

ClockWork Online Student Access
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After instructors log in they will come to this welcome page. The content on this page can be customized based on your processes. For example if you don’t
allow instructors to create tests/exams, you would take the second bullet point out.

1. Click “Courses”

Skip to main content % & admin . log out
» _Information Instructor Information B
L~
C
‘\D@ Welcome to the Instructor Information website. You can use this website to:
Logout
* View accommodations that have been assigned to your students
¢ Tell us about your upcoming mid-terms, tests or quizzes This content is
Please click the courses link in the menu to the left in order to get started. You will be asked to login using your schoaol editable

login account.

ClockWork Online Student Access

e

The Courses page opens listing all the courses the instructor is teaching in the selected term. If there is a star beside the “Tests and Exams” link, the instructor
knows at least one student has booked to write this test/exam in your test centre.

Skip to main content % & admin _Jog out Instructors can cha nge the
Information Courses Show term: Summer Session2013 € term and refresh the data
»  Courses
3 R Your courses are listed below. For instructions, click the 'Information’ link to the left. <
ogou
Course Options
ANTH 101 L7 Tests and Exams
SECTION: 1 LEC (TERM: Winter 2011)
BIOL 222 S This content is
SECTION: 8 LEC (TERM: Winter 2011) editable
BIOL 306 Tests and Exams

SECTION: 3 TUT (TERM: Winter 2011)
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When instructors click “Tests and Exams” it will display a table showing all the tests/exams that students have booked to write in your test centre. This screen
also lets instructors know if they have confirmed the test/exam and if they have uploaded a file. If you allow your faculty to initiate a test/exam, they can also

create a test/exam from this page.

2. Click “Confirm” to continue

Skip to main content

you are providing information or materials for.

Tell us about an upcoming test

% & admin . Jog out

Information Scheduled tests and examinations for:
» Courses ANTH 101 section 1 LEC (Winter 2011): D. Lee (2013 Jun 16 to Aug 31)
Logout Your scheduled accommodated examinations for this course are listed below. Please select the Update link for the test

This content is
— editable

This is where instructors can initiate a test

Date of test: Add this test <

Tests and exams:

Type Date of test Class test time E;f‘\;i'?n'j:gg SUbf?? éttEd
Final exam August 19 9:00 AM (120 minutes) No Submit [ Confirm
Monday (2013) Last modified: 2013-07-12 file
Test July 30 9:00 AM (120 minutes) No Submit [ Confirm
Tuesday (2013) Last modified: 2013-07-12 file
Test June 27 8:00 AM (120 minutes) No Submit Passed
Thursday (2013) Last modified: 2013-06-19 file cutoff -
please call
or email
Test June 19 2:00 PM (60 minutes) © Yes Submit Passed
Wednesday (2013) Last modified: 2013-06-06 file cutoff -
please call
or email
Test June 18 9:00 AM (60 minutes) © Yes © Passed
Tuesday (2013) Last modified: 2013-06-04 Review cutoff -
file please call
or email

The screens and process for Exams is exactly the same as Tests for Instructors.

TechnoPro Computer Solutions Inc. ©201 3, Online Test Booking Manual

or exam (if allowed). Instructor settings
make this visible or hidden.

<——— Test not confirmed, no file uploaded

<—— Test confirmed, no file uploaded

<—1 Test confirmed, file uploaded
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The Test/Exam Course Information page opens. Instructors can change the date and time of the test/exam if the student has submitted the wrong date/time.

3. If everything is correct, click “Next”
< & admin . log out

Skip to main content
1. Test / Exam Information for ANTH 101LEC 1

1. Test details
2. Students You can add content here <
3. Test Information |
Course: ANTH 101LEC 1 This is a test, mid-term, or quiz. i i
This content is

4. Submit changes
editable

Please enter the original test start and end times manually, or click on the clock icons to pick from a list. P
We will calculate and apply appropriate time extensions. If you must cancel this test booking, please <

contact us.

Date of test (yyyy-mm-dd): 2013-07-30 =

Test start time: %00 AM T
Test end time: 1100 AM D

ClockWork Online Student Access

The next screen displays the list of students who have booked to write a test/exam in your test centre for this course. If no students have booked to write, it will

indicate that there are “No records to display”

4. Click “Next” to continue
= & admin . log out

Skip to main content
This content is

2. Students scheduled to-date for ANTH 101LEC 1

1. Test details
2. Students Below is the list of students that have registered to write this test with us so far. Please review this list and click < ditabl
3. Test Information the 'Next’ button at the bottom of the page to continue. editable
4. Submit changes Student Name & ID Date Time
Gayle Brady (99000123) July 30 9:00 AM to
Tuesday 12:00 PM
(2013)
Lucy Rhodes (99007330) July 30 9:00 AM to
Tuesday 12:30 PM
(2013)

[ Previous ][ MNext H Cancel ]

ClockWork Online Student Access
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The next screen is where the instructor provides you with the details about the test/exam. This could include what all students are allowed to bring into the
test/exam, what software is required for the test/exam, if a scantron is required, and any special instructions or passwords that may be required. This page is
created in the Forms section of the Admin area. For instructions about how to create this screen (form) see “Adding a Form for the Instructor Wizard”.

5. Click “Next”

3. Test Information for ANTH 101LEC 1

Please indicate how you can be reached during the test/exam

What students can use in the test/exam

Please select all that apply
[ Cheat sheet

[ Calculator

[CIScrap paper

[ Laptop

[CIText book(s)

Name of book(s)

Special Instructions

Classroom Software

What software is required for the test
[CJAutoCad

[CIMicrosoft Excel

[C1Simply Accounting

[T Quick Books

[l Other

please specify

ClockWork Online Student Access
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The next page is a confirmation screen that summarizes what instructors have entered:

4. Confirm exam details for ANTH 101LEC 1

Please review the information below and click the 'Submit changes' button at the bottom of this form to submit <€
your changes. If you have any questions or concerns please do not hesitate to contact us.

This content is
editable

The start and end time are the class time,
not accommodated time

This is the information that was entered on
the form on the previous screen

Test details
ANTH 101LEC 1 <
Tue July 30, 2013 . 9:00 AM -
11:00 AM
Test information
Contact Info cell phone 416-852-9564
Scrap paper yes <
) student will need green scantron for multiple choice
Instructor Instructions .
section
File upload
Note: A copy of the exams, booklets and/or scantron sheets (for each student registered in your <

course) must be delivered to the Exams Office in advance of your scheduled test or exam, at least
one business day in advance.

Previously uploaded tests:
|ND records to display.

Select test/exam file to submit:

Test file 1.doox

x Remaove this entry ¢

This content is
editable

Mew file

Please note that you must click the Submit changes button in order to confirm your test to us.

5 Please print a copy for your records.

Previous ] [ Submit changes l [ Cancel ]

Instructors can upload
tests here one at a time

6. Click “Submit Changes”
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Once instructors click “Submit changes”, the
information populates the Tests and Exams
Interface in ClockWork. This will submit the
first uploaded file and then they can go back
in to upload additional files.
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Instructors will get a submission confirmation and have the choice to return to the course list, go back into the test listing or logout.

Skip to main content

Information

»  Courses

Logout

Test / Exam submission complete

Thank you for

submitting your test / exam.

e —
—

ClockWork Online Student Access

»

& admin log out

If they need to upload another file for this test/exam, they should choose “Back to test listing” which returns them to the test/exam list for the selected course
where they can skip right to the file upload page by clicking “Review file”.

7. Click “Back to test listing

8. Click “Review File”

Scheduled tests and examinations for:
ANTH 101 section 1 LEC (Winter 2011): D. Lee (2013 Jun 16 to Aug 31)

Your scheduled accommaodated examinations for this course are listed below. Please select the Update link for the test
you are providing information or materials for.

Tell us about an upcoming test

Date of test: |

Tests and exams:

| Addthistest

TechnoPro Computer Solutions Inc. ©2013, Online Test Booking Manual

Type Date of test Class test time E{}i“ﬁ'?ﬂﬂi_g S”bf[ITE'_ttEd
Final exam August 19 9:00 AM (180 minutes) No Submit @ Confirm
Monday (2013) Last modified: 2013-07-12 jle
Test July 30 9:00 AM (120 minutes) © Yes @ Confirm
Tuesday (2013) Last modified: 2013-07-12
Test June 27 2:00 AM (120 minutes) No Passed
Thursday (2013) Last modified: 2013-06-19 cutoff -
please call
or email
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File upload

Note: A copy of the exams, booklets and/or scantron sheets (for each student registered in your
course) must be delivered to the Exams Office in advance of your scheduled test or exam, at least

busi day in ad .
one business day in advance The first file that was

Select test/exam file to submit: Previously uploaded tests: uploaded is now listed
Qpload another L S i rie 2000 Test file 1doc view here and instructors
file * Remove this entry remove can upload a second
A T file. The listed files
Mew file can also be viewed

and removed.

Please note that you must click the Submit changes button in order to confirm your test to us.

5 Please print a copy for your records.

Previous ] l Submit changes ] l Cancel ]

ClockWork Online Student Access

9. Click “Submit Changes” to upload the second file to the Tests and Exams Interface
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Creating Email Templates for Online Test Booking

There are two ways to send emails to Online Test Booking users. You can set up automated emails that go to a specific audience at a specific time (for example a
confirmation email that goes to students as soon as they have booked a test/exam) or you can set up templates for emails you will send manually when the
situation arises. The automated emails need to be created by TechnoPro, but you can create the email templates yourself.

Accessing the Email Templates

You create email templates called “Mail-merge Templates” in the “Miscellaneous” section of the Admin area.
8. Onthe “Extra” tab, click the “ClockWork Admin” button; enter your password when prompted
9. Inthe ClockWork ADMIN window, Click “Miscellaneous”
10. Click “Mail-merge Templates”

(% ClockWork ADMIN ) = &
File Tools Users Appointments Courses Forms  Miscellaneous  Settings  Help
Default ClockWork: + T
I QUsersfresources [F2] ? ||
. & ClockWork Daily Job
Appointments [F3]

5| Mail-merge Templates )
QCoumes [F4]

Miscellaneous [F7]

= f) Software updates [F9]
L)

Set‘tings [F8]
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You will need the list of mail merge codes to set up the email templates. You can get this list by right-clicking in the blank space beside the list of mail-merge

template groups. You can print the whole list of just look up the one(s) you need.

F b |

= | Mail-merge template group=ey - .':' ‘EI 8
Drag a column here to group by this column.
Prefix 7
N

accommaodations

* | appemails
DATA

studentDocument

Generate mail merge codes listing

TestDocument

testmailinglabels

tests

@ Add new template w Close

v

-
[E] Document viewsr . = [E] |

a w | Print = | Refresh (F5)

Accommodations

AccommodationCount: accommodationcount
\[The number of accommaodations for the student.
Example output:

4
Equivalent codes: accommodationscount

Accommodations: accommodations

Al accommodations in bullet format that are marked as classroom,
test/exam, other, or report.

Example output:

* Extra time: 20%

* Private alone room

m Close

The templates most commonly used in Online Test Booking are located in three separate mail-merge template groups:

e Basic emails are located in “appemails”
e Exam Sheets are located in “TestDocument”
e Exam Lists are located in “Tests”

TechnoPro Computer Solutions Inc. ©2013, Online Test Booking Manual
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Creating a Basic Email Template

When you create a manual booking for a student, the automated confirmation email does not get sent to the student, so you may want to create a student
confirmation email template that you can send the student after you manually book their test/exam.

1. Double-click “appemails”
2. Click “Add template”

— -,

r T e — - N
E] Current templates l E@ﬂ

i

Current templates

(5 Add template )T Edit | €13 Replace {3 Delete | L Backup | [ View codes

Template name

‘Cancellation (4)
Professor Notification (2)

Refresh preview |

Vielec’rtemplate 'D._] Choose afile x Cancel

L

|

3. Enter a name for the new template, for example “Student Confirmation — Manual Booking”

4. Click “Ok”

Add new template

Please enter a title for the new template:
Student Confirmation - Manual Booking

o ok (ALT +s) I cancel

TechnoPro Computer Solutions Inc. ©2013, Online Test Booking Manual
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Your new template now appears in the list.

5. Click on the new template you created and then click “Edit”

[E] Current templates

e ————
——

Current templates

@=)

75 Add templat{ [ Edit ) ) Replace {3 Delete | || Backup | [7] View codes

Template name

Cancellation (4)
Professor Nofification (2)

Student Confirmation -Manual Booking (15)

Refresh preview l

v Select template '_Eﬂ Choose afile x Cancel

6. Click “Create a new email template”

r h
k] Delete appointment(s) = & & llﬂlﬁlg

v

The template text has not been specified yet.

N Specify a fil
Choose a file to attach to this
template
f’v Create a new email templat

This template will be used as an
email template = click to create a

Cance

You can use the 'replace’ button

on th_e previous dialog box to

TechnoPro Computer Solutions Inc. ©201 3, Online Test Booking Manual
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The next window is where you will enter the details of the email template using the mail-merge codes as needed.
7. Complete the Setting Description form entering your custom message in the body of the email

8. Click “Save”

7

o5 Edit — - 8 . -

1 Test mode

Admin email:

From:

To:

Send this email as html and plain text

W Save x Cancel

|I:I-E|

® Setting description

7

ot Edit

TechnoPro Computer Solutions Inc. ©201 3, Online Test Booking Manual

- - - 8 . - -

o .
® Setting description

| Test mode

Admin email:  testcentre@school ca
From: testcentre@school.ca

Tor #=studentemail=#

Cc:

Bce:

Subject: Booking Confirmation
Attach:

Body: Hello #<studentfirstname=#,

This is to confirm your test/exam booking for #<coursedescription=#
on #<classdate>#. If you have any questions or concemns, please
contact the Test Centre.

Thanks,

Test Centre, Room 014
519-555-1212
testcentref@school ca

Send this email as html and plain text

W Save x Cancel
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Creating the Exam Sheet
The Exam Sheet is a sheet you create for each test/exam that contains the information that is needed by your test centre staff to invigilate each test/exam. You
custom design the exam sheet in Microsoft Word using the mail-merge codes and then attach the Word document to the template.

1. Double-click “TestDocument”
2. Click “Add template”

ﬁ— = -
E] Current templates ' N L= g

W —— - i,

Current templates

75 Add template [% Edit | (1) Replace @3 Delete | | Backup | [] View codes

Template name

Refresh preview

w Select template I_EJ Choose afile x Cancel

3. Enter the name of your exam sheet template
4. Click “Ok”

Add new template

Please enter a title for the new template:
Sample Exam Sheets Template

o ok(ALT+5) € cancel
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5. Select the new template and click “Replace”
6. Browse to the file you created in Word and select that file

»
[E] Current templates

il
]
B

Current templates

<5 Add template [ Edit <f:,‘~_}Replace ,@QEIE‘:E + Backup | ] View codes

Template name

Sample Exam Sheets Template (8)

Refresh preview

vgelecttemplate ﬂj Choose a file x Cancel

Samples of Exam Sheet Word documents with mail-merge codes

Class information

; ‘,t TEST AND EXAM SERVICES Serial#:  #<appointmentid>#
o, ADMINISTRATION FORM Student #: #<studentno>#

iTest Booking Cover Sheet

1
Course:
Primary contact:

Alternate contacts:

Class time:
Class location:
Additional info:

#<coursedescription>#

#<instructorname># #<instructoremail># #<instructorphone>#
#<alternatecontacts>#

#<classdate># #<classstarttime># to #<«classendtime># (#<classduration>#)
#<classlocation>#

#<instructorform>#

Name: #<firstname># #<lastname>#
Student Number: #<student no>#
Course: #<course>#

AS Counsellor: #<counsellorfirstname>#
#<counsellorlastname=#

Date: #t<scheduleddate>#

Seat Number: #<roomdescription>#
Start Time: #<scheduledstarttime>#
End Time: #t<scheduledendtime>#

Actual Start Time:

Actual End Time:

O Computer [ Classroom

O No Show O

Codes

O Scribe O word

O Reader 0O wordpad
O WordQ O Zoom Text
0 JAWS Occrv

O Kurzweil O Dragon

O Read & Write Gold Tto §
O Interpreter

O Private Room

O Saved on Memaory Stick
O Lockdown Browser

Accommodations
#<examaccommodations=#
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7. You will be asked if you want to update the template, click “OK”.

Save your changes then click OK ﬁ

:I Click OK to update the template with your changes

O l ’ Cancel

L

You will receive a confirmation that the file had been updated.

Daone!

8. Inthe Tests and Exams Interface, click the “Exam Sheets” button to check the exam sheet. The exam sheet will be created for the test or exam you have
selected in the interface table. See “ClockWork Tests and Exams Interface” for detailed instructions about using this template.

E| Exam Sheets

2] Mailing Labels

E Exam List

Export
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9. Inthe Tests and Exams Interface, click the “Email” button to check the email template. The email will be created for the test or exam you have selected

in the interface table.
=
2 o

Cancel Mo-show Delete

| Selected exam |

10. Select the template you just created and click “Select”

=] Select a mail-merge template [ — - =NHC

Please select a mail-merge template to use (use the CTRL key to select multiple):

L] Backup template [# Edit template 12 Replace 7 Create template | &) Delete

Template Name ¥ Template Id ¥ Please select the output format:
| - - © PDF
< Create a new email » 0 @ Microsoft Word
> L |Student Confirmation - Manual Booking 15
| |

W select x Cancel
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The email preview window will display the email. You can add things to the email or delete content as needed before sending it. Notice that the mail-merge
codes have pulled the appropriate information into the email (student email, student name, course description and class date). See “ClockWork Tests and

Exams Interface” for detailed instructions about using this template.

11. If you are satisfied with the email, click “Send all emails” to send the email to all recipients listed (in this case, just the student)

= . - I = = —— =] ]
[~ Email Preview . ‘ ‘ — - B — — g
Drag a column here to group by this column.| | Send this email | ) Cancel this email
From: testcentre@school.ca Attachments | = || *
Tor IGayle_EIrady@technoprosolutions_com |
> | Brady. Gayle . 99000123: Math 322 sectio .
Cl
| Beo:
Subject:  Booking Confirmation ] m_| ’
[ ]
Hello Gayle, g
This is to confirm your test/exam booking for Math 322 1 LEC on May 31, 2013. If you I

have any questions or concemns, please contact the Test Centre.

Thanks,

Test Centre, Room 2014
519-555-1212

[ testcentre@school.ca I

1] +

4
Send all emails Close
Vs Kc
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Creating the Exam List
The exam list is where you can create a list of the tests/exams for a particular day or week. You custom design the exam list in Microsoft Excel using the mail-
merge codes and then attach the Excel document to the template.

1. Double-click “TestDocument”
2. Click “Add template”

r|§]c ttemplates E
urren mplates “ .

Current templates

1&Add template)fn"_;f’ Edit | ©i) Replace ¥ Delete | | Backup | [7] View codes

Template name

I Refresh preview

w Select template I_EJ Choose afile x Cancel

3. Enter the name of your exam list template
4. Click “Ok”

Add new template

Please enter a title for the new template:
Default exam list template

& ok(ALT +5) 9€ cancel
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5. Select the new template and click “Replace”
6. Browse to the file you created in Excel and select that file

- e ——— = .
E] Current templates . S— ' i [ = ﬁ,l

Current templates

+ @ Add template I"? Edit < f:lt_} Replace>@ Delete | | Backup | [7] View codes

Template name
Default exam list template (9)

Refresh preview

vﬁelecttemplate ﬂJ Choose afile x Cancel

—
Sample of Exam Sheet Excel document with mail-merge codes
| A | B c D E F G
CSD Test Centre Activity Schedule by Day
Test Schedule Date:
#<scheduleddates>#
Student
Begin Time End Time Number Student Last |Student First |C/U Course |Cod
#i<scheduledstarttime># |#<scheduledendtime># |#<studentno># |#<lastname># |#<firstname># |#<studentnote># |#<subject]#<c
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7. You will be asked if you want to update the template, click “OK”.

Save your changes then click OK ﬁ

:I Click OK to update the template with your changes

0K ] [ Cancel

You will receive a confirmation that the file had been updated.

Donel

8. Inthe Tests and Exams Interface, click the “Exam List” button to check the exam list. The exam list will be created for the test or exam in the date range
you have selected. See “ClockWork Tests and Exams Interface” for detailed instructions about using this template.

E| Exam Sheets
"2 Mailing Labels

]

Export
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ClockWork Tests and Exams Interface

The ClockWork Tests and Exams Interface offers the test centre staff a large amount of information and many options for manipulating that information. This
guide will take you through the Menu Ribbon, each of the Tabs and will demonstrate how you can use the data in the table.

Test/Exam
bookings Tab

Calendar Tab

Class test
definitions Tab

Un-booked
Students Tab

Tests and Exams
Menu Ribbon

/ Fxams - Clu(k\".'ur/

Calendar Extra

m QM

&

- Hom

ﬁ @ G [E] Exam sheets
3] Mailing Labels

= J

Save layout

hoose columns  Hide cancelled

Auto-size row height [ Best fit

B X

Date range to display

This table lists the
tests and exams that
are booked during
displayed date range

Backward Forard Today | Refresh SetDate New booking Email Cancel flo-show Delete Clear column Re-assign  Close
Range E Exam List Q Load layout Disable colour coding filters rooms  Exams
View | Acion | Sgfcted exam | Expor | Preferences Options |
Search: v % Cme ‘ O B Eams K K
@ TestExambookings %) Calendar | Il Class test definitions | § Un-booked students
> |Wednesday May 1, 2013 to August 31, 2014
Drag a column here to group by this column.
ScheduIAed date ¥ Scheduled start W Scheduled end Student ¥ Student no ¥ Course description i Description ¥ Room ¥ Cancelled % Instructor submitted Te™
T v v v v B v ] v
B May 31, 2013 9:00 AM 10:30 AM Brady, Gayle 99000123 Math 322LEC 1 (Winter 2011} Test A Room O |
/- Jun 18, 2013 9:00 AM 12:00 PM Brady, Gayle 99000123 ANTH 101LEC 1 (Winter 2011)  Exam B2006-02 1]
Jun 19, 2013 9:00 AM 10:30 AM Brady, Gayle 99000123 ECON 321LEC 7 (Winter 2011)  Exam B2006-02 = a 3
Jun 19, 2013 2:00 PM 3:30 PM Brady, Gayle 99000123 ANTH 101LEC 1 (Winter 2011)  Exam B2006-02 (=]
Jun 20, 2013 9:00 AM 10:30 AM Brady, Gayle 99000123 FRNC 221TUT 1 (Winter 2011)  Exam B2006-02 ] o
Jun 25, 2013 8:00 AM 11:00 AM Brady, Gayle 99000123 Math 322LEC 1 (Winter 2011)  Exam B2006-02 = =]
Jun 27, 2013 8:00 AM 11:00 AM Brady, Gayle 99000123 ANTH 101LEC 1 (Winter 2011)  Test B2006-02 ] |
Jun 27, 2013 1:30 PM 3:00 PM Brady, Gayle 99000123 ECON 321LEC 7 (Winter 2011)  Test B2007-21 =] =]
Jun 28, 2013 8:00 AM 11:00 AM Brady, Gayle 99000123 Math 322LEC 1 (Winter 2011)  Test B2006-02 = ]
Jun 28, 2013 1:30 PM 3:00 PM Brady, Gayle 99000123 Math 103LEC 3 (Winter 2011)  Test B2007-21 =] =]
Jul 29, 2013 11:00 AM 2:00 PM Brady, Gayle 99000123 ECON 321LEC 7 (Winter 2011)  Test B2006-02 = a
Jul 28, 2013 11:00 AM 2:00 PM Cook, Rodney 99002870 ECON 321LEC 7 (Winter 2011)  Test B2007-21 (=] =]
Jul 29, 2013 11:00 AM 1:00 PM Branch, James 99002443 ECON 321LEC 7 (Winter 2011)  Test B2006-01 ] o
\ Jul 29, 2013 11:00 AM 1:00 PM Hill, Mike 99001361 ECON 321LEC 7 (Winter 2011)  Test = =] =
4 [ ¥
% New booking ' $€ Close

Loaded 27 test(s)in 0.6090348 second(s).

@CunneﬁedluC\uckWurk Server (Wed Jul 172013 ¢
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Menu Ribbon

The menu ribbon is organized into six categories; View, Action, Selected exam, Export, Preferences, and Options.

7 N ; 2 Sj gLt i _— 8 e E] Exam Sheets Choose columns  Hide cancelled
Q @ &M v RXP @ I
— — e e 2 Mailing Labels H Save layout Auto-size row height EE{ Best fit

Backward Forward Today | Refresh SetDate MNew booking Email Cancel Mo-show Delete .y Clear column Re-assign  Close
Range Exam List U Load layout Disable colour coding filters rooms  Exams
View Action Selected exam Export Preferences Options
View

View refers to what is being displayed in the table. You can choose to display the tests and exams for a day, a week, a month, a term, a year, or any other
custom date range that you might want.

QOmM{m

Backward Forward Today | Refresh SetDate
Range

View

Backward and Forward — The “Backward” and “Forward” buttons advance the current date range by a week at a time. For example if your date range is May
1, 2013 to August 31, 2013 and you click the “Forward” button, the date range displayed will change to May 8, 2013 to September 7, 2013 and conversely if you
click the “Backward” button the date range displayed would change to April 24, 2013 to August 24, 2013.

Today — The “Today” button changes the start of the display to today’s date and keeps the same number of days in the display. For example if your date range
is May 1, 2013 to August 31, 2013 and today’s date is July 15, 2013, when you click the “Today” button, the date range displayed will change to July 15, 2013 to
November 14, 2013.

Refresh — The “Refresh” button updates (reloads) the display with any new data or settings that you may have made since initially loading the data.

Set Date Range — “Set Date Range” is one place where you can set the date range of tests and exams you want to display in the table. You can also click
directly on the date range to set it.

i ! Select Date Range =rn= ﬂh’
Start Date: 15,2013 @~
End Date: November 14, 2013 [k

[ Today ] [ Set 1 week l I Set 1 month l [ Set to current term ]

@ $ %Qk xgance\
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Action

Mew booking

7 New booking
Action ;

If you are creating a manual booking for a student, you will use the “New Booking” button in the menu ribbon or at the bottom of the table; both buttons open
the same window.
1. Click the “New Booking” button, the “Schedule a test or exam” window will open

g = = = = —— ™
- == g
) Schedule a test or exam - ‘ —— . i —

Step 1: Select a student (-]
Step 2: Select a course AN Summer Session 2013 [« ][ Now | » ]
Course description ¥ Status % Timetable % Letter ssued % Instructor viewed % Instructor confirmed % Student
% i i g i N

4 m 3

Step 3: Specify class date and time

[ Enter a new class test ] [] Show old tests

Drag a column here to group by this column.
Testtype W Date 5 Start time W End time ¥
i 5 i A

vgchedulethistest x Close

TechnoPro Computer Solutions Inc. ©201 3, Online Test Booking Manual 67




2. Select the student by typing either the student name or number. Select the student you want by double-clicking their name. Their courses will populate

the “Select a course” table.

-

4

[ Enter a new class test ]

I Test type W
g

vgchedule this test xglose

Step 3: Specify class date and tim

g

Drag a cf

3 matches found.

1¥) Schedule a test or exam i v - — - — - l ':'E ﬂ
Step 1: Select a student abbot [=] ‘
Name Type ¥
Step 2: Select a course o
[
Course description ¥ Status ¥ Timetable | |
Abbott, Glen B . 99000159 Student
ki ki Abbott, Susan B . 99000255 Student
Abbott, Wanda B . 99000506 Student

Date

N W

!
v | Friday
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3. Select the course you are booking the test for and click “Enter a new class test”. The “New Class Test” window will open; enter the date, start time, end
time and duration of the test/exam and indicate if this is a test or exam by clicking the appropriate radio button.

4, Click “Save”

() Schedule a test or exam (=& P
- Fl i
Step 1: Select a student Abbott, Susan B _ 99000255 (-]
Step 2: Select a course POl Summer Session 2013 [ 4 |[Now | » |
| Course description % Status ¥ Timetable ¥ | Letter Issued ¥ I
W i i W
BIOL 101 section 3 LEC (Winter 2011): T. White MNormal =
[ COMP 201 section 3 TUT (Winter 2011): B. Harris Normal 2011-02-10
ECON 213 section 6 LEC (Winter 2011): S. Tumer Normal 2011-02-10
GEOL 322 section 2 LEC (Winter 2011): O. Scott Normal 2011-02-10
MURS 115 section 5 | FC (Winter 20117 T Radriauez  Mormal Tuesdaw [M10-30 AN to 2-30 PMT 2011-02-10 b
1 i »
Step 3: Specify class date and time
[ Enter a new class test ] [] Show old tests
g .
| % New Class Test e - e W S — E@Iﬂ
! 1| Class date: Course: i
 NllVednesday July 24, 2013 - ICOMP 201 section 3 TUT (Winter
o ) 2011): B. Harris
: > Lock durati
1000 X } [] Lock duration
| Duration - | 60 (minutes) - -
vﬁc | — @midterm or quiz ® Fin@
{

- w Save x Close
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The test or exam will now be listed in the last table.
5. Click “Schedule this test”; the “Create New Test / Exam” window will open.

There is additional information you will need to provide/select in this window.

6. Click the drop down arrow beside “Type” to select either test or exam

7. Click the “Auto find seat” button to assign a desk for this test/exam (see possible scenarios for this step on Page 72)

8. Un-check any accommodations the student will not need for this test/exam (they are all checked automatically when you do a manual booking)

9. Enter any notes you may have in the “Private notes” section

10. Click “Save”; this test booking will now be in the Tests and Exams Interface table. Note: Manual bookings do not generate the confirmation email to
students, but you can do this manually with an email template. See “Email” on Page 73 or “Creating Email Templates for Online Test Booking” for
instructions on setting up templates.

% Create New Test / Exam E@&J
Test Detail |Test Copyl Instructor Infol Student Info | Invigilator
Mark as submitted Date: July 24,2013 B~ [7] Cancelled [] Tentative [] No-show
- Accomm
=—_JIThe instructor has not yet submitted Start: 9:00 AM = Lock
information about this test. Click to } O gurati . ”
S T I T AL
Studert »
Susan Abbott
Type: -
| Course e
COMP 201TUT 3 (Winter 2011) [Seat 7] | - (&) — D
|| B Harris _ harris@tpro ca 333-954- Alternate -
5129 location:
Class date / time cdit class test Actual- 9:00 AM 2 to PI'UJ'eg:IT 11-00 EI actual end: 2

July 24, 2013 (Wednesday)
9:00 AM to 10:00 AM (1 hour)

| cyeck the accommogations below that the student requires for this test Check all

ra scrap paper

ice recognition software (Dragon)

U$e of pre-approved music CD for noise reduction and CD player OR noise-cancelling headphones
Stribe

rite in SES exam room alone

xtra Time: 100%

=
Booking notes:

+ Added extra time (1 hour) - B i

* Savax Close
.
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Here’s what the screen might look like just before you save it:

® Test/ Exam Detail (Id=548)

mlﬁlg

Test Detail | Test Copy | Instructor Info | Student Info | Invigilater

Course

COMP 201TUT 3 (Winter 2011)

B. Harris _ harris@tpro.ca 333-954-
5129

Class date / time  edit class test

July 24, 2013 (Wednesday)
9:00 AM to 10:00 AM (1 hour)

g Mark as submitted Date: July 24,2013 @~ [[] Cancelled [] Tentative [7] No-show
Accomm
The instructor has not yet submitted Start: 9:00 AM = Lock
information about this test. Click to } B d“ . : .
markinfo as submitted. End: 100 AM 2 et
Studer » 2 e
Susan Abbott
Susan_Abbott@gmail.com Type: BTest -

[Seat +| B2006-02 desk-AVAILABLE: AVAILABLE. ~| [ & | <

|y

Test selected

Alternate "
location:

. - & projected p . A
Actual: 900 AM 2 to cled 11-00 actual end: =

Check the accommodations below that the student requires for this test:

[] Voice recognition software (Dragan)
Use of pre-approved music CD for noise reduction and CD player OR noise-cancelling headphones:

Seat assigned

[7] Scribe <
[T Write in SES exam room alone

Extra scrap paper
Extra Time: 100%

Private notes:

Booking notes:

* Added extra time (1 hour) - Manually booked as student was sick and didn't -
know about the test 7 days before.

Accommodations adjusted

P
~
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Auto find seat scenarios

If the system can’t find a seat that matches all the test detail specifications, you will get a message saying “No seat could be found” and it will list some possible

reasons.

| Auto Find Room Result l
[l Auto Find Room Results -

No room was found

A& Change the seat assignment

Do nothing
The current seat will remain.

No seat could be found

Booking Results

Couldn't find any room availability to fit: Un-
determined

Couldn't find a time that doesn't conflict with
the student's timetable: Un-determined
Couldn't find a time where the student is
not double-booked with something else:
Un-determined

Couldn't find a time where any appropriate

m

room is not double-booked with something
else: Un-determined

If there is a seat available that matches all the test detail specifications, you will have the choice to assign that seat to this test booking.

| Auto Find Room Result l
[ Auto Find Room Results -

| e

The seat will be changed from 'Un-assigned'
fo 'B2006-02 . B2006-02'.

Ag Change the seat assignment

Do nothing
The current seat will remain.

Seat was found

Found: B2006-02 . B2006-02

For: 2013-07-24 9:00 AM to 11:00 AM
Booking Results

Booking Notes

-
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Selected exam

e o

Email Cancel Mo-show Delete

| Selected exam |

When you click one of these menu options it will impact whichever test or exam you have selected; the manually created test is selected.

Jun 28, 2013 1:30 PM 3:00 PM Brady, Gayle 99000123 Math 103LEC 3 (Winter 2011)  Test B2007-21
B |Jul 24, 2013 [9:00 AM 11:00 AM Abbott, Susan 99000255 COMP 201TUT 3 (Winter 20... Test B2006-02 <—— Test selected
Jul 29, 2013 11:00 AM 2:00 PM Brady, Gayle 99000123 ECON 321LEC 7 (Winter 2011)  Test B2006-02

Email — When you click “Email”, the “Select a mail-merge template” window opens. You can set up as many or as few mail merge templates as you need. And
you can create a custom email using “Create a new email” anytime. See “Creating Email Templates for Online Test Booking” for instructions to set up templates.

- — =
[ Select a mail-merge template E@g

Please select a mail-merge template to use (use the CTRL key to select
L] Backup template [? Edit template 2 Replace 7 Create template | & Delete
Template Name ¥ Template Id ¥ Please select the output format:
= = © PDF
< Create a new email » 0 @ Microsoft Word
I [ |Student Confirmation - Manual Booking 12
v Select x Cancel
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Cancel — When you have a test selected in the table and you click the “Cancel” button, you are asked to confirm that you want to cancel the test. If you
proceed, the check box in the “Cancelled” column is checked, the status is changed from “booked” to “cancelled” and the row is highlighted pink.

r ¥
| Cancel test booking —— Elﬂlﬂ—hj

Are you sure you want to cancel this test booking?

Cancelled % Status % MoShow % Instrus

= W W = W
Ny Canceltestbooking Booked
The test booking will be cancelled. This v Cancelled
operation is reversible.
Booked
Cancel
Do nothing.

No-show — When you have a test selected in the table and you click the “No-show” button, you are asked to confirm that you want to mark the student as a no-
show for this booking. If you proceed, the check box in the “NoShow” column is checked, the status is changed from “booked” to “No-show” and the row is
highlighted pink.

i . - -—— = < B
" Cancelled Status W MoShow Instru
Are you sure you want to mark the student in
this booking as a no-show? = W AT = W
Booked
Va Mark student no-show No-show =

The student will be marked as a
no-show for this test booking. Booked
Cancel
Do nothing.
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Delete — When you have a test selected in the table and you click the “Delete” button, you are asked to confirm that you understand that once you proceed the
booking will be gone and you can’t undo this operation. You must check the box acknowledging you understand before you can actually delete the booking.
Once you check the box, you can click the “Delete this appointment” button to delete the booking or cancel the operation and return to the table.

=

-
k| Delete test booking —— = | B S

Are you sure you want to delete this test booking?

B | understand that | will lose the information contained in this
appointment (check this box in order to proceed)

o Delete this appointmen
X

This test booking will be permanently deleted.

Cancel
Do nothing.
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Export

E| Exam Sheets

"2 Mailing Labels

E Exam List

Export

Exam Sheets — Exam sheets are essentially a cover sheet you can print and attach to the test for each booking you have in the test centre. You can customize
this sheet to include whatever information your centre needs and in whatever order you want. See “Creating Templates for Online Test Booking” for
instructions to set up templates.
When you have a test selected in the table, click “Exam Sheets”
Choose if you want to generate the cover sheet in Word (you can edit) or PDF (you can’t edit)

Choose to print one sheet at a time (Use selected tests) or all the sheets for a particular date (All tests on a specific date)
Click “Generate exam sheets” (see sample exam sheet on next page)

1.

2.
3.
4

7

zi Generate exam sheets

=

o | B |-

Mail-merge template to use:

Sample Exam Sheets Template

Generate as: @ Word @ POF

Tests to generate exam sheets for:

@ Use selected tests
0 All tests on a specific date:

July - 1713

v Generate exam sheets x Cancel
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Sample Exam Sheet

ADMINISTRATION FORM

o "‘f TEST AND EXAM SERVICES

Class information

Serial #:
Student #:

530
99000123

Course:

Primary contact:
Alternate contacts:
Class time:

Class location:
Additional info:

Student information:

ANTH 101 1 LEC

D. Lee lee@tpro.ca 278-985-4952

Tuesday July 30, 2013 9:00 AM to 11:00 AM (2 hours)

* Scrap paper

* Contact Info: cell phone 416-852-9564
* Instructor Instructions: student will need green scantron for multiple choice section

Name: Gayle Brady 99000123

Scheduled time: Tuesday July 30, 2013 9:00 AM to (3 hours)
Location: B2006-02

Notes:

Accommodations:

e Extra scrap paper
e Extra Time: 50%

Invigilator report

Actual start:

Actual end:

Actual location:

Test administered:

O No-show
O Without incident
O With incident:

Notes:

Invigilator(s):

Notes:
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Mailing Labels — not currently working in the software — can create this part later when it is
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Exam List — The Exam List gives you the ability to create a list of exams scheduled for a specific timeframe (selected in interface, all displayed, or a specific

date)

g

. You can include whatever information you wish in the template.

Click “Exam List”
Select the template you wish to use. See “Creating Email Templates for Online Test Booking” for instructions to set up templates.
Select the date parameters
a. “Use what | selected on the test booking listing” will list any tests/exams you have selected in the interface
b. “Use what was on the Tests listing” will list all the tests/exams that are currently displayed in the interface
c. “Only show for a specific date / time” will list tests/exams for the date and time you enter. Selecting <all day> will give you all the tests/exams
for that date, or you can specify by start time.

Click “Select template”. A file will open in Excel (see sample “Exam List” below). Note: Clicking “Export to Excel” will export the whole table with all the
columns to an excel spreadsheet.

[E] Export test listing to Excel =OReEN X

Please select the template to use:

<z Add template [ Edit | ) Replace 3 Delete | | Backup | [7] View codes

Template name
Default exam list template (9)

Dates
) Use what | selected on the test booking listing
) Use what was on the Tests listing
@ Only show for a specific date / time

July 30,2013 @+ |<all day> -
[[] Include cancelled and no-show ‘ Refresh preview
’vﬁeledtemplate E Export to Excel jj Choose afile y Cancel
:\\ — =
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Sample Exam List

You can choose what information you want to display and in what order.

CSD Test Centre Activity Schedule by Day

Test Schedule Date: Report Run On:
Friday June 28, 2013 23-Jul-13
Begin Student |Student |Student Test Faculty Class
Time End Time (Number |Last First cfu Course (Code Room Name Time Test Rec'd Test Comment

3:00 AM| 11:00 AM | 99000123 |Brady |Gayle |Added extratime (1 hour) Math |Math 322LEC 1|B2006-02 |F. Campbell | 8:00 AM Added extra time (1 hour)

1:30 PM| 3:00 PM|99000123[Brady |Gayle |Added extratime (30 minutes) |Math |Math 103LEC 3 |B2007-21|T. Brown 2:00 PM|Delivered other. |Added extra time (30 minutes)

TechnoPro Computer Solutions Inc. ©2013, Online Test Booking Manual

80




Preferences

The buttons in the preferences section allow you to customize the look of the Tests and Exams Interface.

] Choose columns  Hide cancelled E
K save layout Auto-size row height  J&{ Best fit

Clear column
Q Load layaout Disahle colour coding filters

‘ Preferences ‘

Choose columns — Not only can you change the order the columns are displayed by clicking and dragging them around, but you can also choose which columns
you want to have in the display at all. When you click “Choose columns”, you will see a window that lists the columns that are available to you, but not currently

displayed. You can drag columns to and from this box.

Column Chooser window

Selecting and dragging “Personld” to the interface

F

sfinitions | & Un-booked students

Drag_a column her

Btudent ¥ Studeni ncPafforlc  Cours

Column Chooser 3 Column Choozer 23
Examld - Examld -
Appointment!d Appointmentld
Personld Perzonld
AppTypeld AppTypeld
LuCourseld LuCourseld
InvigilatorFid = InvigilatorFid =
RoomPid BoomPid
Sittingld Sittingld
AppCode AppCode
AlternateContactld AMternateContactld
ExamStatusLookupld ExamStatusLookupid
Student first Sll.lh'lt ﬁrst
Student first Student first
Date letter issued Tl
R Date letter issued
Depa-h'm;tﬁl Course start
Department Department
D""E'S;Em DeparimentEmail
= e

i Tl

y, Gayle 99000123 Math 322LE(
y, Gayle 99000123 ANTH 101LE
y, Gayle 99000123 ECON 321LE
y, Gayle 99000123 ANTH 101LE
y, Gayle 99000123 FRMC 221TU
y, Gayle 99000123 Math 322LEC
y, Gayle 99000123 ANTH 101LE
y, Gayle 99000123 ECON 321LE
y, Gayle 99000123 Math 322LEC
y, Gayle 99000123 Math 103LEC
ott, Susan 93000255 COMP 201T1
y, Gayle 99000123 ECON 321LE
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k. Rodney 99002870 ECON 321LE

“Personld” now in the interface

Student no ¥ Personld % Course

i i

93000123 136 Math 322LEC
99000123 156 ANTH 101LEC
93000123 136 ECON 321LE!
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Save Layout — Once you have your interface display set up the way you want it (including any additional row formatting you add — see “Row Formatting” on
Page 91), you can save your layout. When you click “Save layout” you will get the usual “Save As” window. You can browse to the location on your computer
that you want to save this file and click “Save”. It will automatically be saved as a “ClockWork Layout File” and you will see the .cwl file extension.

Load Layout — If for some reason your display settings get changed and you want to return to what you had set and saved, click “Load layout”, browse to the
location of the .cwl file on your computer and open that file. Your settings will be restored.

Hide Cancelled — Will hide from the display any tests or exams marked cancelled.

Auto-size row height — When this is clicked, the display height of the rows will changed based on which columns you are seeing on the screen and the amount
of information in the field.

o OFF ON
Prof phone ¢ Exam accommodations Prof phone % Exam accommodations
AT
v » Extra scrap paper
526-770-4434 = Extra scrap paper 526-770-4434 - Scribe

= Extra Time: 50%

278-9854952 - Extra Time: 50% — - —
278-9854952 - Extra Time: 50%

435-7514317 = Extra Time: 50%

Disable colour coding — If you do not want to see the row formatting colours (cancelled, no-show, dropped course, etc.), you can stop displaying them by
clicking the “Disable colour coding” button. This is a toggle button — meaning you turn this feature on and off with the same button.

Best fit — Best fit will adjust the height of the rows and the widths of the columns to the “best fit”. You can manually adjust height and width too.

Clear column filters — If you have filtered columns in order to look at specific data, clicking this button will clear all filters you may have added.
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Options

Re-assign  Close

rooms Exams

Options

Re-assign rooms — The “Re-assign rooms” button allows you to re-assign room assignments for an entire day. When bookings come in, rooms are assigned
one at a time based on the needs of that booking alone, but it’s possible that they could be re-assigned more efficiently if you’re looking at all the bookings
together. You can tell the system to rank some accommodations higher than others. If you have students scheduled into virtual rooms, you may want to first
re-assign all the rooms before arranging for overflow space.

Close Exams — The “Close Exams” button closes the Tests and Exams Interface.
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Tests and Exams Interface Tabs

| @ Test/Exambookings % Calendar |\ Class test definitions | 3 Un-booked students

Test/Exam bookings

This is the main tab where test centre staff will spend most of their time. This table lists all the tests and exams that are booked in your test centre. The table
displays tests and exams based on the date range you have entered. You can do that using the “Set date range” button or by clicking directly on the date range
below the tabs.

@ TestExam bookings | % Calendar | ¥ Class test definiions | & Un-booked students
‘Wednesday May 1 to August 30 . 2013 < Date range

Calendar
The calendar tab allows you to see the test and exam bookings in a calendar format. You can choose to display the calendar in a variety of ways.

okings 4 Calendar ||l Class testdefinitions | 5 Un-booked students|

B2006-01 B2006-02
Wed Thu i Satf... Tue Wed Thu

Month Calendar

Day Calendar
Work Week Calendar
Week Calendar
Month Calendar
Timeline Calendar
i1 Gantt View

Mext Appointment
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Class test definitions

A “class test definition” is created for every unique test/exam that is booked and it contains the details about that test/exam. There can be multiple test/exam
bookings for one test definition. Class test definitions are created when students initiate a test/exam booking, when an instructor creates a test/exam (if
allowed) or you can manually create one from this tab. You can have a separate date range on this tab for when you are looking at test definitions. The “Test
Type” column tells you if it is a test or exam.

| @ TestExambookings | .4 Calendar| [ Class test definitions | 3 Un-booked students|
Wednesday May 1 to August 30 . 2013
Class test definitions hold information about the test the class iz writing. The list below only containg class test definitions that are happening in the future. Mote that a single test definition may contain multiple bookings. Action %
Drag a column here to group by this column. New class test definition
Course description ¥ Date of cl_ 5 Start time o...% End time o...% Instructor contacted d... % Instructor contacted n... 7| Test pickedup... ¥ Test pickedup... ¥ Test Type ¥ Editselecteddefinition
Delete selecteddefinition
W v W W W W W W W
ANTH 101 LEC se... 18 June 2... 9:00 AM 11:00 AM Midterm View
ANTH 101 LEC se... 19 June 2... 2:00 PM 3:00 PM Midterm )
: Clear column filters

ANTH 101 LEC se... 27 June 2...  8:00 AM 10:00 AM Midterm

B |ANTH 101 LEC s |30 July 2013 9:00 AM 11:00 AM Midterm L Choose columns
ANTH 101 LEC se... 19 August... 9:00 AM 12:00 PM Final 3 Generate
COMP 201 TUT 5. 24 July 2013 9:00 AM 10:00 AM Midterm Export to Excel
ECOM 321 LEC 5... 19 June 2... 9:00 AM 10:00 AM Midterm Print
ECON 321 LEC s... 27 June 2... 2:00 PM 3:00 PM Midterm
ECON 321 LEC s... 29 July 2013 11:00 AM 1:00 PM Midterm
ECON 321 LEC s... 20 August... 1:00 PM 4:00 PM Final
FRNC 221 TUT s... 20 June 2... 9:00 AM 10:00 AM Midterm
Math 103 LEC sec... 28 June 2... 2:00 PM 3:00 PM Midterm
Math 103 LEC sec... 3 August2... 9:00 AM 10:30 AM Midterm
Math 103 LEC sec... 21 August... 10:00 AM 1:00 PM Final -

1 Il »
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You have a number of options available on this tab. You can create a new test definition, edit an existing test definition, delete a test definition, filter and sort
the data in this table, change the columns to display, export the test definitions to excel, and print the table of test definitions.

Action

MNew class test definition
Edit selecteddefinition
Delete selected definition

*»

View

Clear column filters
Choose columns

Generate
Export to Excel
Print

TechnoPro Computer Solutions Inc. ©2013, Online Test Booking Manual 86




New class test definition

When you click “New class test definition”, you will open a window that contains fields for general information about the test/exam as well as the form that

instructors see in their wizard. You will need to complete this “Test” tab and the “Test Copy” tab.

Enter date, times and duration

Select the course you’re creating the definition

for (see “Add Course” window on Page 88)

Enter dates and notes as needed

Indicate if this is a test or exam

“ e e o o
# Test Definition — — —
Test | TestCopy
Class Test
Class date and time: R 20. 2013 B~ P
~
9:00 AM [ to 10:00AM 60 (minutes)
Course:
l Selecta course <€
Instructor contacted: E~
<—
I Test picked up: @~ -~
Type: @ Test midtarm or quiz ) Final exam
Please indicate how you can be reached during the test/exam é
What students can use in the test/exam -~
Please select all that apply -

Complete form data

H Save x Close
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Select a course — when you click the “Select a course” button, select the information about the course and when finished click “Select this course”. You will be

returned to the “Test Definition” window.

-
® Add Course (Summer Session 2013)

=)

Options
Flease choose the course to add

Term
inter 2011

Subject:

Section: Show All Sections (F11)

-

—

Show All Subjects (F10 |

-

-

Instructor (lastname, first initial).

Show All Instructors (F12) |

Session:

|l Summer Session 2013 EB

:v Select this course Cancel
—

On the “Test Copy” tab, you have the ability to indicate if the test has been delivered and actually add the test if you have it or are helping a faculty member.
Once all the information about the test/exam is entered on both the “Test” and “Test Copy” tabs, click “Save”.

“— — T
@ Test Definition —_— -

T x|

TestCopy

Test
delivery
method:

[ Mark test delivered online ]

\ [ Mark test delivered other ]

& Add afile 3 Removeafile || View selected file

Date Active File

<
B
:y
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Edit selected definition — this opens the same windows as the “New class test definition” for an existing definition. You can edit any of the information on the
two tabs (you cannot change any course information).

Delete selected definition — You can delete any test definition. You will get an error message if there are test or exam bookings associated with this test
definition. The test/exam bookings will need to be deleted first before you can delete the definition.

F 5
S — Iﬁ

You are not able to delete the selected test definition at this time because there
are 4 bookings for this test currently defined, You must delete all bookings befare
being able to delete a test definition,

Clear column filters — If you have filtered columns in order to look at specific data, clicking this button will clear all filters you may have added.

Choose columns — Like in the preferences section (see Page 81), you change the order the columns are displayed by clicking and dragging them around and you
can choose which columns you want to have in the display at all. When you click “Choose columns”, you will see a window that lists the columns that are
available to you, but not currently displayed. You can drag columns to and from this box.

Export to Excel — Clicking this button automatically exports the entire table to an excel spreadsheet.

Print — This will allow you to choose a printer and your print preferences and will print the entire table.
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Un-booked students

This tab lists any students who could potentially book an upcoming test/exam as there is a class test definition for their class on the system. This does not mean

that they will, just that they could.

The list below shows students that are registered in a course for which there is an upcoming test definition, but who have not vet booked their test. Double-click on a row below to book the test.

Drag a column here to group by this column.

Course Descnipion 7 Dateofclasstest 7 Starttimeof class test 7 Endtimeofclass test 7 Lastname T Firstname 7 Student number 7

Contains: 7 Equals: w7 Equals: 7 Equals: v Contains: v Contains: v Contains: T
b ANTH 101 LEC section 1 19 August 2013 9:00 AM 12:00 PM Rhodes Lucy 99007330

ECON 321 LEC section 7 20 August 2013 1:00 PM 4:00 PM Brady Gayle 99000123

ECON 321 LEC section 7 20 August 2013 1:00 PM 4:00 PM Cook Rodney 99002870

ECON 321 LEC section 7 20 August 2013 1:00 PM 4:00 PM Hill Mike 99001361

Math 103 LEC section 3 5 August 2013 9:00 AM 10:30 AM Bradford Milton 99004897

Student email T

Contains: kg
Lucy_Rhodes@technoprosolutions.com
Gayle_Brady@technoprosolutions.com
Rodney Cook@technoprosolutions.com
Mike_Hill@technoprosolutions.com
Milton_Bradford@technopro.ca

On this tab, you can manually book a student, quickly locate the test definition or email a student. The “View” and “Generate” options are the exact same as the

class test definition tab (see Page 89).

Acuon G / Will open the manual booking window

Book selected student <
Go to selected definition <€ Will open the class test definition tab with this test highlighted

You can choose from a list of (previously created) email
templates or create a custom message

View
Clear column filters
Choose columns

- See definitions on Page 89

Generate
Export to Excel

Print P

TechnoPro Computer Solutions Inc. ©201 3, Online Test Booking Manual

90




Row Formatting
Most of the actions available to you are located in the ribbon menu or on one of the tabs, but row formatting is only available when you right-click in the

test/exam booking table. It is a way for you to create a custom colour code that will highlight the row like the light pink for a cancelled test. The system comes
with a number of defaults (cancelled, no-show, dropped course, modified accommodations, tentative booking, and student booking is different than the test

definition). To create your own:

1. Right-click anywhere in the test/exam table (Note: this is not booking specific)

2. Select “Row formatting”. This will open the “Conditional Formatting Rules Manager” window, where you can see the default rules and create your own

custom rules.

Conditional Formatting Rules Manager - B8 X
Cancel ? .
Delete Rules Rule applies an:
Add new rule| | Remove selected rule Cancelled (Cancelled) T
Best fit columns
: cancelled Rule Properties
Row formatting | status
= Rule name: cancelled
status
Count selected rows status Format only cells with
noshow Cell value: equals to [Valuel] =
StudentReportedSamedsDefinition Value 1: True
Value 2:
TextAlignment MiddleLeft -
RowTextAlignment  Middleleft
Casesensitive False £
Enabled True
RowForeCalar ]
RowBackCalor [] mistyRase
allEararalar Hl e S
TextAlignment

Enter the alignment to be used for the cell values

Apply this rule to entire row
Apply this rule on selected rows

OK | | Cancel |
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Row Formatting Example
Create a rule to highlight the row whenever the exam accommodation “Scribe” is selected.

1.

Click “Add new rule” (as soon as you name it the name
shows on the list)

From the “Rule applies on” drop-down list, select the
column heading where the information you are checking is
located. (For example the cancelled rule applies on the
“Cancelled” column heading). In this case “Exam
accommodations” is the column heading required.

Name the rule, in this case “Scribe”

The cell value drop-down list gives you many options to
choose from. Select the one that will return the result you
are looking for. In this case “contains [value 1]”.

Enter the value or values you are comparing in the boxes
beside “Value 1” and “Value 2”. In this case “Scribe” was
entered for value 1 and nothing is entered for value 2.

The next section allows you to format the row properties
regarding placement of text, the colour of the row, the
colour of the text in front of the row, etc. The properties
that were adjusted in the this example were the
RowForeColor, RowBackColor, CellForeColor, and
CellBackColor (black text and orange highlighting).

Finally, check to apply the rule to the entire row (unless you
only want the highlighting to show up in the column) and

keep the box checked for “Apply this rule on selected rows”

Click “OK”

%
[T}
i

Rules

Add new rule Remove selected rule

cancelled

status

status

status

noshow

Scribe
StudentReportedSameAsDefinition

Rule applies on:

Exam accommodations (ExamAccommaodations) -

Rule Properties

Rule name: Secribe
Format only cells with
Cell value: contains [WValuel] -
Value 1: Scribe
Value 2
Enabled True -

RowFareColar - 0,40, 0
[] 253,163 84
CellForeColor Nz
CellBackCaolaor |:| 253, 163, 84

ApplyOnSelectedRov True

RowBackColor

m

RowBackColor

Enter the background color to be used for the
entire row

Apply this rule to entire r-:n.'.r

Apply this rule om selected rows

OK Cancel Apply
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Using the Tests and Exams Interface
When you double-click any test/exam booking in the Tests and Exams Interface, the “Test / Exam Detail” window opens. This window, which contains five tabs,

provides a large amount of information about the test/exam booking.

Test Detail
There are five tabs Indicates if test was cancelled, is
in this window Test date tentative or if student was a no-show
If the date or time the == A =\ - A .
L. Test / Exam Detail (Id=529) \ /7
student entered is different : =
. Test Detail ‘Test Copy | Instructor Info | Student Info | In\ﬂgllator| l \
from the date or time the : 1 : 1 Accommodated start and end
instructor entered, you will ) Eixreported date fime i = Awust 05,2018 B | Coreslled | Toricthe  loshow times, including duration
. pe . The student reported class date and . 9:00 AM |5 <
be notified there is a #im do notmatch he ciasstest - | 1o, _
. > definition date and time. Click to End: 115 AM |2 duration J 50% extra time
d|screpa ncy change the student date and time to
whatthe class test definition says. 135 nutes) L—1 Test tvpe
R g Mark as submitted Type: lTest - /
Once the instructor uses the r e The instructor hzs not yetsubmited M| [Seat — | |B2006-02 desk::AVAILABLE -AVAILABLE: - [@Autofind seat | <& Seat assignment
Instructor Wizard and marcinto as submited - o [ Arornate
l . T - I
submits information about /| Student - -
H Gayle Brady - - = projected 5 B pd
the test/exam, this Gayle_Brady@technoprosolutions.com Actual %00 AM © end 1115 el end. -~ Place to record actual start
nOtIflcatlon WI” Clear Course Check the accommodations below that the student requires for this test: and end tlmes
Math 103LEC 3 (Winter 2011) [ Awvailability of contact with TA/Professor during accommodated exams
T. Brown . brown@tpro.ca 276-916- Extra scrap paper
6053 ] Scribe
[ Quiet room with fewer than 15 students
StUdent' course, < Class date / time cdit class test Extra Time: 50% \ i
instructor and class August 5, 2013 (Monday) | Selected accommodations
. . & 10:00 AM to 1130 AM (1 hour and 30
test information minutes)
Booking notes: Private notes:
+ Added extra time (45 minutes) - -
< Notes can be added here
| a N . .
4 n 3
If you make any changes, be
sure to click “Save” —> ke save 3 ciose

Booking notes are added by the system
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Test Copy

This tab tells you if the instructor has uploaded a test and if they have the attachment is available to print from this tab.

If an instructor uploaded a test the “Test delivery method” box will say “Delivered online” followed by the date and a file will be located in the table. If the

instructor drops a hard copy of the test off to the Test Centre, you can click “Mark test delivered other” which will add “Delivered other” into the box and you
can add the date manually. If the instructor emailed you a copy of the test, you can manually add it to the test booking by clicking “Add a file” and browsing to

the file’s location on your computer.

To print the test, simply double-click on the file name and it will open it the software associated with the file (e.g. Microsoft Word or Adobe Acrobat Reader) and

you can print it from there. If an instructor has uploaded more than one test (file), they will both be listed here.

® Test / Exam Detail (Id=530) ==

Test Detail | Test Copy | Instructor Info | Student Inf&l Invigilatur|

| Mark test delivered online | ;—Zﬁ:rew Delivered online 2013-07-12

[ Mark test delivered other ] method:

£y Add afile 3 Remove afile E View selected file

Date Active File
120772013 3:35:34 .. Yes Test file 1.docx

/3

H oave % Close

Uploaded file(s)
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Instructor Info and Student Info

The “Instructor Info” tab lists all the information from the form that you
created for the Instructor Wizard. This includes items all students are
allowed to bring into the test/exam as well as any classroom-specific
software that may be required for the test/exam.

The “Student Info” tab lists all the information from the form that you
created for the Student Wizard regarding classroom-specific software that
may be required for the test/exam.

® Test/ Exam Detail Id=534)

=Nnen X

| Test Detail | Test Copy| Instructor Infa | Student Info | Invigilator

Please indicate how you can be reached during the test/exam
cell phone 416-852-9564

What students can use in the test/fexam
Please select all that apply

[T Cheat sheet

[T Calculator

[#] Scrap paper

[C]Laptop

[7] Text book(s)

Name of book(s)

Special Instructions

student will need green scantron for multiple choice section

T | 3

»

m

«|
Hgave x Close
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® Test/ Exam Detail (Id=534) E=ET

| Test Detail | Test Copy | Instructor Info | Student Info |nvigi|at0r|

Select the software you will need for your test/exam
[ AutoCad

[ Microsoft Excel

[ Simply Accounting

[ Quick Books

il [ 7] Other

please specify

Hgave x Close
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Invigilator

This tab gives you the capability of assigning invigilators to the test bookings and provides a place for invigilators to add notes about the test/exam. (Note: you
will need to set up an “Invigilators” user group and then assign your invigilators to that group in the ClockWork settings first).

_
®: Test/ Exam Detail (ld=534) | e S

| Test Detail | Test Copy | Instructor Info | Student Info | Invigilator

Invigilator: -
Other 1: [~][ Clearother1 |
Other 2: IEI [ Clear other 2 ]

M ® { Y S

Iiﬂ-
]
m
i

H Save x Close
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Using the Tests and Exams Interface Table

The most versatile part of the system is that you can sort, filter and manipulate the data almost any way you like. You can sort alphabetically (or numerically) on
any column by clicking on the column title. If you click once, it will sort in ascending order and when you click again it will switch to descending order — you can
switch back and forth simply by clicking the title again.

There is a row under the column titles that says either “No filter”, “Contains”, “Equals” or has a check box. Except for the columns that have No filter, you can
filter the table based on that column containing the data you type in.

Scheduled date % Scheduled start % Scheduled end % Student % Student no v Course description % Descrption v Room % | Cancelled %  Status % MNoShow ¥

i) v v v 1 v v v v v m v v W ¥
Jul 29, 2013 11:00 AM 1:00 PM Branch, James 99002443  ECON 321LEC 7 (Winter 2011) Test B2006-01 | Booked |
Jul 29, 2013 11:00 AM 1:00 PM Hill, Mike 99001361 ECON 321LEC 7 (Winter 2011)  Test B2006-03 0 Booked 0
Jul 30, 2013 9:00 AM 12:00 PM Brady. Gayle 99000123  ANTH 101LEC 1 (Winter 2011)  Test B2007-21 0 Booked 0
Jul 30, 2013 9:00 AM 12:30 PM Rhodes, Lucy 99007330  ANTH 101LEC 1 (Winter 2011)  Test B2006-02 B Booked B
Jul 30, 2013 9:00 AM 11:00 AM Strickland, Judy 99004128  ANTH 101LEC 1 (Winter 2011)  Test B2006-01 B Booked B

For example if you are looking for all tests for one particular student you would type the student’s last name in the “Contains” field and the table would display
only the test/exam bookings for that student.

Scheduled date % Scheduled start ¥ Scheduled end W Student 7 Student no W Course description %  Description v Room ¥ Cancelled % Status ¥ | NoShow ¥
= i i W W W W m v i @ W

Jul 30, 2013 9:00 A 11:00 AM Strickland, Judy 99004128 ANTH 101LEC 1 (Winter 2011)  Test B2006-01 O Booked o

Aug 19, 2013 9:00 AM 12:00 PM Strickland, Judy 99004128 ANTH 101LEC 1 (Winter 2011)  Exam B2006-02 [} Booked =

If you click in the checkbox in the “Cancelled” column, the table will display only those tests/exam that have been marked cance

Scheduled date ¥ Scheduled start % Scheduled end % Student % Student no ¥ Course description % Description ¥ Room %\ Cancelled ) Status ¥ NoShow ¥
= W W W ' T g ' i K m W

Jun 18, 2013 9:00 AM 12:00 PM Brady, Gayle 99000123 ANTH 101LEC 1 (Winter 2011)  Exam B2006-02 Cancelled |

Jun 27, 2013 1:30 PM 3:00 PM Brady, Gayle 99000123 ECON 321LEC 7 (Winter 2011)  Test B2007-21 Cancelled |

Jul 29, 2013 11:00 AM 2:00 PM Cook, Rodney 99002870 ECON 321LEC 7 (Winter 2011)  Test B2007-21 Cancelled |

There is no end of sorting and filtering options and combinations available to you.
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