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TESTING POLICIES
The National Institute for Automotive Service Excellence (ASE) has collaborated with the ASE Education
Foundation (formerly NATEF and AYES) and SkillsUSA to offer the ASE Entry-level certification tests for use
by schools and other organizations to evaluate students and other individuals nearing completion of an
automotive technology course of study or other workplace readiness program.

ForASEEntry-l evel certification tests to effectively measur e
and securely administered. Therefore, both the school/site staff who assign and schedule the tests and the
proctors who administer them must acknowledge and comply with all program procedures.

Testing Dates and Times i ASE Entry-level certification tests may be administered anytime during the
published academic year when a proctor and an appropriate testing facility are available. Excluding of course
during times of system maintenance.

Testing Environment i ASE Entry-level certification tests may be administered on any computer that meets
the minimum technical and security requirements, published at www.ASE.com/Entry-level. The
computer/workstation(s) for delivering the ASE Entry-level certification tests must be located in a computer lab,
test center, or other appropriate testing location that provides for monitoring by the proctor, reasonable
shielding from others, freedom from distractions, and comfort for the examinee.

Proctors T The proctor may be a school/site administrative staff member, a current or retired faculty member,
other any other individual deemed qualified by the school/site. However, any proctor selected by the
Site/School may not have a working or teaching background in automotive service technology. Students may
not be proctors.

Proctord6s Rgisplhoensdrbdadtiar is responsible for verifying t
test for the candidate, and providing general oversight of the candidate during the testing session. This

includes ensuring that there is no cheating of any kind, including giving or receiving help, using books or notes,

etc.

Accommodations - Candidates with special needs (e.g. students with Individual Education Plans) may
receive reasonable accommodations for their special needs, at the discretion of the School/Site, and provided
that such accommodations do not compromise test integrity.

Retests i Candidates are eligible for one and only one retest attempt for any or all ASE Entry-level
certification tests completed during the academic year (July 1 through the following June 30) provided such
retest attempt is scheduled 30 days or more from test completion date of the first attempt. Retest attempts
must be completed on or before the last day of the academic year (June 30) in which the first attempt was
completed

Instructor (Role) Level Accessi Al | persons assigned the 6l nstructoré r
the testing platform in order to register students/ can:
share their access credentials with anyone (students nor other school personnel) and must take reasonable

precautions to safeguard their credential s. 6l nstruct ol

Cancellation of Scores i ASE reserves the right, in its sole discretion, to cancel any test score and/or bar

participation in the ASE Entry-level certification testing program if ASE has reason to question the validity of a

test score. Misconduct during the testing session, multiple test assignments to an individual candidate within

an academic year, and 6l nstructordé6 access to test for m:

Good and Reasonable Effort i ASE considers each School/Site participating in ASE Entry-level certification
tests an active partner in the test delivery process. ASE expects all School/Site staff involved in the testing
program to exercise good and reasonable effort to maintain the integrity of the testing program.

User Name i All non-student users must use a valid email address as their ASE Entry-level certification
testing username.
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OVERVIEW OF USER ROLES
Each user in the ASE Entry-level Certification online test delivery system is assigned one or
more user roles, with each role having specific responsibilities and capabilities. These roles
are somewhat hierarchical and include a site administrator, instructor, proctor, and student.

School's Site Administrator

The site administrator serves as the primary system coordinator for the school and has the
highest level of overall responsibility.

The site administrator role possesses the following abilities and responsibilities:

1. Activate the school's account at the beginning of each new academic year

2. Grant permission for ASE to release test results to the state's Department of
Education and/or local school district.
Add and remove instructors to/from the school
Add and remove proctors to/from the school
Reset instructordés and proctords passwor
Import lists of students to the system
Create and export school level score reports
Monitor the progress of all testing
Assist any instructor by selecting the "Assist Instructor” button from the list of
instructors, and thereby perform any of the instructor identified abilities and
responsibilities

©COoNoOOkW

A site administrator may be assigned to more than one school. For school systems that
have a central coordinator for the tests, this feature allows one person to manage and
monitor multiple schools.

Assignment as a site administrator can only be made through the ASE Entry-level
Certification help desk. For changes to the Site Administrator and/or school profile
information, please contact the ASE Entry-level Certification help desk phone number: 1-
800-362-0544.

Supervisor

To be introduced in September 2019, the school Supervisor is an optional role that can be
established by the Site Administrator to assist with importing a list of students to the system
as well as creating and exporting school level score reports.
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Instructor

The instructor role may only be assigned to instructors teaching motor vehicle technology.
Non-instructional staff may not be assigned an instructor role.

The instructor role possesses the following abilities and responsibilities:
1. Verify and edit own profile
2. Build and maintain class rosters
3. Add existing students to a class roster
4. Add new students to a class roster
5. Remove student names from their own class roster
6. Reset student passwords
7. Assign tests to students
8. View student test results
9. Create proctors
10. Print test results and certificates

Instructors are established by the school's site administrator. Where appropriate, the
instructor may be associated with more than one school.

Proctors

Proctors are responsible for enabling and monitoring the tests for the students. Proctors are
established by either the instructor or the site administrator. The proctor may be a
school/site administrative staff member, a current or retired faculty member, other any other
individual deemed qualified by the school/site. However, any proctor selected by the
Site/School may not have a working or teaching background in automotive service
technology. Students may not be proctors. Where appropriate, proctors may be associated
with more than one school.

The proctor role possesses the following abilities and responsibilities:
1. Verify a student's identity
2. Enable the assigned test one at a time
3. Reenable atest if the student's test session be interrupted
4. Monitor the test session to ensure all testing policies are followed

Students

The student role can be assigned to any student currently enrolled in the automotive
program. Student users are initially established by an instructor by placing the student's
name on one or more class rosters. This process creates a unique roster key to be used
by the student during their first login as a means to confirm a link to the instructor's roster.

Student responsibilities include:
1. Login prior to test date and complete their student profile
2. Take tests assigned to them by their instructor
3. View test results online through their profile page
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Students may continue to access their records through the ASE Entry-level Certification
portal from any computer with Internet access for approximately two years.

USER LOGIN - GENERAL
All users of the ASE Entry-level Certification online test delivery system will login through
the home page: www.ASE.com/Entry-level. Two login buttons are provided, one for school

staff, the other for students.

ﬁ PATHWAY TESTS
FORMERLY ASE STUDENT CERTIFICATION

GET STARTED RESCURCES

STAFF LOGIN STUDENT LOGIN

School Staff Login

School site administrators, instructors, and proctors will
sign in through the School Staff Login portal by entering
their username and password as indicated.

The username and password are sent to school staff via
email when they are initially established as a user in the
system. Upon initial login, users are asked to change
their password. Username and passwords can be self-
edited at any time through the user's profile. The user
should create a password recovery question and answer
in their profile to help them re-set their password should
it be forgotten or misplaced in the future.

1 Passwords must be at least six characters long

and contain two non-alpha characters.
1 Usernames must be a valid email address.

School Staff Login

User Name:

Password:

| Forgot My Password

Log In

Users must take reasonable measures to keep their login credential secure and may NOT

share their credentials with anyone.

Effective 7/1/2019
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Student Login

Students logging in for the first time will use the New
Student Registration portal provided in the lower half of
the Student Login screen. In addition to entering their
first and last name, they must enter the Roster Key
provided by one of their instructors. A student must first
appear on an instructor's roster before the student can
establish their profile in the system.

Upon the first login, the student must complete their
student profile and create a permanent username and
password. The student must also create a password
recovery question and answer in their profile to help
them re-set their password should it be forgotten or
misplaced in the future. Future student logins will be
accomplished through the upper "Student” portal.

Passwords must be at least six characters long and
contain two non-alpha characters.

User Mame:

FPassword:

| Forgot My Password

Log In

New Student Registration

First Name:
Last Name:

Roster Key:

Register

Effective 7/1/2019
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SITE ADMINISTRATOR
Each school must have someone identified as the site administrator to participate with the
ASE Entry-level Certification program. This person is initially identified by the school on the
School Activation form. Changes can be made as necessary by contacting the help desk.

When the site administrator is established or updated, they will receive an email notifying
them of the assignment. If they are a new user to the system, their username and password
will also be sent via email. The new site administrator should login as soon as practical and
update their password to something of their choosing. At this time the site administrator
should create a password recovery question and answer should they misplace or forget
their password in the future.

School Participation Agreement

Each year upon the first login, the school's site administrator must acknowledge that they
have read and accept the ASE Entry-level Certification testing policies. This step must be
completed before any other staff member can access the system.

ASE ENTRY-LEVEL CERTIFICATION SCHOOL PARTICIPATION ACKNOWLEDGEMENT

Warning: Failing to accept this acknowledgement will prevent all users and staff from accessing this testing application.

I hereby acknowledge that I have read and accept the ASE Entry-level Certification. I further agree to act as the Site Administrator for this school. and to serve in good faith as a testing partner to ensure
all users comply with the ASE Entry-level Certification Testing Policies. I agree to receive correspondence from ASE as the administrator of the tests, or any of the supporting partners (ASE Education
Foundation and SkillsUSA) either by mail or electronically.

Yes, | acknowledge the ASE Student Testing Policies. | No, | do NOT acknowledge the ASE Student Testing Policies.

Note: Updated August 1, 2018

Permission to Release Score Results

If your school is required to provide detailed score results to the State Department of
Education or local school district, and those entities have made arrangements with ASE,
you may authorize ASE to release those results directly on your behalf. This is
accomplished by agreeing to the "Permission To Release Score Data" authorization screen
available on the site administrator's dashboard (home page). This form automatically
appears upon the first login of each academic year.

ASE ENTRY-LEVEL CERTIFICATION PERMISSION TO RELEASE SCORE DATA

I hereby authorize the National Institute for Automotive Service Excellence (ASE) to release ASE Entry-level Certification test results data, on behalf of the school(s) for which I am
the ASE Entry-level Certification Site Administrator. This permission applies to releases to the State Department of Education (DoE) in my state and’or the School District with which
my school is associated, upon a bona fide request from an authorized authority in such State or District. I understand these data may include the following information: School Name,
Student First Name, Student Last Name, Local Student ID (if provided), Student Date of Birth, Test Assigned By, Test Identifier. Total Score, Pass/Fail Result, Test Window and Test
Date.

This authorization is limited to the current academic year as defined by the ASE Entry-level Certification test administration system.
By answering "YES", I also certify that I am authorized to grant such permission on behalf the school(s) for which I serve as the ASE Entry-level Certification Site Administrator.
ASE will deliver these data via secure file transfer or other secure method as deemed appropriate, in our discretion. You may return to this page by logging into vour profile

at wuww.ASE com/entrvlevel and change vour permission status at any time. If you change your permission during the academic vear the latest permission status applies to all data for
that academic vear.

Yes, | authorize the release of information. No, | do NOT authorize the release of information.

Note: Updated: August 1. 2019
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Site Administrator Dashboard

An individual user may be established as a site administrator for more than one school.

This allows a group of schools (e.g., a school district) to utilize a central coordinator if
desired. Users who are associated with more than one school are given a "Select School"
dropdown button for switching from one school to another. Care must be taken to ensure
that the correct school is selected before making any changes. If the user is associated with
only one school, the "Select School" option will not be displayed.

AS=

Beta Test School (Z7)
School Administration
by Summit Glebal Testing

School Administration
Select a School

Beta Test School v

[® Locour

This dropdown is
not shown if user is
associated with —
only one school. dgross
City [ State
Authority

Main Telephone

Administrator:

Indicates which
school is currently
selected

Beta Test School

111 Main Street
Leesburg Z7 55555
Principal Robert Jones

555-555-5555

Jim Admin (emailiusername: JAdmin@beta.edu) | Edit User
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Adding Instructors

The site administrator's first step should be to maintain the school's list of participating
automotive instructors. New instructors can be added, and instructors who are no longer
with the school can be disassociated from the school.

To add a new instructor to the school, the following information is needed:
1. First and last name
2. Email address (this will be their username)
3. Telephone number

To determine if the instructor is already in the system, click "Add Instructor”, enter the
instructor's email address into the "User Name" box under the label "Select Existing User",
and then select "Find User".

School
Address
City / State
Authonty

Main Telephone

Administrator:

Pending Assignments

Instructors

Beta - VA

111 Main St
Leesburg ZZ 20175
Principal Smith

333-355-5335

Jim Admin {emailfusemame: Jadmin@beta. edu)

add a new instructor, click here. ’

Proctors

m add a new proctor, click here. ’

Edit User

11
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Beta - VA (Z2)

Crhanl A ctro

User Name: |jbrown@school.edu |

To search for an instructor, enter their
email and click "Find User".

___—

If the instructor is already in the system, a profile box will be displayed with additional
information you can use to verify his/her identity. If this is correct, click "Select This User".
An email will be automatically sent to the instructor requesting that they accept this
assignment to your school.

Beta - VA (Z2)

User Name: [jbrown@school.edu

User Name JBrown@School.edu
NamePrefix

First John

Last Brown

NameSuffix

Title Instructor

Telephone

If the instructor is not already in the system, select "Create New User" in the box below and
enter the required information. When ready, click "Create User" at the bottom of the screen.
Two emails will automatically be sent to the instructor. The first email provides them with a
temporary password and login instructions. The second email notifies them of the
requested assignment as an instructor. Upon initial login, the instructor can complete their
profile, update their password to something of their choosing, accept the instructor
assignment, and begin setting up their class roster.
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User Name: |bjones@beta.edu

®

Add New User Form
* = Required Field

Password Recovery Question

Password Recovery Answer

Email Address (user name) * |bj0nes@beta.edu |
Prefix | |
First Hame * |Bob |
Last Mame * |J0nes |
Suffix |
Titles |
|
|
|

|
|
Telephone |
|
|

The "Add Instructor” process is completed once the instructor logs in and accepts your
request to be listed as an instructor for the school.

Based on your school's internal arrangements for test administration and management, you
may also add yourself as either an instructor or a proctor, if appropriate.

Retiring or Editing Instructors

If an instructor appears on your instructor list who is no longer associated with your school,
click the "Retire Instructor" button located next to their name. This will disassociate their
instructor profile from your school. Their profile will stay live in the system and all links to
other schools and roles will be maintained.

If an instructor's name is spelled incorrectly (e.g. Bob vs. Robert), select the "Edit
Instructor's Profile" button to access their profile and make the required changes. Only the
school's site administrator, or the ASE Entry-level Certification help desk, can make
changes to the instructor's name. Otherwise, the instructor can maintain the rest of their
profile as needed.

| To edit instructor's profile, click here. |

Instructors

First Last User Name

Assist Instructor Robert Jones FThomas@Bets edu Edit Instructor's Profile Retire Instructor

Add Instructor
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Adding Proctors

Using the "Add Proctor" button, you may add proctors in the same manner as instructors.
Although both the site administrator and instructors may add proctors, it's important to note
that instructors cannot be proctors.

The proctor may be a school administrative staff member or current or retired faculty
member, but may not be a faculty member currently teaching motor vehicle technology.
Students may not be proctors.

School Beta - VA

Addrezs 111 Main St

City / State Leesburg Z7 20178

Authorty Principal Smith

Main Telephone 555-555-5555

Administrator: Jim Admin (emailfusemame: JAdmin@beta edu) | Edit User
Edit School Profile

Pending Assignments

Instructors

Proctors

EE] <
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Pending Assignments as Instructors or Proctors

To determine if an instructor or proctor has logged in and accepted their assignment, or to
cancel an assignment, review the Pending Assignments section of the School
Administrator's main page (Navigation tip: click School Administration Dashboard if not
visible on current page).

School Administration
Instructor was added.
Welcome Email sent.
0 o
0 o
View All Credits View Prior Years' Credits
School Beta - VA
Address 111 Main St
City / State Leesburg ZZ 201738
Authorty Principal Smith
Main Telephone 555-555-5555
Administrator: Jim Admin (emailiusermame: JAdmin@beta.edu) | Edit User
Pending Assignments
First Last User Name Role Status As of
Cancel Assignment Bob Jones bjones@beta.edu Instructor Pending 81132015 5:26:06 PM

Assisting Instructors

As the school's site administrator, you can also perform all the same functions as the
instructor. This feature allows you to assist the instructor with any of their responsibilities
such as managing class rosters, assigning tests, and reviewing testing progress. To access
this feature, click the "Assist Instructor" button for the instructor you wish to help. This
essentially allows you to act on their behalf and perform any of the functions that are
associated with that instructor.

Instructors
First Last User Name

Assist Instructor Bob Jones bjenes@beta.edu Edit Instructor's Profile Retire Instructor
15 Effective 7/1/2019
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Site Administrator with Proctor Role

Site administrators who also have a proctor role can switch between those two roles by
ecting either the "School Administration”
tests for students, the user must be on the Proctor screen. For details on the Proctor

capabilities and procedures, please refer to the Proctor section of this manual.

s el

Beta - VA (Z2)

School Administration Proctor Dashboard

School Administration

School
Address
City / State
Authority

Main Telephone

Administrator:

/)r Site Administrators who
are also Proctors, click here to

switch to the Proctor screen to
unlock tests.

Beta - VA

111 Main St
Leesburg 27 20178
Principal Smith
555-555-55655

Jim Admin (emaillusername: JAdmin@beta. edu) | Edit User
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School Level Score Report

The school's site administrator can create and download either a pdf or a comma separated
value (CSV) text file that shows all results for all students for a given academic year. This
report can then be used for school-wide data reporting. To create the report, select the
desired test window from the dropdown box in the Export School Report section of the Site
Administrator's dashboard (see below).

Schools that wish to have access to historical test results should download and archive
these files for future reference. The online system retains student records for two years.

Completed Assignments

View History

Select Test Window

Export School Report l

Select One...

Export PDF

Student List

View Student List

Export CSV

Batch Import Students

Below is a sample report in coma separated value (CSV) format followed by an example of
a report in PDF.

A B C D E F G H | il
1 |StudentlaStudentFi LocalStudentlD SeriesNan TestMame TestScore Pass/Fail TestAssignedBy TestWindow DateCompleted
2 |Brown Carry 987456123 Automobi Engine Repair 30 Pass Jones, Bob (bjones@bets 2018 - 2019 Acade 10/8/2018
3 Brown  Carry 987456123 AutomobiSuspension and Steer 30 Pass Jones, Bob (bjones@betz 2018 - 2019 Acade 10/8/2018
4 Brown Carry 987456123 Automobi Suspension and Steer 39 Pass Jones, Bob (bjones@bete 2018 - 2019 Acade 8/14/2018
5 Brown  Carry 987456123 AutomobiEngine Repair 40 Pass Jones, Bob (bjones@betz 2018 - 2019 Acade 8/14/2018
- o " - Beta HS - VA
Entry-Level Certification Program 111 Main st
. Jacksonville, 77 32224
School Report: 2019 - 2020
Student Last Name | Student First Name | Local Student ID Series Name Test Name Test Score | Pass/Fail Test Assigned By Test Window | Date Completed
Albert Bob Medium/Heavy Truck | Inspection Maintenance and Minor Repair 35 Fail Jones, Bob (bjones@beta.edu) | 2019 - 2020 7/28/2019
Albert Bob Medium/Heavy Truck | Inspection Maintenance and Minor Repair 0 Fail Jones, Bob (bjones@beta.edu) | 2019 - 2020 8/7/2019
ConCien Pass Medium/Heavy Truck | Electrical/Electronic Systems 40 Pass Jones, Bob (bjones@beta.edu) | 2019 - 2020 7/19/2019
ConCien Pass Medium/Heavy Truck | Steering and Suspension 40 Pass Jones, Bob (bjones@beta.edu) | 2019 - 2020 7/19/2019
ConCien Pass Automobile Maintenance and Light Repair 60 Pass Jones, Bob (bjones@beta.edu) | 2019 - 2020 7/19/2019
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Student ID Maintenance

For schools that report their student test results to another agency, such as the Department
of Education, the State ID field in the student's profile is the key field for database data
matching. This State ID can be entered and edited through the student's profile by either

the student or instructor.

The school's site administrator and/or supervisor can view and edit the State ID for all
students through a special link at the bottom of their dashboard. It is highly recommended
that the site administrator use this list to verify and correct any missing IDs before using the
batch import utility for adding new students. This will help eliminate duplicate entries for
students who have been entered previously.

Each column can be A-Z or Z-A sorted by clicking on the column heading. Clicking the edit
button next to the student name will open to the student's profile page. Here the site
administrator can edit the student's ID, save the changes, then navigate back as needed.

Site Administrator's Dashboard

Select One...

} Student List

Export Schoeol Report
Select Test Window

Generate Report for the Selected Test Window

Student List (Used to validate student ID)

First Name

Andy

Bob

Harry

Harry

Carry

Tim

Hally

Terry

Something

Harry

Student List

Last Name Date of Birth

Adams V

Adams V

Big

Bigfoot

Brown

First

Hobby

Hope

Last

Potter

State ID

Al124

A1235

963852749

937456852

987456123

777001

789456123

986325147

741852963

123741852

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit
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Batch Import Student List
New students can be loaded to the master school student list by importing a comma
separated value (CSV) file that contains the following fields: StatelD, FirstName, LastName.

Important - The batch import should only be used after the site administrator and/or
supervisor has verified that the state IDs are complete for all previously entered students.
Failure to do so can result in the duplication of students.

In the source file used for importing student names, care must be taken to ensure that no
extraneous spaces or unwanted characters are included in either the first or last name
fields.

For Detailed Batch Import Instructions - please refer to the detailed instructions on the
www.ASE.com/Entry-level home page.
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INSTRUCTORS
Instructors are established in the ASE Entry-level Certification test delivery system by the
school's site administrator. Once an instructor has a user profile, they may be linked to
other schools if desired. Since the linking process is initiated by the site administrator from
the other school, the instructor must provide their username (i.e., email address) to the site
administrator making the requested link. When an instructor is set up in the system, or
when an instructor assignment request is made from another school, the instructor will
receive an email notification that serves as a request to be associated with that school.

To accept an instructor linkage request, the instructor must login to the ASE Entry-level
Certification site and click the "Accept" button under Pending Assignments.

AS=

You have the following pending assigments:
SROEE L NE L Y School Role As of

fAcceptri Beta - VA (ZZ) Instructor 08/13/2018 T'Decline-

(W rocour

Page: 1 of 1
<= 2>

After accepting the assignment, the instructor will be taken to their "Instructor Dashboard"
(similar to a home page). This is the starting point for managing rosters, assigning tests,
viewing results, etc. It's helpful to know that clicking the "Instructor Dashboard" button on
any page will bring the instructor back to this page. The first step would normally be to
create a new roster.

Beta - VA (Z2)

nstructor Dashboard
Bob Jones's Instructor Dashboard (bjones@beta.edu)

0 0

0 0

To create a new
roster, click here.

Rosters

Add Roster
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Student Roster Management

Rosters are limited to a maximum of 45 students and each roster must be associated with a
test series (i.e. Automobile, Truck, Collision).

Helpful Concept i Regardless of whether the school has one or multiple instructors, or
whether an instructor has one or multiple rosters, the process of building class rosters
creates a master school roster behind the scenes. This school-wide "master school roster"
is used to create an available student list when creating a new roster or when editing an
existing roster. All instructors in the school will access and contribute to the school-wide
roster when making their individual class rosters. This helps to prevent the duplication of
students in the system as well as saves time for the instructor when building a roster.

Creating a Roster and Linking to a Test Series

Clicking the Add Roster button on the Instructor Dashboard will open an add new roster
screen as shown below.
1. Select the test series to be associated with this roster. Clicking the dropdown arrow
will reveal all test series.
2. Give the roster a meaningful name.
3. Optional - Provide a brief description (e.g. course number, AM students, etc.)
4. Click "Create Roster" to save.

Beta - VA (Z2)

nstructor Dashboard

Add New Roster

Select Test Series Automobile v Instructions- To create a new roster:
1. Select the test series to be associated with this roster.

Roster / C M ) )
pster/ tourse Hame Auto | 2. Give the roster a meaningful name.
Junior Class| 3. Optional - Provide a brief description of the roster.
4. Click 'Create Roster' to save.
Description
p
Academic Year 2018-2019 Academic Year
Academic Year Start Date 8/1/2018
Academic Year End Dal 6/28/2019
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Once the new roster is created, it will appear in a list on the Instructor's Dashboard. Any
previous rosters will also be displayed. To work with any roster, click the "Select" button.

Rosters
Status Year Roster / Course Name  Description Student Count  Added

Select| Active 2018-2019 Academic Year  Auto | Junior Class 0 08/14/2018 | View Instructor Report

To add students to the roster and assign tests, follow the instructions on the screen.

Roster Detail

Back to Instructor Dashboard

Auto | Bob Jones
Junior Class Active

2018-2019 Academic Year

Automobile

1. To add students to this roster, click "Add/Create New Students’

2. Note - Roster size is limited to 45 students total.

3. Click 'Enable Test Assignment' for each student who will be testing. TIP - Click the
"Select All' box to enabls test assignments for all students on this roster.

4. Save changes (click "Save') before leaving this page

5. Click the 'Assign Student Tests' button to proceed to the test assignment page.

AddiCreate New Student(s) Batch Print Certificates.

Students who are already in the system (e.g. returning from the previous year or already
entered by another instructor) can be added to the roster by clicking/highlighting their name
on the list of available students, then clicking the "Add Selected Students To Roster" button.

Add Student
I r———
o v
Andy Adams IV 813/2014 No No
Bob Adams V' 81312014 Mo No
Bob Second 10/20/2014 No Mo
Carry Brown 9/19/2016 Mo Mo
Harry Bigfoot 9/10/2016 No No
Harry Big 9/18/2016 No Mo
Harry Potter 9/10/2016 No No
Holly Hobby 5/19/2016 No Mo
Mary Smith 9/19/2016 No Mo
Something Last 9/19/2016 No Mo
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To find a student by name, enter either their first or last name, or partial name, in the
"SEARCH" box to filter out all records not including that entry.

Add Student

o v Sob
Bob Adams V 8132014 No Yes
Bob Second 1072002014 No ‘Yes

Columns can also be A-Z and Z-A sorted by clicking on the column header.

Notice also that once a student has been added to the roster, the "On Roster" status on the
list changes to "yes".

Add Selected Students To Roster /

Holly Hobby 9/19/2016 No Yes _
Suzy Sunshine 9M19/2016 No No

Tim First 102072014 No No

Harry Bigfoot 9/19/2016 No No

Harry Big 9/19/2016 No No

Terry Hope a19/2016 No No

Something Last 9/19/2016 No No

Andy Adams IV 8132014 No No

Carry Brown 9/19/2016 No fes _
Tony Third 1072002014 No No

Showing 1 to 10 of 14 entries (filtered from 251,645 total entries) Previous 1 2 MNext
_J/To add a new student, click
here to expand the box.

Students not already in the system can be added one at a time using the New Student
option at the bottom of the Add Student screen (also see batch import instructions for
another option). Clicking the New Student button will expand the New Student box to
provide a means to enter new student names. All that is required using this method is the
first and last name of the student.
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Add New Student To Roster

Repeat the process for each new
student to be added.

Holly Hobby 9/19/2016 No Yes
Suzy Sunshine 919/2016 No No
Tim First 10V20/2014 No No
Harry Bigfoot 9/19/2016 No No
Harry Big 91192016 No No
Terry Hope 9/19/2016 No No
Something Last 9/19/2016 No No
Andy Adams IV 8132014 No No
Carry Brown 9/19/2016 No Yes
Tany Third 102072014 No No
Showing 1 to 10 of 14 entries (filtered from 251 645 total entries) Previous 1 2 Mext
Enter student's name, then click
Sam "Add New Student To Roster"
Watson|
Sam Watson B814/2018 No Yes
Tany Third 10202014 No
Suzy Sunshine No
ary Smith 419/2016 .
Student's name will appear
Bob second Toi202014 here as they are added. This
Hary Pofter 913/2016 list will continue to grow as
Something Last 91912016 more students are added to
Terry Hepe a/18/2016 the SVStem
Holly Hobby 9/19/2016 Mo Yes
Tim First 10/20/2014 No Mo
Showing 1 to 10 of 15 entres (filtered from 251,646 total entries) Previous 1 2 MNext
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When adding new students, if someone is already on the school list with the same last
name, a message will appear to warn of a possible duplicate record. If after checking the
master list it is determined that the new student is not a duplicate record, click "Create
Additional Student".

In the example below, the new student that is being entered now, James First, is not the
same student as Tim First (perhaps brothers). Of course if it appears that your are about to
create a duplicate entry, such as Robert Jones vs. Bob Jones, click "Cancel".

Terry Hope 9i19/2018 No Mo
Holly Hebby 9/18/2016 Ne Ves
Tim First 10/20/2014 No Mo
Showing 1 1o 10 of 15 enfries (filtered from 251,646 {otal entries) Previous 1 2 Next
James
First
A student with this last name already exists.
Please refer to the \"Available Students\” table above and confirm this is not a duplicate record.
Create Additional Student | Cancel

When finished adding students to the roster, or to review the roster list, click the "Go Back to
Roster Detail" button.

Beta - VA (22) When finished adding students to the
Instructor Dashboarc roster, or to review the roster list, click
P —— the "Go Back to Roster Detail" button.
Roster / Course Name Auto nstructor: Bob Jones
Stafus Active
Description Junior Class
Add Student
Sam Watson 81412018 No Yes
Tony Third 10420/2014 Ne Ne
Suzy Sunshine 91972016 No No
Mary Smith 919/2016 No No
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Enabling Test Assignments and Assigning Tests

Now that a roster is created and associated with a test series, you must "Enable Test
Assignments" before moving on to assigning the tests. This action subtracts the test credit
from the school's account for every student whose test series is enabled. You can select
individual students or select all on this page by using the select all button. You MUST click

the SAVE button before leaving this page.

If there are multiple pages you must repeat this step for all subsequent pages.

Roster Detail

Back to Instructor Dashboard

Auto C Tim Jones
i See instructions
for assigning test
series.
2019 - 2020
Automobile
1. To add students to this roster, click 'Add/Create New Students’
2. Note - Roster si
3. Click 'Enable Tes vent’ for each student whe will be testing. TIP -

Click the 'Select All' box to enable test assignments for all students on
this roster.

4. Save changes (click 'Save') befors leaving this page.

5. Click the 'Assign Student Tests' button to proceed to the test assignment

Either select "all" or select the
individual student to assign the test
series. Then click "SAVE".

page.

Assign Student Tests Batch Print Certificates Import Roster
Last First  User Name Roster Key Status ]
Adams IV Andy AndyAdams IV672028 AST-46M Unregistered Profile Results Remove =)
Franklin Ben  LittleBen YBT-MC8 Registersd Profile Results Reset PW Remove &
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Beginning with the 2019-2020 academic year, the test assignment process has been
enhanced to allow instructors to assign a single test title, or multiple tests, to more than one
student at a time.

Roster Detail

Back to Instructor Dashboard

Auto I - PM Class Tim Jones

Active

. . n . 2019 - 2020
Begin by selecting "Assign
n
Student Tests".
Automobile
1. To add students to this roster, click 'Add/Create New Students'
2. Note - Roster size Is limited to 45 students total.

w

. Click 'Enable Test Assignment' for each student who will be testing. TIP - Click the 'Select
All' box to enable test assignments for all students on this roster.

. Save changes (click 'Save') before leaving this page.

. Click the 'Assign Student Tests' button to proceed to the test assignment page.

[LIFS

Student Tests Batch Print Certificates Import Roster

To assign tests, first select the students from the roster for whom tests will be assigned. You
may select "all", or only the individual names as desired. Then click "Assign Tests".

Assign Tests

Back to Roster Detall

Unassign Tests View All Assignments
%] LAST NAME FIRST NAME USERNAME
M Franklin Ben LittleBen View Assignments
%] Adams IV Andy AndyAdams IV672028 View Assignments
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In the pop-up window, check the test(s) you wish to assign to all the student selected in the
previous step, then click "Continue”. Note: Advanced Options will be addressed later.

Select Tests to Assign

[J Automatic Transmission and Transaxle
[J Automobile Service Technology
Brakes

[ Electrical/Electronic Systems

[0 Engine Performance

[ Engine Repair

[ Heating and Air Conditioning
Maintenance and Light Repair

0 Manual Drive Train and Axles

Suspension and Steering

Advanced Options

APPLY TO: All Selected

[J ASSIGNED FIRST ATTEMPTS
[J ASSIGNED SECOND ATTEMPTS

[ ASSIGNED THIRD ATTEMPTS

Cancel Continue

The following screen will display a detailed list of all test assignments about to be made with
this action. If an assignment cannot be made, a note will identify the reason. Once ready,

click "Apply" to complete the assignments.
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