SKILLS

1CS

SKILLS

Tester Guide to administering ICS Skills ATS tests
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Administering ICS Skills ATS tests —a quick guide

Each ICS Skills ATS test has been assigned different properties that affect how the test operates. An online test
differs from a traditional pen and paper test as test takers cannot browse between the test questions in the same
way as a printed test form.

ICS Skills tests offer a number of different navigation options. Information about the navigation options available
within a specific test are displayed after users have logged in with username and password and selected a test.

It is important for you to study this information in order for you to be well prepared to navigate within a test.

Starting an ICS Skills test

Filter: All A

[ [reseure

User profile

Resource name filter:

Category

[ & Enlight Candidate - Windows Internet Explorer E@g
‘ & | https://s10.enlight.net/phoenix/ls/user/userframe,jsp - & |
. _ ot .
Welcome Birgit Breinhdlder Ics Skllls

Last
score

m ECDL / ICDL Certificate

@ ECDL Start Certificate

Enlight ECDL 5.0 - DEMO Mi-7 Windows

Vista/Office 2007 - Eng

Enlight ECDL 5.0 - DEMO M1-7 Windows

Demo tests

®P/Office 2003 - Eng

Demo tests

B Enlight ECDL/ICDL 5.0 Excel 2002 - Dama Eng Demo tests

B Enlight ECDL/ICDL 5.0 Ward 2003 - Demo Eng Deme tests

E Enlight ECDL 5.0 - Mi Basic ICT - Cert. Eng

I/ECDL Cert

Standard

E Enlight ECDL 5.0 - M2 Windows XP - Cert. Eng

B Enlight ECDL 5.0 - M2 Windows Vista - Cert. I/ECDL Cert
Eng

Standard
I/ECDL Cert

B Enlight ECDL 5.0 - M2 Word 2002 - Cert. Eng

Standard
I/ECDL Cert

Standard

e Internet | Skyddat lage: Av

0% -

From the list of available tests, select the
desired test.

If taking a certification test, the system
will ask for a valid Tester/Invigilator login
before the test will start.

Note: There are many questions that use
the actual application to test the candidate.
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System requirements check screen

An Automatic system
‘ Automatic System Requirements Check requirements check will run
the first time a test is started.

This check shows if the system reguirements for the test are met. Links to more detailed
explanations will be shown if there are any errors.

This check verifies that the
computer fulfils the

Operating System Windows Vista 6.0 [OK] .
Screen Resolution 1152x864 [DK] reql'“rements to run the
Colar Depth 3z [0K] selected test.
Browser Explarer 7 [DK]
SR Sk 5 é If any of the checks fail:
Tabbed Brovsing Dizablad [DK]
v 1:6.0. 13 foK] follow the onscreen
MET Framevark v3.0.04506.26 [OK] instructions. For further
Oifies [oK] help contact ICS Skills.
Office 2007 Installed [DK]
Application: Word Started OK [OK]

Copy logfile

| | [Continse | [Cancel]

Test properties screen

[F& Enlign: ECOL 5.0 - M3 Word |
&) hitps://s10.enlightnet/phoenix/ts/ TSServiet -8

IC§Sk|||s Once the desired test is _
-| selected the test properties
screen will display.

007 - Cert. Eng - Windows Internet Explorer

Test Properties
ECDL/ICDL Syllabus 5.0 (ENGLISH) * Time limic: 43 minutes

TestArea Word Processing ® One ormare reminders will be shown during
Type Certification the test regarding remaining testtime
'Vendor ® You may move an item te the end of the.
Number of items 36 . .
lurbe s
’ This screen explains the rules

Certified by I

' il

for this test and what you are
allowed to do (e.g. time limit,
changing answers, etc)

ur: g
1 nd related o ropean Computer
o oth
M3 Word 2007 - Cart..
Walther the ECDL Foundation nor Enlight AB warranss that the candidatenwil pass
ECDLFWN&M" Enlight ECDL 5.0- M3 Ward 2007 - Cert. Eng,
Approved Enhqh(ABlsanarmlvmdenandan(uf(haEEDLFuunda!mnand\snn(assuc\amﬁ
A with
GCan
dertakin

Time limit 45 You CANNOT You CANNOT Cut-off Score 75 %
minutes change a given suspend this test
answer

When the status bar reaches
100% click the Start button.

IMPORTANT NOTE: Upon starting the testyou may be prompted to 'Run’ or "Accept'a Security Certificate.

In orderto begin thetest,you must select Run’, Yes or ‘Accept. To avoid this message inthe future, if
the option exists, you should select ‘Always".
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The test window

Once a test is begun the test window will be displayed.
This window consists of 3 parts: @ control panel, ® question text, ® question area.

senix/ts/TSServlet ~aif

Answer End Test

€ Internet | Skyddat lage: Av

et2 TTCthJEC - Microsoft Wr.m\on—com mercial use
Pty

- @ﬁ Find ~
daBbCel AaBbCi 1AaBchI' AaBbCcl 4aBbCc. ab p

G 2ac Replace
Emphasis Heading 1 T Mormal Strong Subtitle  _ Em:‘ff [} Select -
Editing

Page Layout References Mailings Review View
w -ln (& 0B
abe X, X Aa'”Eﬂ"A" |_ = =

Font E}

Styles

The Copy
L2 Lompan

The Copy Company
21 Paper Avenue
Print City




o
W a
!

Taking the Test
ANSWERING A QUESTION

There are three question styles in the ICS Skills test: multiple choice, hotspot, and in-application questions. When
a specific question is answered click the Answer button to confirm that answer — the test will automatically move
on to the next question.

Note: the Answer button will be grey (disabled) until an attempt is made to answer the question.

— Answer Clear End Test

CLEARING AN ANSWER

The Clear button is used when an attempt to answer a question is made but you would like to clear that answer
and attempt that specific question again.

Note: In ECDL Certification tests, you can clear your attempts as many times as needed before clicking the
Answer button. Once clicked, the Answer button locks in your response and answers cannot be cleared.

PLEASE NOTE when answering in-application questions
¢ Do NOT close the application, it will be closed automatically
e Itis NOT necessary to save the document before answering

The End Test button — is used when you want to finish a test.

— The Help/Info button identifies the current question number, question style and how to answer it.
@ This window also indicates the relevant ECDL Syllabus item.

Navigating around a test

The simplest way to navigate within a test is by clicking the Answer button. This will confirm your answer and
move on to the next unanswered question. Alternatively you can select the Skip or Previous question buttons
either side of the Nav (navigation) button. If you are looking at a question you wish to answer later on, you may
navigate past it and come back to it later in the test. To do this you must select the Nav button, which will open
the Navigation window. l

Please note

The Previous button and the Navigation window are disabled during certification tests
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The Navigation window lists all questions within the test & Navigstion - Windows 1. [ |/ & (&)
along with the first few words of the question text. The [£] nttpsi//s10.enlight net/phoenivts, ~ & |
current question will be highlighted and to move on to the < enl'ght

next question, simply click on the question number. There
is no limit to the number of times you can navigate past a
question.

™
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ove the paragraph beginnin.

Z

To go back to a question you have not answered, simply
click on the main Navigation link again and then select the
question number you wish to view. (Note: when you have
answered the last question, the test will automatically cycle
round to questions that you skipped/haven’t answered).
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Internet | Protected Mod H100% ~

This window provides additional information:

(1) In the first column Answered questions have a dark blue ‘filled’ box and Unanswered questions have a
light grey ‘empty’ box

(2) The diagram in the second column identifies the question type (e.g. Multiple Choice)

NOTE: Within ECDL Certification tests, answers can be changed as many times as you like
until you lock in your answer by clicking the Answer button. For any questions you are not
sure about and want to answer later on, you are advised to use the SKIP question button to
move on to the next question and then come back to that question later in the test (if you have
time left). This rule does not apply to diagnostic tests where previous answers can be changed
and it is possible to bring up the navigation panel 1
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Ending a test

At any time a test can be ended by clicking the End Test button. One of the following dialog boxes will be
displayed:

Diagnostic Test Certification Test

/€ End test - Windows Internet Explorer - o] = | '€ End test - Windows Internet Explorer = icR===

|@, https:f,"slt)‘en\ight‘neﬂphoeniﬂtsfblaﬁ.jsp V‘ |g, https://s10.enlight.net/phoenix/ts/blank.jsp - ﬂ |
Do you want to end the test and view the result Do you want to end the test now?

page, or suspend the test and resume it later?

End Test | Suspend | Return to Test End Test | Return to Test

& Internet | Protected Mode: On H100% - & Intemet | Protected Mode: On ®100% -

The candidate can then choose to end the test completely by clicking the End Test button. By doing this the
candidate expresses their desire to end the test and not go any further with it.

Within ICS Skills’ ECDL Diagnostic tests, candidates have the option to Suspend the test and continue it at
another time. The ICS Skills’ system will remember at which point the candidate suspended the test and will pick
up there the next time they log in and choose this test.

Note that ECDL Certification tests must be completed in one attempt, therefore this option does not appear within
certification tests.

The Return to Test button allows you to go back and continue the test.

: If all the questions in a test are answered, the message to
Microsoft Internet Explorer %) the left will be displayed.

\?'/I You have answered the last item. Do you want to end the test now?

If candidates answer the last question in a test but have
skipped some questions, the test will automatically go back
Lo ][ concel to the first unanswered question.
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The help/info button

Clicking the Help button will display one of the following windows (depending upon the question type displayed)

Help with a hotspot question
@ Help - Windows Internet Explorer TR ——— L |
\g https://s10.enlight.net/ph pjspltic=U-TON-U/aaT8dc 7c308rid=T203&re: v \

ICS Skills

This window provides information about the specific question you
are viewing. The item number refers to the specific ICS Skills
guestion number (within our database of questions).

Item information

Test information About ‘
— The measuring point refers to the part of the syllabus that this
e | question refers to (each question is mapped to the syllabus
otspot document).

The Hotspot item contains a question but no answer altematives. The test taker answers the question by
clicking in the image accompanying the question

s The window also includes a description of the question type and
» Click on the image. Several answers can be comect, but only one can be selected. A green amow will | InStrUCtlonS on hOW to answer It (bUt nOt the answer!)
indieate your chosen answer.

® Click on the Answer button.

Powered by EnlightKS
Klar

@ Internet | Skyddat lage: Av H100% ~

Help with an in-application question

{& Help - Windows Intemet Explorer

Help with a multiple choice question

B —— el [ & Help - Windows Internet Explorer s i =l e ]
[ ] hitps://510.enlight net/phocnix/ts/help jsp2fid=U-TON-V/ala784c: 70Bid=720380et v 13 | [ & nitpsif/s10.entight.net/phocnits/help jsprtid= U-TON-/20a784c:1 2060843 Ob:-F39&rid=T2038ure: ~ 1 |

ICS Skills ICS Skills

Item information Test information About |

Item information Test information About ‘
Item number E Item number 1
Measuring point 1.3.1 Measuring point 111
i Difficulty level Difficulty level
|| coanttive tevel | Cognitive level

In—application Multiple choice

| The test taker works in an active window of the prozram and performs the requested action there. In-application The multiple choice item type consists of 2 question and two to eight answer alternatives. The correct answer

| |questions are only created for Windows environments ould be one o several Radio buttons indicate that one altemative should be selected and check boxes indicate
that several altematives should be selected. The multiple choice item type can come both with and without an

+ Read the request e

+ Do the requested task in the active program. « Read the question.

« Click on the Answer button « Click the radio button or check-box for the answer you choose

» Click on the Answer button.

Powered by EnlightK'S
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Viewing test results

By selecting to end the test and show results (or in a certification test, when the time has expired) candidates will

automatically be taken to the results page for that test.

The results page provides details of score(s), date and time of the test(s) and the results of the ICS Skills

diagnostic test, if applicable.

Certification Test Results Page

ICS Skills

J§ Entight ECDL 5.0 - M7 Tnternet Explo tlaok 2003 - Cert. Eng
Username Disvid Murfett (ics-david)
Date, Time, Durstion 1B/05/08 14:10, 00:09:03 =
Virtusl Server, 1C5 SEMINARS DEMO, David Murfstt {David)
Proctor/Tnvigilstar
Knowledge Ares ECDL/ICOL Syllabus 5.0 (ENGLISH)
Test Area Wieb Browsing and Commuricalion
Test Type Cetification
Number of items )

European Camputer Driving Licence, ECDL, Intemational Computer Driving Lisence, ICDL, =-Citizen and
related loges are trade marks of The Eurspean Computer Driving Ussnce Foundation Limitad in Trelsnd and
other courties.

This ATES has Beer g=velzped by Enfight A8 in corjunclion wilh the ECDL Foundalisn and he

2pproved for usz by cardidates siting Enlight ECDL5.0- M7 Internet Explarer T /oatioak 2003 - Cert Eng.
Nefther the ECDL Foundation nar Enlight A5 warrants thal he csrdidiats nil pass Enlight ECDL 5.0 - M7

[ ECDL Foundation Internet Explorer 7 /Outlook 2003 - Cert. Eng

\ Approved Test Enlight AB is an enlity independent of the ECDL Feundation and is not assecated with the ECDL Foundation

in amy manner.
Canigstes using thiz ATES must bz registersd wilh the National Ucenzes, befors undertaking Enlight ECDL
5.0 - M7 Intérnet Explarer 7 /Outlaok 2003 - Cért, Eng. Witheut a vaid registration, Enlight ECDL 5.0 - M7
TInternet Explarer 7 /Outlook 2003 - Cért. Eng cann=t b undersker snd no ECDL czrlificats, nor sy other
form of recognition, can be given to a candidate. Registration should be underaken with your country's
Natiorzl ECDLICDL designatsd Liczrzes at any Appraved ECOL Test Centrz.

You passed
TEST RESULT

Your scare Cut-offscors
Tatal result 83 % 75%
Result by Categary
The Intemet 71
Using the Bromser 85
Using the Web 100%
Web Outputs 100%
Biectro 100%

7w

100%

Powered by EnlightKS

Diagnostic Test Results Page

ICS Skills

[ Eniight ECOL 5.0- M3 Ward 2003 - Disg. Eng

Username Devid Murfett (ies-divid) s
Date, Time, Duration 15/05/05 15:04, 00:45:45 %
Virtusl Server 105 SEMINARS DEMO % ;

Knowledge Ares ECDL/ICDL Syllabus 5.0 {ENGLISH)
Test Ares Wizrd Proczssing

Test Type Diagrostic

m

Mumber of iberms &5

TEST RESULT

Total result 72 %
Result by Category I
Using the Application B5%
Document Creation 100%

Msil Marge 508
Frepars Dutputs 70%

TIncomectly answered items

Ttem Text Answer Feedback Result
Using the Application
Suggested solution:

Or the Tools meny, cick Options, ard then cick the User
Informstion t=b Inzzrzat

Changs the name in the wer infermation to Jim Brown
In the Name box, typs Jim Brown.

Document Crestion

Formstting
Suggested solution:
Seiect the paragrazh be

ipply = first fips indent of 1 czrtimetrs to the paragraph Or the Format m aragraph -
beginning Sircz you.... Show the Indents and Spacing tab e
In the Special st under Indentation, cick First line,
In the By fist under Indentation, typs 1.

Powered by EnlightKS

The results page of any test taken
can be viewed by selecting the
Results tab and clicking on the
result.

Note that the candidate can print
these pages.

ICS Skills diagnostic tests offer
candidate’s additional feedback
including incorrectly answered
questions and the correct answer
alternatives.



For any further help or information contact ICS Skills on 017753003
or email
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