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1. Introduction

Welcome to Testwise, Granada Learning’s powerful on-line testing service. If you are new to
Testwise, then this booklet should be used as a starting point and will assist you in
discovering the powerful benefits of the service as quickly as possible.

The booklet is aimed at school staff with the following roles and responsibilities:

1 School Administrators —responsible for setting up or administering Testwise in your
school.

2 School IT Technicians —responsible for looking after the computers in your school.
This book contains lots of advice on preparing your computers and guidance on
troubleshooting some common but easily solvable issues.

3 School Management/Senior Staff — not directly concerned with the system but
wanting a general overview of the system and how it works.

4 School Network Administrators/Providers — your school may be on a larger local
network, perhaps covering a number of schools and with some aspects of network
control. Some of the more advanced troubleshooting tips may be relevant to you.

This document will use the following wording through out the document:
Student will refer to students or users who will be taking the tests.

Administrator will be used to describe the role of the teacher or the member of staff who will
be administering the tests.
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2. Before You Use Testwise

2.1 Minimum Machine Specification

In order for pupils to take tests using Testwise, the minimum technical specification for the

machines should be:
Processor:

Memory:

Browser Application:

Browser pop-ups:
Browser plug-ins

Screen Resolution:

Colour Quality:

Internet Connectivity:

1.0 GHz Pentium or equivalent

256 MB RAM

Microsoft Internet Explorer 6 (or later)

Most versions of Mozilla Firefox can also be used.
Enabled

Latest version of Adobe Flash

Available free of charge from http://www.adobe.com/. Please take
care to untick the Yahoo search bar option when downloading, as
this includes, by default, a pop-up blocker.

For student use 800 x 600 (minimum) and for administrator / teacher
use 1024 x 768 (minimum)
High/Highest/65536 colours

Variable depending on number of pupils taking tests simultaneously,
but for an average school should be 2 MB (or faster)
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2.2 How do | check my machine is suitable for using Testwise?
To check the PC’s memory and processor:

Right click on the Start menu.

Click on Explore from the options available.

Right click My Computer in the left pane

Click on Properties to open the System Properties window. This will indicate memory
and processor, as highlighted below. Check that the processor is a minimum of
Pentium 1.0 GHz and that the memory is a minimum of 256 MB RAM.

5. Click on Cancel, when you have finished checking the memory and processor
settings.

Close down the My Computer window.

Close down the Start menu window.

rpPONPE

No
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To check screen resolution and colour quality:

1. Right click anywhere on a clear desktop.
2. Click on Properties to open the Display Properties window
3. Click on the Settings tab. This will indicate screen resolution and colour quality as
highlighted below. Check the screen resolution is 800 x 600 pixels minimum
(preferably 1024 x 768 or higher) and that colour quality is either:
High/Highest
16 bit or higher
65536 colours or higher.

4. Click Cancel when you have checked the display settings.
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3. Logging in as an Administrator

Testwise is accessed using an Internet browser. There are two ways to get to your school’s
homepage in Testwise:

via the Testwise homepage
using your school’s unique URL to go directly to your school’'s homepage

3.1 The Testwise Homepage
The Testwise Homepage can be accessed by browsing to:

http://lwww.testingforschools.com

Once you are on the homepage click on your region on the map then click the Enter Testwise
button, or double click on your region.
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The following screen will display a list of all schools currently using Testwise.

You are able to search for your school using all or part of your school name or postcode in the
Search box provided at the top of the page. As you enter letters or numbers into the search
box the list will be filtered dynamically. The quickest way of finding your school in the list is to
enter your postcode into the search box.

Additionally, at any point both the school name and postcode columns can be sorted by
clicking on the label at the top of the column.

Once you have found your school name, select it and click the Select button at the bottom of
the page, or double click on the name in the list. This will take you to your school's homepage
within Testwise.
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3.2 Logging in using your school’s unique URL

When we contact you about your Testwise 3 account we supply you with a unique URL. This
URL takes you directly to the login page. The URL has been specifically created to be used
only by your school, and can be pasted or typed directly into the address box in your Internet
browser. We recommend that you bookmark this URL on all computers used for Testwise as
this will allow you instant access to your school’s login page.

Administrators and teachers enter Testwise by selecting the Administrator button. They will be
prompted to enter the school password. We sent your school password to you when your
Testwise account was created. If you have lost or cannot remember your school password
please contact our customer support team.

Once you log in you will be shown a list of your school’s subscriptions.
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4. Subscriptions

When you log in as an Administrator you will be presented with a list of your subscriptions.

The subscription list can be filtered by time and type.
Time:

Future : For subscriptions that have a future release date. Useful for setting up testing that
will not take place until the next academic year.

Current : This is selected by default whenever you log in.

Recent: Subscriptions which have expired within the last year.

Old: Subscriptions which have expired more than one year ago.
Type:

All': Lists all your subscriptions.

Assessments : Lists only your subscriptions to assessment products.
Cross-assessment reports:  Lists only your subscriptions to cross-assessment products.

10
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5. Assessment Subscription

The panels on the right show information on the selected assessment subscription.

The upper panel shows the assessment title, Register ID, security settings and a brief
description of the assessment.

The lower panel lists report jobs for this subscription.

11
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5.1 Security Settings

You are able to edit the security settings of the test register by clicking either the Settings
button at the top right of the subscription list screen, or the Register ID name at the top left of
the screen. This allows you to control whether students are able to sit the assessment
contained in the test register, and whether passwords are required by the students.

Once you have clicked Settings, you will be presented with the Security settings dialog.

You are then able to view and edit the following security settings for the register:

Register ID — This ID will have automatically been set when you first subscribed
to Testwise. This is the ID that students will use to access the page that lists the
students on a register — see section 6. We strongly recommend you change each
register ID from its default setting.

Tests available to students — You are able to select whether you want the
students to be able to access the tests. This can be set to No if you want to add

extra security until you are ready for the students to take the tests, when you set
it to Yes.

12

© 2008 Granada Learning Ltd. All rights reserved.



Student password — This option allows you to select the password option:

0 None - the students do not require a password to access their tests.

o Individual - selecting this option will enforce the individual passwords
you entered when adding students to a register.

o Common - this option allows you to set a common password for all
students using this register. Once you select this option, you are able to
input the common password in the password box that becomes available.

13
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5.2 Viewing the Test Register

Click on the Test register button to view the test register.

The title of the assessment is presented at the top of the screen. To return to the subscription
list page, use the Subscriptions button. The other buttons and functions are described in the
following sections.

The main part of the screen shows the list of students on this register.
It is advised that the teacher has the test register open on a separate computer while the
students are performing the tests in order to monitor the progress of the tests. An icon will

appear under the columns next to each student’s name to display the status of the tests. If no
icon is visible the student has not yet started the test.

This icon indicates that the test is being downloaded to the student's computer.

B

This icon indicates that the student has started the test.
This icon indicates that the student has completed the test.

This icon indicates that the student has abandoned the test.

This icon indicates that the test is available for resit.

[1:- Iﬁ [83 LQ’-’ L&

This icon indicates that the test has been completed but there may be errors in the
results file. If this icon is shown please contact Testwise customer support.

14
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It is possible to sort students by any column, for example: forename, surname, group, or test
status. Click on a column heading and this will sort the selected column. You are also able to
filter by group, by selecting a group from the drop down list above the group column.

15
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5.3 Subscription Usage

When you first enter a register the panel on the right will display information about
subscription usage. It shows the start and end dates of the subscription, the total number of
students allowed on the register, the remaining number of students you may add to the
register, the number of students who have completed all the tests, the number of students
who have taken some of the tests and the number of students who have not yet taken any
tests.

16
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5.4 Adding a Student

To add a student to the register click the Add button.

You will be presented with the Add Student dialog.

You will need to enter certain information about the student:

Forename

Surname

Group — you can either select a predefined group from the drop-down list or create
your own by directly inputting a group name. If you add your own group name then it
is available for all students subsequently added to this test register.

Password - this can be the same for every student if required.

Date of birth — select the date of birth on the pop-up calendar which appears.
Gender — select Female or Male

UPN - This refers to a Unique Pupil Number that is allocated to each child in every
school. There is no required format but the most common format used by schools is
one letter followed by 12 numbers, for example, a012345678900.

17
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When adding students to a test register it is important to note the following:

The combination of forename and surname has to be unique for every student. If
there is a duplicate name, for example, Chris Brown, please change the second
Chris Brown'’s details to: Forename — Chris, Surname — Brown2.

Forename, Surname, Group, Date of birth, Gender and UPN are mandatory when
adding or editing a student record.

The Additional tab contains optional fields which may be used in reports.

18
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When adding or editing a student, if the UPN you select matches that of a student on another
test register within your organisation the system will check the Gender and Date of birth and,
if different, allow you to choose which set of details to apply across the registers.

19
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5.5 Importing Students

It is often more efficient to batch import students, for example, from an existing school
management system.

To add students to the register using a CSV file click the Import button.

Testwise requires the file containing the students’ details to be in a specific format —a CSV
(Comma Separated Values) file. CSV files can normally be produced with any standard text
editor (such as Notepad) or spreadsheet application. An example import file is available from
the Testwise Help page.

Creating your CSV file
Below is a screen shot showing the format of the CSV file that has been opened in a
spreadsheet application. Note that there is one student record per row. In the Help section

there is a sample CSV file, which you can use as a template. Save a copy of this file and
enter or copy and paste your student data into it.

20
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The first step is to enter all your student information:

CSV File Fields:

Column heading

Description

Example(s)

UPN

There is no required format
but the most common format
used by schools is 1 letter
(alpha) followed by 12
numbers (numeric). The UPN
must be unique to a
candidate.

A012345678900

Forename

Should be the pupil's
forename(s). Upper and
lower case can be used and
this is how the pupil's
forename will be displayed in
Testwise, and any
subsequent reports out of
Testwise. Maximum of 30
characters.

John

Surname

Should be the pupil's
surname(s). Upper and lower
case can be used and this is
how the pupil’'s forename will
be displayed in Testwise,
and any subsequent reports
out of Testwise. Maximum of
30 characters.

Smith

Grouping

A field used for grouping
students, suggested use:
year or class group. Upper
and lower case can be used.
Maximum of 30 characters.

Year 5
Class 7

Password

This is the password to be
used by pupils. This should
be secure, but also be easily
keyed by the pupils. The
password is not case
sensitive and  will work
regardless of being entered
in upper or lower case. The
password does not have to
be unique. Maximum of 30
characters. The password
can only contain letters,
numbers and the underscore
character. No other
characters or spaces are
allowed.

sabrinab5

Gender

This should be either ‘male’
or ‘female’.

male

Date of Birth

External Reference

This should be in the format

dd/mm/yyyy.

Any text up to 255 characters

in length. Useful for storing a

pupil reference from another
21
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Free School Meals

Special Educational Needs

Ethnic Group

Custom 1

Custom 2

system

Any text up to 255 characters
in length. Useful to indicate
whether the pupil is in receipt
of free school meals, or
similar information.

Any text up to 255 characters
in length. Useful to indicate
whether the pupil has any
SEN requirements.

Any text up to 255 characters
in length. Used to record the
ethnic group of the pupil.

Any text up to 255 characters
in length. Can be used to
record any school specific
information about the pupil.
Any text up to 255 characters
in length. Can be used to
record any school specific
information about the pupil.

Yes

No

Asian

Note

The first seven columns — UPN to DOB - are mandatory.
The last six columns — External Ref to Custom 2 — are optional

If you do not have UPN for the students, you can enter ‘X000000000001’ as the UPN
for the first student in the file and use the Excel function of dragging data to create

consecutive UPNSs.

Column headings must be strictly in the order shown.

Saving the CSV file

Now you have created your CSV file, carry out the following:

Go to the File menu and choose Save As. For Save as type choose CSV. See diagram

below.

Save the file as a CSV file - “filename.csv”.

22
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Importing the CSV file

1. To import the student file you have just created, click on the Import button in the test
register. This will allow you to browse to the CSV file that you have just created.

2. After the import has finished, the test register will refresh and list the students.

3. If any errors occur the whole import will terminate, and the errors will be shown.
Correct your CSV file and perform the import process again.

4. Testwise requires a pupil's Gender and Date of Birth to be consistent across all
registers. If you are importing pupils who already exist on other registers with different
DOB or Gender, the import file will be rejected unless you check the 'Replicate
Student Details' checkbox. If you do check this, the DOB and Gender details in the
import file will be used to update the corresponding pupils on the other registers.

23
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5.6 Viewing Student Details
The student list only shows the basic information about each student. To view full student
information, select one or more students, using the checkboxes in the first column of the

student list, then click on the View details tab in the panel on the right. The table at the bottom
of this panel shows the status of each of the individual tests.

You can use the navigation buttons at the bottom of this panel to move through the details of
each of the selected students.

24
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5.7 Editing a Student’s Details

There are a number of ways to edit a student’s details. The simplest of which is to double-
click on a student in the student list. You can also edit the student’s details by clicking the edit
button or by double clicking on any of the fields above it in the View details panel.

25
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5.8 Resitting Tests

Click on the View details tab, the status of each test taken by the selected student is indicated
by the icons in the Status column in the table at the bottom of the panel. If the student has not
taken a specific test no icon will be displayed.

If a test has the status of Complete, it is then available for Resit. The Administrator can use
the Resit button to change the status. A confirmation dialog will then be shown.

Please note if you click Resit that the existing test result will be deleted.

26
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5.9 Deleting Students from a Register

Select the students you wish to delete, using the checkboxes in the first column of the student
list, then click on the Delete button within the Delete tab in the right hand panel.

Students that cannot be deleted from the system are displayed in the upper section of the tab
display. Students that currently are logged in, or students that have started or taken a test,
cannot be deleted.

The lower section is populated with names of students that can be deleted.

27
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5.10 Generating a Report

After one or more students have taken a test, it is then possible for Testwise to generate
reports showing the outcome of the test results. The reports vary depending on which test has
been taken, but typically consist of two formats.

PDF Format

This is the Adobe Acrobat format, which produces printer-friendly documents, and can contain
images, graphs, and formatted text. These reports can be printed out and provided to staff or,
in some cases, to pupils. A sample of a PDF report is shown below:

CSV Format

This is a raw data format and generally used if there is a need to manipulate the data outside
of Testwise. For example, you may wish to import the data into a school management
system, or manipulate the data in Excel to present it in a bespoke format. The CSV format is
generally not printer friendly in the raw state. A sample of a CSV report is shown below:

28
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To generate a report, select the students to be included, using the checkboxes in the first
column of the student list, then click on the Report button within the Report tab.

Any selected students who cannot be included on the report because of missing student data
will be shown in the top section (Non-reportable students) of the panel. Possible reasons for
students not being suitable for reporting are:

DOB missing

UPN missing

Gender not selected

Students who will be included in the report are shown in the bottom section (Reportable
students) of the panel.

29
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Double clicking on a student’s name or clicking Edit to the right of the name brings up the
student’s details. Completing the missing fields will move the student to the list of Reportable
students.

Once you have all the required students in the correct section, click on the Report button.

You will then be presented with a list of report types that can be generated. Select the report
type you require and click Next or double click the required report.

30
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If none of the students previously selected can have reports generated — for example if they
have not completed all necessary tests for the assessment — then a warning dialog is
displayed.

31
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If some of the students previously selected cannot have reports generated — for example if
they have not completed all necessary tests for the assessment — then a warning dialog is
displayed.

32

© 2008 Granada Learning Ltd. All rights reserved.



If at least one student selected for reporting has completed all necessary tests for the
assessment, you will be asked to enter the report parameters.

A Report Name must be entered. The School Name and Group Name fields are not
mandatory but if entered at this stage will be included in the report. There is an optional tick
box at the bottom of the page. If selected, this option will enable the generation of a report for
each student rather than one report for all students.

Once you have entered the required parameters, click Generate Report. Testwise will confirm
that the report job has been created. Click OK to return to the Test Register To view the

report jobs, click the Subscriptions button on the register to return to the subscription list. The
report jobs are listed in the panel on the bottom right.

33
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5.11 Exporting Students

To export the students on your register to a CSV file click the Export button.

Once you have clicked the Export button, you will be presented with a dialog asking you
whether you want to Open or Save the file. Select Save and save the file to your local
computer or network.

Because the format of the exported CSV file is exactly the same as that used to import
students into a test register, you can use the combination of export and import functions to
copy students from one register to another.

5.12 Printing the Register

The Print button allows you to print a list of student’s details, including forename, surname,
date of birth, group and password.

The password is dependent on the test register security settings.

If this setting is set to Individual each individual student’s password will be shown
in the printed report.

If this setting is set to Common the current common password will be shown in
the printed report

If this setting is set to None the text (no password) will be shown in the printed
report

By selecting the print option, you will be presented with the print dialog box asking you to
select your print settings. Select these and the report will be sent to your designated printer.

34
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6. Logging in as a Student and Taking a Test

Students navigate to the login page using the same unique URL as administrators or
teachers.

Students enter Testwise by selecting the Student button. They will be prompted to enter a
Register ID (see section 5.1 Security Settings). Students do not enter their password here.

35
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Once they have entered the Register ID and clicked OK, a list of students in the register is
presented.

Students select their name from the list and click the Select button, or double-click on their
name. Depending on the security settings (section 5.1 Security Settings) they may be
required to enter a password.

36
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Once the correct password has been entered a list of tests available to the student is
displayed.

Students select a test to take and click on the Take Test button.

Testwise will now begin downloading all the resources required to run the test. After a short
period of downloading, the test will begin automatically.

Note: Nothing is being installed on the computer; the application is delivered over the Internet
and held in memory on the computer.

Note: The test must not be ended prematurely , the student must wait until the timer has
run out and the screen tells the student that the results are being stored.

Closing the browser window in which the test is running using the &3 in the top right corner
of the browser window will cause the results to be lost.

Once the results have been stored, the student is returned to the above screen and the
computer can be turned off.

37
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7. Cross-assessment Report Subscription

If you have subscribed to the Cross-assessment reports that are available, you will be able to
see the following options. Any Cross-assessment reports that can be created will be listed in

the left panel.

The panel on the right shows the title and a brief description of the assessment subscription.

The lower part of the panel lists report jobs for this subscription.

To generate a new report, click on the Report button.

You will then be presented with a list of report types that can be generated. Select the report
type you require and click Next or double click the required report.

38
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The Cross-register reporting table allows you to select the students to be included in the
report.

The columns to right of the Surname column indicate whether or not a student has completed
that test. The list of students can be filtered to show only those who have completed that test
using the checkbox in the test column heading.

Select the students that are to be included in the report, using the checkboxes in the first
column of the student list, then click Next.

39
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A Report Name must be entered.

Once you have completed all the required parameters, click Generate Report.

40
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8. Managing Reports

Once reports have been generated they are available for viewing and downloading. To view
or download reports return to the subscription list.

A list of reports for each subscription is shown under the subscription description.

Each line in the report display shows report details, including the name, type, status and
submission time. The status column may display any of the following icons:

This icon indicates that the report job has been submitted.

This icon indicates that Testwise is working on the report.

This icon indicates that the report has completed and is
available to view or download.

This icon indicates that there has been a problem generating
the report. If this icon is shown please contact Testwise
customer support.

Only reports with a status of COMPLETED can be viewed or downloaded.
8.1 Viewing Reports

To view a report, double click on the report job or click View. A separate browser window will
open and the report will be displayed.

41
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8.2 Saving Reports

All the reports you generate are stored within Testwise, however you can download a copy of
a report to your local machine by clicking Save. Click the Save button on the dialog which
appears and save the file to your chosen location.

8.3 Deleting Reports

Select one or more report jobs, using the checkboxes in the first column, then click the Delete
button. The reports will be deleted permanently.

42
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9. Online Documentation and System Checks

In the top right-hand corner of most Testwise screens is a Help button. Selecting this option
displays a page containing links to a number of online documents (including this help manual)
covering the use of Testwise and the most common Testwise Assessments, and options to
check system compatibility with Testwise

9.1 Guidance Documents

In addition to this help manual you have access to documentation for:

The overall use of GL Assessment tests
Cognitive Abilities tests

Progress in English tests

Progress in Maths tests

Single Word Spelling tests

Group Reading tests

Click on the required link to be shown these documents in PDF format
9.1.1 CSV Template
The link to the Student import CSV Template will provide a downloadable CSV file which you

can use when importing students into Testwise test registers. To download the template
select this link and then Save to save the template to your local PC or network.
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9.2 Check Browser Compatibility

This button checks whether your browser is of the required level to run Testwise; whether its
current configuration is suitable for running Testwise; that the various plugins, such as Flash,
are installed and are the correct version; and that pop-ups are enabled.

If the result of running this check show any of the options as Fail, either take the appropriate
actions to resolve them or contact Testwise Technical support for advice.
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9.3 Check Communication with Testwise Servers
This simple check allows you to make sure that student results can be posted correctly to the
Testwise main results server, and also our backup results server. We recommend you use

this check on PCs being used for Testwise, and also after any changes to your school
network or communication software.

If either of the checks shown in the above screenshot show Fail please contact Testwise
Technical support for advice.

9.4 Check Connection Speed
This check allows you to check the speed of your connection to Testwise. If you find that

Testwise is performing unusually slowly then this check can be used by you, your school IT
administrator or in conjunction with Testwise Technical support.
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