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1. Using Testwise for the first time

Testwise is an on-line testing service designed to make testing easy. Our guide will take you step by
step through our site. This manual will guide you through everything from registering students for
assessments, to how the students log in, to generating your reports. This manual has been designed
for the Administrator and is not to be given to students.

Before you start testing we strongly advise you to pass the system requirements, which you
will find at the end of our guide, to your IT department to ensure you have no problems when
testing.

Our guide will use the following terminology:

Administrator is used to describe the role of the teacher or the member of staff who will be
administrating the tests.

Student refers to the user who will be taking the test.

Assessments are the tests which you have purchased (CAT, SRS, PIE, PIM, etc.)
Subscriptions refer to what you have purchased, i.e. Assessments, Year on Year reports and
Surveys.

Register is the assessment® class list featuring student details and the status of tests.
Survey Taker refers to a pupil, parent or staff member taking a survey.

Surveys are stakeholder surveys purchased.

Before you start, ensure you have your Customer ID; this should have been provided to you on your
Welcome email.

Technical Support will be happy to help you at any time you need guiding through your Testwise
experience. They can be contacted on: 0845 602 1937 (option 2) or you can email
support@granada-learning.com

Letgbet startedééceé.
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2. Logging In

2.1. Logging in to Testwise

All users access Testwise through the homepage www.testingforschools.com.

For this reason administrators must make sure all candidates are in possession of the correct
Customer ID.

Enter your Customer ID and click Enter Testwise.

Welcome to Testwise, Granada Learning's powerful on-line testing service.
We've now gone global.

Enter Testwise by entering your Customer ID

Forgotten your Customer ID?

A successful login will take you to the following screen which gives you the choice between logging in
as an Administrator or a Candidate (Take a test or complete a survey).

© 2011 GL Assessment. All rights reserved. Mo
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Your School

2.2. | veé forgotten my Customer ID
Candidates should be supplied the Customer ID by the account Administrator.

Administrators unsure of the Customer ID can be reminded via email by clickingthe6 For got t en
your Custolnkr | D?606

Please enter your registered email address below and we vill
send you an email containing your Customer ID.

Entert he main email address f orertnhaet iavcecbo uenma iolr atdhder eospst ii
been added to the account. We will then send a reminder of any associated Customer IDs to that
email account.

My
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221. 1 6ve forgotten my Email

The email address required in (2.2) is the main email address for the account or the optional
6alternatived emai | adadeatl tbithe acsount. f yowaarmot find this dmaileaddress

you will need to contact Testwise customer support for assistance.

Clickonthe6 For got t e n lidkdor a list of ghe su@port centres and their telephone
numbers. Please note that because we do not know your Customer ID at this point we cannot assist
with determining exactly which support centre you require.

Forgotten Customer ID
Please contact your custocmer support team if you need further
assistance.
GL Assessment +44(1951 )90
AEC +00(00)9Ba%Esg
“ll Rehasoft +55(555) 95893809 t"
\"
[ If
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3. The Student

b A

Take a test or Complete a survey
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3.1. How do students log in to take a test?

Students log in to Testwise the same way you do, except they select the Take a test or Complete a
survey icon. The next screen will ask for the Register ID of the test / survey to be taken.
Administrators will locate the correct Register ID for their Students on their Subscription screen
(4.3).

i!ease‘ enter a register ID

W

' Register ID: ‘
If you do not know your register ID then contact your test \

administrator. The register ID is shown underlined, in blue, ' Vinistral
near the top of their subscription list screen.

R l\/ 0K le Cam:el) | [ioase o

namber that a5 trom D1 January 2008 UPhs (Unigua Pupd hiumirers) will e

Once they have entered the Register ID of their test and clicked OK, a list of all the students that are
registered for the test will appear.

CAT3 Level D 11/12

. Pz 'E?r
) setup
Home Check | Help

Please select your name from the list below.
searche | Fiterbygroup: (a0 v
Forename Sumame ‘ Group

Anne Crawford Class & =

Anne Dasring Class &

Ben Harvey Class A

Gallurn Yates Class A

Charli Guthrie Class A

Chris Bridge Class & |

Chriz steed Class A

Claire Emith Class A

Dravid Graham Class A

David Vincent Class A

Donald Duck Disney

Fred Bloggs Linda's graup

Fred Rex Class A&

Hanne Pawley Class A

Hel. Machin Year 7

I Taylor Class A

Jack Rudin Class A

James Fisher Class A A

1 it s hd

&) Refresh o view tests '

) G A (9 ¥ &

Students will select their name from the list and click Select. Depending on the security settings, this
is when they would be asked to enter their password.
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3.2. How do students take a test?

The next screen takes students to their assessment. The students will then select the section of the
assessment they have been advised to do, and click on Take Now. Some assessments require the
tests to be taken in order; in these cases a Not Yet icon will be displayed. Any completed tests will

show the Finished icon.

e Anne Crawford GL

test Tests ?f‘-?-‘—u
< . i

[ oy

Select one option from below.

!
i
&

Ml
: i ¢ H
ik : :

> -]

ocabulary I [

i

Once the Take Now icon has been clicked, the test will begin downloading.

4 GL
assessment

the measure of potential

Cognitive Abilities Test 3
Attitudinal Survey

@ 2010 GL Assessment. All rights reserved.

GL Assessment, The Chiswick Centre, 414 Chiswick High Road, London, W4 5TF, UK.
www.gl-assessment.co.uk

GL Assessment is part of the Granada Learning Group.

LOADING 8740

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

10
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Note: Students must not end their tests prematurely, they 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 will cause the results to be lost.

Note: The use of the F5 button during a test will cause the test to restart and any previously
answered questions will be lost.

Once the results have been stored, the student is returned to the test selection screen and the
computer can either be turned off or another test be taken.

11
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4. The Administrator

Administrator

12
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4.1. Loggingin
4.1.1. How do Ilogin as Administrator?

Enter your Password and click OK.

Please enter your password

Password:

Forgotten vour password?

/ 0K ‘ x Cancel |

4.1.2. Where do | get my password?

When your account is set up we will send you an email containing a link. Following the link will take
you to a web page which will allow you to set a password for your account as described in (4.1.3).
This link can only be used once and will expire after a period of days as specified in the email.

In order to guarantee unimpeded delivery of emails such as this one from Testwise, it is advised that

you add theemaila d d r e srse pdlnyo@t est i ngf orschools.comé to the I|is
email client. Instructions on how to do this will be specific to your particular email client and is outside

the scope of this document.

Please contact Testwise customer support if you have not received such an email or have

accidentally deleted it.

413. How do | complete the 6Set Your Passwordd f ol

The 6Set Your Passwordd form is only accessible by fo
registered account inviting you to set or reset your password. These may be sent by Testwise

customer support when your account is first set up (4.1.2), or if you have requested a password reset.

They may al so be sent i rforgokespPrsewbodfildhengseeseaing a 6

13
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Set Your Password

Please set a new password below:
Your password must contain:

e at |east 8 characters,

* no more than 20 characters,
* no spaces.
* at |east two numbers,
* both upper and lower case letters,
Enter your new password carefully into both fields below and dick the 'OK' button
+hen finished
Password : |

Confirm Password :

Enter your new password into the field labelled Password and retype the same password into the
field labelled Confirm Password, then click OK.

As well as letters and numbers you are allowed to use characters from the following set in your
password: ' "$% "&*()- _=+[]{};:' @ #~,<.>/7?|. All other characters are disallowed.

Pl ease note that, in order to encourage the us
breached, your password must adhere to certain constraints as specified on the form; i.e. your new
password must contain:

At least 8 characters.

No more than 20 characters.

No spaces.

At least two numbers.

Both upper and lower case letters.

=A =4 =8 -8 -4

The system will not let you submit the form until the password satisfies the above conditions.

We also recommend:

1 Passwords must not contain all or part of the user's name or job function, or any term (like a
birthday, a partner's name or a street address) that could be easily guessed or researched.

1 Simple substitutions (such as 1 for i, 0 for O, 5 for s etc.) in recognisable words - i.e. words
found in a dictionary - afford no real protection and must not be relied on.

1 Similarly, commonly used or easy to guess combinations or series such as 1234abcd,
ASDFghJK, $taRwaRr$, 1passw*d etc. must not be used.

Once you have successfully submitted the form containing your new password, you may log in to the
system using your new password as described in (4.1.1).

14
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414. 1 6ve forgotten my password.

Clickonthed-or got t en vy o u dink pretre $ogirofarrd shdwn in (4.1.1). The following dialog
will be displayed.

Forgotten Password

Please enter your registered email address below.

You vill receive an email containing a link which vill allow
you to reset your password.

Contact customer support if you need further assistance.

Email:

' v Ok | | X cancel )

Enter your Email and click OK. If the Email is recognised, an email will be sent to your registered
email addresses containing instructions on how to reset your password.

It will contain a link which you must follow to reset your password. This link can only be used once
and will expire after a period of days as specified in the email.

Following a valid link will take youtothe 6 Set Your fmg4slB8pr do
4.1.5. My account is locked.

As a security measure, three unsuccessful l ogin atten
one hour. On the third unsuccessful login attempt you will notice that the login failed message now
reads like this

Please enter your login details

Username:

Password: I Login failed: This account is temporarily locked
following previous failed attempts. See Help for ways

Forgotten your password? to unlock it, or contact Support for further

assistance.

While the account is locked the system will not allow you to log in.
15
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The account can be unlocked in one of the following ways.

Waiting one hour; the account will automatically unlock after this period.

Clickingthe6 For got t e n y o ulink opthesaginmagedarddesetting your password
as described in (4.1.4).

1 Contacting Testwise customer support for assistance.

f
il

4.1.6. My password has expired /is due to expire.

As a security measure your password is scheduled to expire six months after it has been created /
last updated.

An email warning is issued 14 days before your password is due to expire. If you receive such an
email you should change your password in order to ensure an uninterrupted service (4.2.3) or follow
the forgotten password procedure (4.1.4).

If your password has expired you will receive an email to this effect. You will no longer be able to log
in to your account until your password has been changed.

For conveniencethe6 Pa s swor d E x pcontamga lirkk misich Wildallow you to reset your
password. This link can only be used once and will expire after a period of days as specified in the

emai | . Foll owing a valid |Iink wil 4.13).Rléase cogntaat t
Testwise customer support if you require further assistance.

16
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4.2. Managing Your Profile

Various aspects of your account can be managed online once you have

logged in. Do this by clicking the Profile button on the Subscriptions Py
screen. &

Profile
You will then be presented with the following screen, whic h i £ r toH eenhde 6

Profile

Your profile details are listed below and may be changed using the
buttons to the right.

Main Email: john.smith@notarealemail.com

Password: CEEEEE

(Eg
Alternative Email: john.smith@notarealaltemail.com E?
(Eg

4.2.1. Changing your main email address.

Click the edit icon to the right of your current main email address onthe 6 P r o ménu. &¥du will be
presented with the following form.

Profile

Change Main Email Address:

Current Email: john.smith@notarealemail.com

New Email:

Confirm Email:

Current Password:

| v oK l |‘. X Cancel |

Enter the new email address in the form field labelled New Email and re-type the new email address
in the form field labelled Confirm Email.
Enter your Current Password then click OK.

17
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4.2.2. Changing your alternative email address.

Click the edit icon to the right of your alternative email address on the 6 P o f méne. &ou will be
presented with the following form.

Profile

Change Alternative Email Address:

Current Email: john.smith@notarealzaltemail.com

New Email:

Confirm Email:

Current Password:

| v ok I\x Cancel"\

Enter the alt email address in the form field labelled New Email and re-type the new email address in
the form field labelled Confirm Email.

Enter your Current Password then click OK.

Please note that supplying an alternative email is optional. Leave the New Email and Confirm Email
fields blank to remove an existing alternative email.

4.2.3. Changing your password.

Click the edit icon to the right of your password on the 6 P r o fmeénu. &du will be presented with the
following form.

Enter your Current Password, followed by your New Password and then re-type your new password

in the last field.
Click OK.

18
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