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The WellComm Report Wizard
Guidance and Information

About Testwise

Testwise is the powerful online testing platform developed by GL Assessment to host its
digital tests. Many of GL Assessment’s tests are educational and as such, Testwise is used to
deliver online educational assessments to over 500,000 children a year.

The WellComm Report Wizard is different to the usual educational tests delivered by
Testwise because it is a scoring and reporting wizard only. Children are not required to
complete any kind of test online. Rather, data is inputted about the child or children once a
paper assessment has already been completed. Reports are then automatically generated
which help establish and track the communication skills of individual children, or groups of
children.

About WellComm

WellComm is a complete speech and language toolkit, offering screening and intervention
tools, for children between the ages of 6 months and 6 years.

Ideal as an initial screening tool, WellComm enables early years practitioners to regularly
screen and assess children’s language skills and thus to identify children at risk of developing
delayed language skills. Children are screened using a combination of techniques —
observation, discussion with parents and screening by asking the child to complete a variety
of tasks using toys and a colourful picture book — that are all fun and motivating for the child.

Through an easy-to-use traffic lights system, children are given a colour-code according to
their overall raw score, indicating the level of intervention needed to help develop age-
appropriate language skills.

Red Consider referral to a specialist service for f  urther advice / assessment

Green | No additional input currently required

Following screening, the WellComm Big Book of Ideas provides over 100 bespoke, fun and
practical intervention activities designed to promote communication skills through play.
Specific and age-appropriate skills can be targeted, as signposted by the child’s WellComm
screening profile, or the activities simply run as a general language development programme.
Appropriate for use with both individual children and in small groups, all activities have been
written to be jargon-free and easy-to-use so they can be photocopied and shared with
parents.

About the WellComm Report Wizard
Hosted by Testwise, the WellComm Report Wizard is an online scoring and reporting tool that

allows both large and small organisations to monitor and evaluate the progress made by
children using the WellComm toolkit.
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Once children have been screened, their results are entered either individually or as a group
document. A variety of reports are then automatically generated, including individual, setting
and group (local authority) reports.

When used universally to monitor progress across an entire region, the WellComm toolkit
offers local authorities (and other large organisations) an efficient, easy-to-use method of
helping ensure no child falls through the net.

Benefits

The WellComm Report Wizard is particularly useful for:

- Establishing the levels of speech and language development for all children in any
setting — be it a nursery class, children’s centre or across an entire local authority
Identifying children who need immediate referral and support
Targeting services towards settings most in need of intervention
Monitoring the levels of children’s speech and language as interventions are
introduced
Evaluating the impact of these interventions
Ensuring each child receives the exact support and intervention he/she needs.

What does WellComm assess?

Communication encompasses a number of different skills, depending upon the age of the
child being evaluated. A baby of 6 months, for example, will not have ‘speech’ as we
understand it. WellComm therefore focuses on two main areas:

1. How the child communicates (expressive or productive speech skills)
2. What the child understands (comprehension language skills)

As children get older, their use of spoken language becomes more important. The WellComm
Screening Tool looks equally at the amount and type of language that children are both
‘using’ and ‘understanding’.

In addition, the WellComm Score Sheets provide the opportunity to record any important
notes about the child’s use of speech sounds, their attention and listening skills, any
stammering or dysfluency and voice difficulties

The structure of the WellComm Screening Tool

The WellComm Screening Tool comprises of Score Sheets split into nine age sections.

1 6-11 0:5-0:11
2 12-17 1:0-1:5
3 18-23 1:6-1:11
4 24-29 2:0-2:5
5 30-35 2:6-2:11
6 36-41 3:0-3:5
7 4247 3:6-3:11
8 48-59 4:0-4:11
\ 9 60-72 5:0-6:0 )
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Each Score Sheet contains ten items (or tasks) about the child’s abilities which are scored by
answering either ‘Yes’ or ‘No’. The ‘Yes’ answers are simply added up to produce an overall
raw score out of ten.

Interpreting the WellComm scores

A ‘Score Guide’ is provided at the bottom right-hand corner of each Score Sheet to indicate
what colour-code has achieved been achieved for that particular section of the Screening
Tool (NB the ‘Score Guides’ are different for each Score Sheet so should always be
consulted). The colour codes of Red, Amber and Green help the practitioner decide what
action/s (if any) needs to taken next.

Red

Repeat the screening process
using the Score Sheets from the
age bands below until the

child achieves a Green score.

If a child is having significant
difficulties, use your judgement
to decide which section to
screen the child on next.

Record the section on which the
child achieves a Green code
(i.e. Section 1-9) on the original
Score Sheet that corresponds
with the child’s age.

Amber

Repeat the screening process
using the Score Sheets from

the age bands below until the
child achieves a Green score.

Record the section on which the
child achieves a Green code
(i.e. Section 1-9) on the original
Score Sheet that corresponds
with the child’s age.

In cases where a child achieves
two successive Amber scores
be aware that the child may
have a specific communication
difficulty.

Green

This indicates language
development is at the level
it should be.

You don’t need to carry on
once you have a score that
falls in the Green band.

Follow the advice and activities
in The Big Book of Ideas for the
section above where the child
achieved a Green code.

* Ifyou need to access further
advice/assessment from a
specialised service in your area,
use your knowledge of general
developmental norms to make a
judgement as to where to
signpost the ‘Red’ child.

If the problems appear to be
specific to communication, you
could refer to speech and
language therapy, in consultation
with the parents.

If the communication problems
are part of global delay, refer
onwards via your local
multi-agency pathway.
A\

Follow the advice and activities
in The Big Book of Ideas for the
section above where the child
achieved a Green code.

Within three months, re-screen
the child using the age-
appropriate section. If the child
then achieves an Amber or Red
code, a referral to an outside
agency may be appropriate
(refer to the Red column in this
table for guidance®).

If you would like to follow
advice and activities to help
develop the child’s language
skills further, refer to The Big
Book of Ideas.

Follow the activities for the
section above where the
child achieved a Green code.
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Using the WellComm Big Book of Ideas

The Big Book of Ideas provides over 150 intervention activities to support children’s language
development. The contents exactly reflect, item by item, the areas covered in the WellComm
Score Sheets, meaning advice and activities can be tailored as needed to each individual
child.

A child’s language level will not necessarily be the same as their chronological age, so it is
important to identify the appropriate teaching goals by looking at the strengths and
weaknesses in the child’s WellComm profile. As a general rule of thumb, select the activities
in the section just above where the child achieves a Green code.

You can also use the items that the child does not achieve in the Score Sheets to signpost
you to appropriate activities in The Big Book of Ideas. This helps identify specific areas of
need as highlighted by the child’s WellComm profile.

Recording and monitoring progress using WellComm

All settings are strongly advised to keep a record of the scores generated by the WellComm
Screening Tool. This can be done by using the ‘Group Profile Sheet’ included in Appendix B
of the WellComm Handbook. This sheet can record the results for up to 30 children.

For more advanced recording, analysis and monitoring of the WellComm scores, the
WellComm Report Wizard can be used. Users simply enter the items achieved and raw
scores for each child to automatically generate:

Individual report

Generates an easy-to-understand profile of each child’s current language skills
Provides a list of recommended interventions to try (based on the section where a
child achieved a Green colour-code) in The Big Book of Ideas.

Setting report

Generates an analysis of the percentage of children achieving Red, Amber or Green
scores in the overall setting, as defined by key factors such as age range, gender,
ethnicity, SEN and EAL

Provides a helpful list of all the children in the setting, the scores they achieved and
the differential between this and their age-appropriate level

Records progress over defined periods (e.g. year-on-year) to help settings monitor
the impact of any interventions introduced.

Group report (for use by local authorities or other large organisations)

Generates an analysis of the percentage of children achieving Red, Amber or Green
scores across all the settings in the group, as defined by key factors such as age
range, gender, ethnicity, SEN and EAL

Provides the overall results from each individual setting so that instant and easy
comparisons can be made

Provides an analysis of the percentage of children achieving Red, Amber or Green
scores for each individual setting, as defined by key factors such as age range,
gender, ethnicity, SEN and EAL

Records progress over defined periods (e.g. year-on-year) to help groups monitor the
impact of any interventions introduced and provide evidence of progress made, both
by individual children and within different settings.
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Logging in as an administrator

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

Via the Testwise homepage

Using your organisation’s unique URL to go directly to your homepage
1. The Testwise Homepage
The Testwise Homepage can be accessed by browsing to:

http://www.testingforschools.com

1 the map then

Enter Testwise

To find out more, call (0) 845 602 1937
aur compre
htt

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.

When we contact you about your Testwise account we supply you with a Customer ID. Input
this on the next screen. Your Customer ID also makes up the last part of your unique URL.
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2. Logging in using your organisation’s unique URL

When we contact you about your Testwise 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 organisation, 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 organisation’s login page.

wise

| Back Hellp |

Student Administrator

Testwise Renewals: To top up your existing online administrations, or enguire about other|
availahle anline assessments please contact the following department:

International Department on + 44 208 9962440 ar email; infernational@gl-
assessment.eo.uk

UK Renewals Department on 01792 516325 or email: renewals@al-assessment.co.uk lr

As WellComm is not used by children in any way, the Student icon on this page can be
ignored. Administrators should enter Testwise by selecting the Administrator button. You will
be prompted to enter the organisation password, which was provided to you when your
Testwise account was created. If you have lost or cannot remember your password, please
contact our customer support team on 0845 602 1937.

Once you log in, you will be presented with a list of your subscriptions. Click on the
WellComm icon in the left pane to access the WellComm Subscription page.
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Rise Primary School

Subscriptions

|

Tirne: [ Current i“v j E] =

- WellComm .=
Type: { All vj =
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T T . S Register ID: WellComm
| 2 Wellcamm. ” The WellCamm Screening Tool cansists of nine Score Sheets, Each Scare Sheet reflacts 3 different age range fram 6-72 |4 |

months and consists of 10 iterms, involving Yes ¢ No answers,

The taotal scare (out of 10) for each Scare Sheet indicates whether 2 child shauld be given a Red, Amber or Green
‘ colour-code, n

0\ "
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| ] | Report | Type | Status 4 | Submitted | % |
= | | | | il
‘ || Individuzl-EmmaRees pdf @ cCormpleted | wed Feb 17 2010 01:34:55 PM View Save
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| | individusl-Stusrtcrirmson | pdf [ cempleted | Wed Feb 17 2010 01:34:55 PM View Save
= ey

= 9 e - N 0 =

In the Subscription page, the upper panel shows the assessment title, Register ID, security
settings and a brief description of WellComm.

The lower panel lists the reports created using your WellComm subscription.

3. Viewing the Register page

Click on the To register button to view details of the Register page.

wellComm

Register
Selectall || tlearselection | Filter b x) Year: | an )
| | Forenan, Sumame | Group | Year | well... | well... | well... ‘ Well... | Well... Assessor's  Usage | Wiewdetails  Delete  Report
= 1| IS s Ji i i | || i — R £ S
L Alizon Gilchrist 30 mon.. | 1 B? @ Assess | This subscription is available to students:
| Andrew Hardie Class 2 @7 @ @ @ @7 Frarm: Mon Jan 11 2018
O Brisn Marsh Class 2 @ @ & Assess. |E Tei  Sun Feb 28 2010
=] Elle Dotchin Class 1 @ |§ @ @ @“? =
[l Emma Rees S4 mon.. | 1 @? Assess
] Frandis Wihite Class 1 4 = 4 Assess
| Gemma  Rabing  Class 1 & | & = Assess
[ e Ingram | 38 mena. | L i . Mot yat startad: 6
[ Jo Grumrmit | 18 man.. | 1 Aeises . Taken some tests: 16
O Jehn Kerr class 2 4 < [« 4 Assese | | . Complated all tests; 4
1 | s ETIT | P | =" o Y I = [ bl
Not yetsti [ 8 18 20 20
Total allocation:  Unlimited
Started: L] 1] 1] L] o
tompletec 20 18 ] 6 6
Abandone o 0 [ o ] =

To return to the Subscription page, use the Subscriptions button in the top-left hand of the
screen.
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The main part of the screen shows a list of the children on the register. Children are listed by
forename, surname, group and year. An icon will appear under the columns next to each
child’s name to indicate the status of reporting. There is space in these columns to record the
results of up to 5 WellComm assessments. The meanings of the icons are:

This icon indicates that the scoring of a child’s WellComm results has commenced.

"~ This icon indicates that the scoring of a child’'s WellComm results has been
completed.

This icon indicates that the scoring of a child’s WellComm results has been
abandoned.

This icon indicates that the scores from a child’s WellComm results are still available
for entering.

This icon indicates that the scoring of a child’'s WellComm results has been completed
but there may be errors in the results file. If this icon is shown please contact Testwise
customer support on 0845 602 1937.

It is possible to sort the list of children’s names by any column, for example:
Forename
Surname
Group
Year

Click on a column heading and this will sort the selected column. You are also able to filter by
group or year, by selecting a group or year from the relevant drop down list above the group
and year columns.

4. Subscription usage

When you first enter a register, the panel on the right will display information about your
subscription usage. It shows the start and end dates of the subscription, the total number of
children allowed on the register, the remaining number of children you may add to the
register, the number of children for whom scoring has been completed and the number of
children for whom scoring has not yet been completed.

© GL Assessment 2010. All rights reserved. 8



5. Adding a child’s details

To add a child to the register, click the Add button towards the top left of the screen.

You will be presented with the Add Student dialogue box.
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You will need to enter certain information about each child:

Forename

Surname

Group (you can either select a predefined group or create your own by directly
inputting a group name. If you add your own group name then it is available for al
children subsequently added to the register)

Password (it is not necessary to add a password for the WellComm reports)

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. If your setting is not
a school, UPN'’s can be created to suit your records).

When adding children to the register, it is important to note the following:

The combination of forename and surname has to be unique for every child. 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 child record.

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

6.

Importing information about children

It is often more efficient to batch import information about children from a pre-existing file, for
example from an existing school management system.

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

© GL Assessment 2010. All rights reserved. 10



Testwise requires the file containing children’s 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.

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 child 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 child data into it.

CSV File Fields:

Field Name

Description

Fxample

UPN

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

A012345678900

Forename

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

John

Surname

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

Smith

© GL Assessment 2010. All rights reserved.
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Grouping

A field used for grouping
children (i.e. a class or
nursery group). Upper and
lower case can be used.
Maximum of 30 characters.

Class 7

Password

It is not necessary to create
children’s passwords for the
WellComm Report Wizard.

Gender

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

Male / M

Date of birth

This should be in the format
dd/mm/yyyy.

21/10/2007

External reference

Useful for storing a child
reference from another
system. Any text up to 255
characters in length.

ABC123

Free school meals

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

Yes

Ethnic group

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

Asian

Special educational needs

Useful to indicate

whether the child has any
SEN requirements. Any text
up to 255 characters in
length.

No

Custom 1

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

EE1 1EE

Custom 2

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

Allergies

Year

A field used for grouping
children (i.e. a nursery or
year group). Upper and lower
case can be used. Maximum
of 30 characters.

Year 1

EAL

A field used for indicating the
child has English as an
additional language. Any text
up to 255 characters in
length.

Yes

© GL Assessment 2010. All rights reserved.
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Please note:

Fields UPN to Date of Birth are mandatory.

Fields External Ref to EAL are optional — information does NOT have to be entered in
these fields if not known / required.

If you do not have UPN for a child, you can enter ‘X000000000001’ as the UPN for
the first child in the file and use the Excel function of dragging data to create
consecutive UPNs.

Fields must be kept strictly in the order shown.

To import the CSV file, click on the Import button. This will allow you to browse your files to
find the CSV that you have just created.

After the import has finished, the register will refresh and list the children entered.

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.

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

7. Viewing children’s details
The list of children on the Register page only shows basic information about each child. To
view full information on each child, select one or more children by using the checkboxes in the

first column of the 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 scoring for each WellComm assessment.
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You can use the navigation buttons at the bottom of this panel to move through the details of
each child selected.

Clicking the Log button in the View details tab will open the Activity log for the currently
selected child. This shows the activity history of the WellComm scoring results for that child.

Once entered, the details of a child can be edited or changed. The simplest way to do this is
to double click on a child in the list. You can also edit the child’s details by clicking the Edit
button in the View details panel.
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To delete a child from the register, select the child / children you wish to delete, using the
checkboxes in the first column of the list, then click on the Delete button within the Delete tab
in the right hand panel.

Children cannot be deleted from the system if you are currently scoring their results. These
will be displayed in the upper section of the tab display. The lower section is populated with
the names of children that can be deleted.
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8. Generating reports

After the scores for one or more children have been entered, it is then possible for Testwise to
generate reports showing the outcome of their results. The reports are available in 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. 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:

To generate a report, select the children to be included using the checkboxes in the first
column of the list, then click on the Report button within the Report tab.
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Any selected children who cannot be included on the report because of missing data will be

shown in the top section (Non-reportable students) of the panel. Possible reasons for children

not being suitable for reporting are:

DOB missing
UPN missing
Gender not selected

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

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

Once you have all the required children 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.

© GL Assessment 2010. All rights reserved.
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If the scores for at least one child selected for reporting have been completed, you will be
asked to enter the report parameters. Children whose scores have not yet been entered, and
are therefore not eligible for inclusion within the report, will be indicated.

A Report Name must be entered. The Setting Name and Group Name fields are not
mandatory but if entered at this stage will be included in the report.

Once you have entered the required parameters, click Generate Report. Testwise will confirm
that the report has been created. Click OK to return to the Register page or New report to
generate a different type of report with the same or similar parameters.

To view the report, click the Subscriptions button to return to the Subscription page. The
reports generated are listed in the panel on the bottom right.

To export the children on the register to a CSV file, click the Export button.

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

The Print button allows you to print a list of children’s details, including forename, surname,
date of birth and group. By selecting the print option, you will be presented with the print
dialogue box asking you to select your print settings. Select these and the report will be sent
to your designated printer.
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9. Entering WellComm results

To enter a child’s WellComm score / results, click Assess under Assessor’s Tests in the far-
right hand column of the register for the relevant child.

There are 5 opportunities to enter the WellComm scores (WellComm 1-5). These sections
must be followed sequentially (i.e. the scores for WellComm Screening 4 cannot be entered
before the scores for WellComm Screening 3).

This icon indicates that that you can record the WellComm results

This icon indicates that the WellComm results are still to be entered.

This icon indicates that the WellComm results have been successfully entered.
Select the next available screening number to report on and click on the Take Test button.
Testwise will now begin downloading the resources required to score each child. After a short
period of downloading, the scoring process will begin automatically.

Note: Nothing will be being installed on the computer; the application is delivered over the
Internet and held in memory on the computer.
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Note: The scoring process must not be ended prematurely. Closing the browser window in
which the scores are being reported will cause the results to be lost.

Note: Use of the F5 button during scoring may cause the process to restart with the loss of
any scores that have already been completed.

Click on Next to take you to the WellComm Screening Tool page.

© GL Assessment 2010. All rights reserved.
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This page requests you to enter your name (or the name of the original administrator) and the
date that the WellComm Screening Tool was administered. It is important that this date is
used, rather than the current date, as this impacts on the WellComm section automatically
selected for the child’s age. Click on Next to continue.

This screen confirms the child’s age on the date the WellComm Screening Tool was
administered and also which age-appropriate section should have been administered first.

If the incorrect section was administered, the child should be screened again using the correct
age section.

Select the total score that the child achieved on the age-appropriate section from the drop-
down menu and click Next.
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If the child achieved a Green code, no further information needs to be recorded. Click on
Send results for the results to be sent to the Testwise server.

If the child achieved a Red or an Amber code, select the section on which the child achieved
a Green code (NB this section will always be below their age-appropriate section) and click on
Continue. You can also indicate is no Green code was achieved.

You will then be re-directed to the section where the child achieved a Green code.
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Click on the Yes and No buttons to indicate which items the child achieved. You will only be
able to proceed once all the items have been answered.

The first screen includes the first five items of the What the Child Understands section.

The next screen includes the next five items from the What the Child Uses section.

Use the Back and Next navigation buttons if you need to change any of the answers
submitted.

You will only be able to proceed once all the items have been scored. Click on Send results
for the results to be sent to the Testwise server. You will then be redirected back to the

Register page.

© GL Assessment 2010. All rights reserved.
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10. Cross-assessment (group) report subscription

If you have a group account, you can access the cross-assessment (group) reports that are
available within WellComm. Any cross-assessment (group) reports that can be created for
this subscription is listed in the right-hand panel of the Subscriptions page.

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 (Excel Report or WellComm Group Report, there’s now another one, have
replaced the screenshot, do you want to edit the text?) and click Next or double click the
required report.
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The cross-register (group) reporting table allows you to select the type of setting to be
included in your report.

The table includes information about the name of the setting, their postcode (in case you have
two settings with the same name) and also the percentage of results entered for each setting.
(NB This percentage is based on the number of children registered for each section against
the number of results entered).

Click on the checkbox to the right of each setting to select individual settings, or click on the
Select all button to report on all of the settings within your group, and then click Next.

To sort and select the settings by type, click on the Filter by Type drop-down menu in the top-
right hand corner, and then click Next. The types of setting available in this menu (i.e.
childminder, nursery, primary school) will depend on the information entered when each
setting was registered.
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A Report Name must be entered. You can also enter a Group Name if needed.

Enter Custom 1 and 2 labels as appropriate for any data you have inputted as additional
information.

If you would like the cross-assessment (group) report to include an analysis of the results for
each individual setting, select Yes from the drop-down menu.

Once you have completed all the required parameters, click Generate Report. Testwise will
confirm that the report has been created. Click OK to return to the Register page or New
report to generate a different type of report with the same or similar parameters.

11. Managing reports

Once reports have been generated, they are available for viewing and downloading. To view
or download reports return to the Subscription page.
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Each line in the report table shows the details of each report, including the name, type, status
and submission time. The status column may display any of the following icons:

This icon indicates that the report 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 was a problem generating
the report. If this icon is shown please contact Testwise
customer support on 0845 602 1937.

Only reports with a status of Completed can be viewed or downloaded.

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

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 dialogue box
which appears and save the file to your chosen location.

To delete a report, select the relevant report/s, using the checkboxes in the first column, then
click the Delete button. NB The reports will be deleted permanently.

12. Additional help and support

If you have any difficulties with the above processes, please contact the GL Assessment
Customer Support Team on 0845 602 1937 where you will be connected to a Testwise
adviser. For all online help and guidance documents go to:
http://www.testingforschools.com/do/Help
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