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Introduction

This manual is prepared to be used only by the CKAT Administrator at CCBC’s
Learning Resources Center.

In order to secure the CKAT software, the CKAT assessment questions, and the
answers to the assessment questions this manual should not be given to a student
under any circumstances.

This manual walks the CKAT Administrator through all the functions necessary
to schedule a student for a CKAT. It also walks the CKAT administrator
through producing a student’s CKAT results in hard copy form and in digital
form for further record keeping purposes.

A digital copy of a student’s CKAT result should be e-mailed to the
CIS/Telecom. counselor that signs up a student for BD150 Introduction to
Computers Credit by Examination Text.

A digital copy of a student’s CKAT result should also be e-mailed to the
CIS/Telecom. faculty who administrates the Credit by Examination Test.

The test Administrator should ask the student to bring his/her Social Security

Card and a Photo ID on the day that the student is scheduled to take the
CKAT.
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Starting a CKAT Session

1. On the Windows desktop Click on the CKAT icon (figure 1.1).

s : 7|L]_’;Micmsn(t\#md-ﬁucmw1l‘ R e
Figure 1.1

2. 'You will see the Course Test Manger-Login screen (Figure 1.2)

Course Test Manager - Login

Course Test Manager

Release 1.2

COURSE

©1987 Course Technology

Figure 1.2

3. Type in Administrator in the User ID text box.
4. Type in Admin in the Password text box.
5. Click on the OK button.
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6. You will see the Course Test Manger — Instructor Options [Administrator]
screen (Figure 1.3).

Course Test Manager - Instructor Options [Administrator] I ] l(_ﬂ

Fil= Help

o Mew Perspectives - Comp
% Test Create printed and on-line Computer Concepts dfe
Management | tests

ﬁ User Create and maintain class
Management | rosters and passwords

Yiew and export results for

S on-ine tests and practice tests

BRIl Exit Exit the Course Test Manager

r—

" Tip
Click the User Management button to set up class rosters and student passwords, then click
Test Management to create tests and make them available to students.

Click the Statistics button to correct essay questions, review test results, and view statistics
on tests and practice sessions.

Figure 1.3
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Creating a Student Account

1. Make sure you are at the Course Test Manger — Instructor Options
[Administrator] Screen (Figure 1.3).

2. Click on the User Management button.

3. You will see the User Management [Administrator] screen (Figure 1.4).

User Management [Administrator] 1 | }_ﬂ
File Help
New Perspectives - Comp
\ﬁ View or edit instructor data Computer Concepts dfie
b

] Add, edit, delete, or find
ﬁ Sections section data

. Add, edit, delete, or find
’n‘* Students student data

Exit to Instructor Options
ﬁ window

Tip
Use the Sections button to set up each of your course sections, then use the Students
button to add or import the students for each section.

Figure 1.4

4. Click on the Students button.
5. You will see the Students screen (Figure 1.5).

Students ;lgll_ﬂ
File Edit Impork Sort Reports Help
[ Current Student
User ID: 000-00-000 i)
Current Section: e
FII Sections j .
Password: 00000 Edit
Last Name: asatatitatie e oK
First Name: YYYYY

N ‘ Students } H

Middle Name: Z
S5 Number: 000-00-0000

Section: Assessment

Tip
Select the section you want to work with first.

E Click the < and > buttons on the Students bar to view each of the students in this section.

Figure 1.5
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6. Click on the Add New button.

7. You will see the Add new Student screen that has blank text boxes.

8. Type in the student’s Social Security Number in the User ID text box.

9. Type in the first five digits of the student’s SSN in the Password Text box.
10. Type in the student’s Last Name in the Last Name text box.

11. Type in the student’s First Name in the First Name text box.

12. Type in the student’s Middle Initial in the Middle Initial text box.

13. Type in the student’s Social Security Number in the SS Number text box.
14. Figure 1.6 shows a sample entry for a new student.

Add New Student =
File Help
[ Current Student
User ID: [t | s
Password: |1lll1 | Add Another
Last Name: |Wllllanms | Cancel
First Name: |John |
Middle Name: [B. |
SS Number: |1ll—11—1111 |
Section: |Assessmenl j
Tip
You must at least enter the student's user ID and section.
E You can leave the rest of the fields empty and have the students enter their own password,
name, and £ocial security number when they login into the system.

Figure 1.6

15. Click on the OK button.
16. You will return to the Students screen (Figure 1.7).
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17.
18.
19.
20.
21.
22.
23.

Students

File Edit Impork Sork Reports

Help

1o

Current Section:

’Wﬂ‘

H ‘ Students

A1

0

P

L

F

S

[ Current Student

ser ID: 111-11-1111
assword: 11111

ast Name: Willianms
irst Name: John

Middle Name: B.

S Number: 111111111

Secti

| Add New

Edit

Tip

Select the section you want to work with first.

E Click the < and = button= on the Students bar to view each of the students in this section.

Click on the OK button.
You will return to the User Management [Administrator] screen.

Click on the™~)) (Exit to Instructor’s Options) button.

Figure 1.7

You will return to the Course Test Manger — Instructor Option (Figure 1.2).
If you need to schedule a CKAT go to next page of this manual.

If you wish to exit at this point Click on the Exit button.

You will return to the Windows Desktop.
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Scheduling A CKAT

1. Make sure that you are at the Course Test Manger—Instructor Option
(Figure 1.2).

2. Click on the Test Management button.

3. You will see the Test Management [Administrator] screen (Figure 1.8).

Test Management [Administrator] = ] | }_ﬂ

File Help

elect Questions| | Select questions from the test % Select Questions
Single) | bank to create a new test o (Browse)

Eli

@ Revise a Test Reyise.atest, specify question
weighting and sequence

{32 Schedule On-line | Schedule a test Print Bank
Test o
Print Test Print a test @ Port Test
W3 Delete atest

- Delete a Test

ﬁ Exit to Instructor Options window

Tip
Clickthe Select Questions button to create atest. After you save the test, use the Revise a Test button to
complete the specifications for the test. Click the Schedule On-Line Test button to schedule dates on which
students cantake or review the test.

Figure 1.8

4. Click on the Schedule On-Line Test button.
5. You will see the Schedule On-Line Tests [Administrator] screen (Figure 1.9).
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Schedule On-Line Tests [Administrator]

File Help

P[5

Section: [Assessment

j| Test:

Assesement Test 1 j‘

Test Calendar

Review Calendar

< May » [+2001»

< May * [+2001»

[~ Present questions randomiy?

Su Mo Tu We Th Fr Sa

1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 2 23 2425 2
27 28 29 30 31

Su Mo Tu We Th Fr Sa

1.2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
0 21 2 23 24 (25 2
27 78 29 30 3

Today
{ 5/25/2001

S

P Select Times

Clear All Test Dates

Clear All Review Dates |

| Date/Time Selection

Date Mone Selected E

Start Time End Time

Paszsword (Dptional)

F

[ Tip

Select the Section and the Test you want to schedule. Then, click the dates on the Test

E Calendar when the test will be available to students.

If wou want to let students review the test questions and correct answers after they take a

test, click the dates on the Review Calendar.

Figure 1.9

10

6. Take a few minutes to get familiar with this screen. There are few important
controls on this screen.

A

B.

At the top left of the screen there is a Section dropdown box that

contains Assessment.
At the top left of the screen there is a Test dropdown box that contains

Assessment Test 1.
In the middle of the screen there are two calendars for the month:

a. Test Calendar on the left.
b. Review Calendar on the right.
c. You will be using only the Test Calendar.

7. On the Test Calendar, Click on the day that you want to schedule a student to

take the Assessment test.

8. You will see that the day turns to a blue box.
9. Click on the Test dropdown box.

10
11
12
13

14
15
16
17
18

19. Click on the Exit button to end the program.
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. You will see another test called Assessment Test 2.
. Click on the Assessment Test 2.
. You will see a set of new calendars for Assessment Test 2.
. On the Test Calendar, Click on the day that you want to schedule a student to

take the Assessment test.
. You will see that the day turns to a blue box.
. Click on the OK button.
. You will return to the Test Management [Administrator] screen (Figure 1.8).
. Click on the#) (Exit to Instructor’s Options) button.
. Will return to the Course Test Manger — Instructor Option (Figure 1.3).
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Hard Copy CKAT Result

=

Make sure that you have the student’s SSN.

2. Start the CKAT software. (See the steps provided at the Staring a CKAT
Session).

Type in the student’s SSN in the User ID text box.

Type in the first five digits of the student’s SSN in the Password text box.
You will see the student Options [The student SSN] screen (Figure 1.10)

ok w

student Options [111-11-1111] =100

File Help

MNew Perspectives - Comp
%} Take a Test Computer Concepts die

Review a Test
% Test Results

Practice
Practice Summary
Tip
% My Information E Welcome to the Coursge Test Manager.
Click one of the buttons on the left to proceed.
EE Exit
Figure 1.10

6. Click on the Test Results button.
7. You will see the Course Test Manager Report screen (Figure 1.11).

[ Course Test Manager Report =] 5}
Test Resulis -
525i2001
Willianms John B.

Date Test Tiile Points Possihle Points Farned Percent

SESZ001  Assessment t Test 1 75 0 533

S/25/2001 _ Assestuent t Tast 2 73 a9 £7.12

Totals: 148 39 Average:  60.14 %

i@l start H ol & €1 58 ”H BAcreative... | Ejstudert. . | student opti. |[Fcourse .. |Gl TS DRSS s:20mm
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10.
11.
12.
13.
14.
15.
16.
17.

12

Figure 1.11
Click on the Maximize button at the very top right corner of the screen.
You will see a Printer Icon that the bottom of the your screen.
Click on the Printer Icon to get a hard copy of the student’s CKAT result.
Submit the printed copy to the student.
Click on the Printer Icon to get another hard copy of the student’s CKAT result.
Place this printed copy in your manual KCAT Results file.
Click on the Close button at the bottom of your screen.
You will return to the Student Options [your user ID] screen (Figure 1.10).
Click on the Exit button.
You will return to the Windows Desktop.

CKAT
Administrator Manual



N

RB©ooo~Ne O~ W

12.
13.
14.
15.
16.
17.
18.
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Digital Copy CKAT Result

Make sure that you have the student’s SSN.

Start the CKAT software. (See the steps provided in the Staring a CKAT
Session).

Type in the student’s SSN in the User ID text box.

Type in the first five digits of the student’s SSN in the Password text box.
You will see the student Options [The student SSN] screen (Figure 1.10).
Click on the Test Results button.

You will see the Course Test Manager Report screen (Figure 1.11).

Click on the Maximize button at the very top right corner of the screen.
You will see a Briefcase icon that the bottom of the your screen.

. Click on the Briefcase icon.
. You will see the Export screen (Figure 1.12).

X

Format: Destination:

[Character-separated values ol IDTESTS =]

ITI Cancel I
Figure 1.12

Click on the Format dropdown box.

You will see a list of different formats.

Click on the Words for Windows Document option.
Click on the Destination dropdown box.

Click on the Disk file option.

Click on the OK button.

You will see the Choose Export File screen (Figure 1.13)

Choose Export File 7] x|
File name: Folders: “
c:hocbo-new -
Cancel
AGEMDADOC ;I [= =\ - —l
QM-LIM~1.000C B CCEC-MEW Network
PROPOSAL.DOC £ 54397 eSllEee |
RESUME.DOC
VBIFI~1.00C 1 General
(3 HEIDIE
r £ HGMTESTT x|
Save file as lype: Cinives:
whard for Wwindows [“.dcj I = j
Figure 1.13
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19.

20.
21.
22.

23.
24,
25.
26.
27.
28.
29.

Type in the first 8 digits of the student’s SSN as the file name in the File name

text box.

Click on the Drives dropdown box.

Select the drive a:.

Make sure your screen looks like Figure 1.14.

Choose Export File

File nhame: Folders: 0E
[11111111.doc &t

;l = oah ;I

Cancel

MHetwarl. ..

i

- =

Save file az type: Diries:

word fo Windows (e =] [EEKNNG—

Click on the OK button.
You will see a brief message about your file being saved.

You will return to the Course Test Management Report screen (Figure 1.11).

Click on the Close button at the bottom of your screen.

You will return to the Student Options [your user 1D] screen (Figure 1.10).

Click on the Exit button.
You will return to the Windows Desktop.
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Changing a Student’s Password

1. Make sure you are logged in as the Administrator.

Make sure you are at the Course Test Manger — Instructor Options
[Administrator] screen (Figure 1.3).

Click on the User Management button.

You will see the User Management [Administrator] screen (Figure 1.4).
Click on the Students button.

You will see the Students screen (Figure 1.5).

Using the Students scroll bar find the student whose password you wish to
change.

Click on the Edit button.

9. You will see the Edit Student screen (Figure 1.15).

Noohkow N

o

Edit Student =
File Help

[ Current Student

User ID: |111-11-1111

Password: ||Illl1

Last Name: |Wil|ianms

First Name: |.lnhn

Middle Name: B

| Cancel

S5 Number: |1ll-11-1111

Section: |Asse:smenl j

Tip
Edit the data in any field.

E Click 0K to update the changes or Cancel to abandon the changes.

Figure 1.15

10. Type in the first five digits of the student’s SSN in the Password text box.

11. Click on the OK button.

12. You will return to the Students screen (Figure 1.5).

13. Keep Clicking on the OK button until your return to the Course Test Manger —
Instructor Options [Administrator] screen (Figure 1.3).

14. Click on the Exit button.

15. You will return to the Windows Desktop.
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