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DASHBOARD
Upon logging in you will be taken to your Dashboard / Home page.
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Widgets

You are given the option of customizing your Dashboard by adding “Widgets”.  If you wish to add Widgets, click the link that says, “You currently do not have any dashboard widgets selected, Click here to customize your Dashboard.” 

You may then choose which Widgets you would like to add, or if you wish you may choose not to have any Widgets.
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CATALOG:

Based on the system settings when your registration was approved, ordering can be done via purchase order or payment by credit card.  

Ordering

To order, click on the (Catalog) tab and the list of available assessments will be displayed.  Searching and sorting for the type and use of test is available. 
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b
The administrator can click on the links with the test name to get more information on the test:

· Sample Reports

· Test Manuals

· Research information, or any other test artifacts

An example of a product detail page is below:
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Assessment Description
The Watson-Glaser™ II Critical Thinking Appraisal (WGCTA-II) is the revised version of the Watson Glaser Critical

Thinking Appraisal. It is comprised of 40 multiple choice items and can be completed in about 35 minutes. The
WGCTA-I1 is useful for assessing an individuals ability to recognize assumptions, evaluate arguments, and draw
conclusions. It is suitable for selection as well as development in roles requiring an individual to work with business
information to answer questions, determine strategy, reduce risk and maximize organizational performance. The
WGCTA-II has two equivalent forms, Form D and Form E

What the WGCTA-II Measures
The WGCTA-II assesses:

« Recognizing Assumptions

« Evaluating Arguments

« Drawing Conclusions

« overall Critical Thinking

WGCTA-II Reports
Three reports are available for the WGCTA-II

erofiie Report

o Nurnber of items correct and performance on each scale are reported in addition to an overall percentile and a brief narrative interpretation.

Interview Report
« Provides standard and score-based structured interview questions suitable for both selection and develapment.

Development Report
« Provides developmentally-based individualized feedback and coaching suggestions

[Quick Facts

fprimary Use

[Gelzction snd Develapment

——

[eoanitive verbal Reasoning;
[crtical Thinking

b Level findividual Contributors;
lprofezsionals, Leaders, and
lexecutives

b Type I

hurnber of ttams m

[complation Time

55 minutes (untimed)





When prepared to order, click on the (Add to Cart) button next to the assessment and enter the quantity desired.  
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The tests will be added to the shopping cart on the right side of the screen, and payment screens will follow after you hit the (Edit/Checkout) link located in your shopping cart.  Payment screen shown below.
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Once the proper payment method is assigned and approved, the inventory is immediately made available for the administrator to assign.  

Order History

You may view previous orders via the Order History link under the Catalog tab.
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Batteries  

You have the option of creating your own battery of tests.  This concept allows you to build a battery that consists of multiple tests.  By doing this, it allows your candidate to have one login session while completing multiple tests.  The steps for a Battery creation are shown below.

Click on the (Batteries) link located in the (Catalog) tab as shown below
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Click the (Add New Battery) button.

Give your battery a name as well as a description then click (Add Products to Battery).  

[image: image9.png]PEARSON
e

Home [ECECLEEN Assign  Results  Settings

Search Batteries  Order History

Create/Edit Batte

* Indicates a required field

*Narme:

*Description:
(100 characters max)

Add Praducts to Battery

NOTE: Assessments are delivered to testers in the sequence listed below,
Use the buttons to arrange or remove the assessments

“Products Up/Down/Remove

Add products using button above.

Save Battery





A list of all of our assessments will appear and you may choose which assessments you would like as part of your battery.  Once you have chosen the assessments, click the (Add Seleced Products) button.
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You will then see the tests you have chosen as a part of your battery along with the cost of your battery.
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You will now want to save your battery by clicking the (Save Battery) button.  

You will know your battery has been saved to your catalog when the message, Battery Updated Successfully appears on your screen.  You can then click the (Close) button.  You are ready to order your battery.  To order your battery, go back to the catalog and locate your battery to order.

*****You will find your battery in your catalog listed by the name you selected for your battery (the newly created battery could take up to 3 minutes to appear in your catalog).
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ASSIGN

To assign tests, click on the (Assign) tab on the main task bar.  
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Step 1 – Select Candidates

Once in the assignment screens, you can either 1) Select existing candidates from a list or 2) Add new candidates to the system.  

To add candidates one at a time, click on the option that says, (Create New Candidate).  Under this option, there are required fields to be entered:

· First Name

· Last Name

· Email Address

· Login
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To select existing candidates, click on the option that says, (Search for Existing Candidates). This screen is an intelligent screen with many options.  The user can enter single or a series of values in the text box and the search engine will find all matches.  Strings of text can be pasted in from such applications as Microsoft Excel to find a group of candidates.  A user can also search from groups uploaded using the Upload feature.
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Step 2 – Select Products
Once the admin has selected or entered the candidate(s), they must then pick the test to deliver.  Click on Step 2 – Products to select the assessment.  Highlight selection and click the (Add Selected Product) button.
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Step 3 – Assign

The final step is to assign the Product to the candidate.  Step 3 shows the candidate as well as the assessment to be assigned.  Modify the Test Assignment email sent to candidate via the Create New Email Link (Optional – if email is not revised standard template will be used).  After verifying these are correct, click the (Assign to Candidates) button at the bottom of the screen. 
[image: image17.png]PEARSON
e

Home  Gatalog [ESEEUMM Results  sett

Assessment  Upload Candidates

Step 1 - Candidates | Step 2 - Products

1 candidate(s) selected.

Narme. - EMail Login ID Al ID Pastal

Smith, John talentiens@pearson com Johngmith

1 products(s) selected.

Narme - oy

Oceupational Solution: Engineer in Manufacturing | 3

Select EMaili [ Tocer assigned-English ~ | Create New Email

Assign to Candidates




****Please note, if an assessment has administrator demographics, a Step 4 will appear after hitting “Assign to Candidates”.  Select your demographics and hit “Continue”.  Then select “Assign to Candidates”
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Candidate Login
Upon assignment, an email will be sent to the candidate for login purposes.  The email will contain a link in which the candidate clicks in order to launch the test.  
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Another option to launch the test is to launch it immediately after assignment.  After finishing Step 3 of the assignment process, a box will pop up giving you the option to “Start your Test Now”, as seen below.  This is typically used when a candidate is onsite for administration.
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.  Optional Assignment Process – Candidate Account Creation
·  Does not utilize the Test Assignment email process described above

· No email containing a test link will be sent to candidate upon completion of assignment process

· An email will be sent to the candidate upon the creation of their account

· Email will provide candidate with Login URL, Login ID and Password

·  Candidate will go to URL and enter Login ID and Password

· Tasks (assessments assigned by administrator) are listed for candidate to complete

· Please contact your representative to modify your settings to accommodate this method of assignment

Upload Candidates
Upload a large volume of candidates into the system for assignment.  The upload eliminates the need to create them manually one by one.  A group can also be created at the time of the upload.  Creating a group allows the administrator to assign an assessment to all candidates in his/her group at one time – eliminating the need to select each candidate one by one for assignment.  Requirements and a sample upload file are available.  
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Candidate Experience
Candidate launches assessment and the test session begins.

The subsequent screens walk the test taker through informational screens and test questions.
[image: image22.png]PEARSON ' 1nstructions

You can see below how the screen will appear when you take the test. Be sure to study this information carefully. When you are ready

to advance to the next screen, please click the Continue button.

PEARSON section 1
—

This shows how the screens
in this test will appear. Be
sure to note what all the

different features do. kit

previous screen

{ The Timer dispiays how much tme you
have remaining to complete tis part of the
assessment. I he tmer exires before
you complete the assessmert, your
answers il be saved automabcaly.

e Progress Bar
Shows you how far
2long you are inthe

(Cicking on this button
dvances you o the next

Next Page





[image: image23.png]PEARSON mstructions PAUSED: 0:20:00
—_—

If time has not expired, you will be able to use the Review Screen at the end of the test. You can see below how this screen will appear.
When you are ready to advance to the next screen, please click the Continue button.

PEARSON et ] ===

—_—
Face o crsoron o e
o s and e e
Summary e s o o
Item
Section 1 e e o
1m to ltems 1 througn

1) Whats the capital of the United States?

(inen you are
done. cckthe
Finish buton





[image: image24.png]PEARSON rnstructions T

Select your answer by clicking on the button next to your response. You will be able to review and change your
answers as long as there is time remaining.

EXAMPLE:

Who was the first President of the United States?
A) Benjamin Franklin
8) Thomas Jefferson
© C) George Washington
D) Martin Van Buren

You have 20 minutes to complete this test. The timer will begin when you click the Next Page button below.





[image: image25.png]PEARSON gection 2

—

Timer: 0:19:49

1)

2)

3)

b

5)

6

7

8)

9)

10)

StronglyDisagree  Disagree

Neither Agree nor
Disagree

Agree  Strongly Agree

Ifeel my contributions are valued by the company.
The company makes good use of my abilities.

The organization is stable and predictable.

Most managers here value and reward creative thinking.

Tam often overwhelmed by information on the job.

We have too many unproductive meetings.

My work here fits well with the rest of my life.

The direction of the company is clearly communicated.

The supervision here is helpful and professional.

Doing a good job doesn't get recognized here like it should.

Next Page





When complete, the test taker is allowed to review content.  If satisfied, the candidate will click the Finish button.
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The screen will show the following message when finished.  The candidate can then close their browser.
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RESULTS

Default settings will send you (as the administrator) an email when a candidate completes an assessment.  This setting can be turned off – please contact your representative for more information.
The user/administrator will log back in to view results.  From your dashboard, click on the Results tab.  

Product Status Matrix:
The Product Status Matrix will appear giving you a status of all your assessments.
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By clicking on the hyperlinked cells in each of the rows, the user can get additional information.  For example, in the screen shot above, clicking on the “1” in the Completed column for the row Bennett Mechanical Comprehension Test  will give you a list of the candidates that have completed that test.

Viewing Completed Reports

The user can then click on the (View Report) button to see the actual report.
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Assigned Tests

Also on the Product Status menu is the ability to review assigned tests for information on candidates not yet completed.  This is executed the same way by clicking on the hyperlinked number cell in the corresponding column.
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Via the Actions Column Above, the user could 1) resend an email to verify the candidate is reminded of the need to test,  2) launch the test directly from the user’s machine in a proctored situation.  So, a candidate could walk in for a testing session and be launched directly from a machine without login credentials, 3.)  Manually Expire a Test. 

Expired Tests

The Expired column is a repository for assessments that have been assigned and not activated by the candidate.  Rather than losing this inventory and session, a user can reclaim the inventory and remove the candidate session.  The inventory will be returned to the ordered column and can be re-used by another candidate.  If a session is started in any way, the inventory is considered used at that point.
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Completed Assessments

You can also view a complete list of any/all assessments that have been completed by your candidates.  By clicking the Completed Assessments link in your Results tab, you will be shown a complete list of all of your completed reports for all of your candidates.  You are also given the option of viewing these reports by clicking on the (View Report) button for any given candidate.
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SETTINGS

Edit My Info
This allows you to update any of your contact information such as name, address, email, phone number.
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Users
This feature allows you to search for a candidate using any of the candidate data you assigned when you created the candidate (first name, last name, email address, Login ID).  You can edit Candidate information (email for example) via Users.
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Email Templates
Revise/Customize email templates sent from the system
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System Messages
Add a message to the Dashboard for your Candidates to see if the Candidate Account Creation assignment process is utilized
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N records found.





Logs.  

View logs of emails sent from the system, browser settings for troubleshooting, login attempts, and the System
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View Logs

view and search various logs in the system

Log Type

Client Search DEMO - Bianca Basic [biancabasic]

Start Date 6/3/2011

End Date: 6/10/2011

Specific User: Select.

application:

To Address:

Subject:

Date Sent

T

Subject

06/10/2011 10:13 A

bianca.redd@pearson.com

‘pan assessment completed





