& Teknimedia

Enabling Success in a Digital World

Web Learning Center
Quick Reference Guide

Version 7

Copyright © 2021 Teknimedia Corporation

Teknimedia grants permission to organizations that have active accounts on WLC to
duplicate the contents of this guide for educational purposes. Use of these materials
is restricted to the organization’s employees, volunteer staff, and students, and may

not be distributed outside the organization without written permission from
Teknimedia Corporation.

Teknimedia Corporation + 11406 Hollowstone Drive ¢ Rockville, MD 20852
Toll Free: 800-366-4614 « Fax: 301-656-0177 + E-Mail: support@teknimedia.com
www.teknimedia.com



mailto:support@teknimedia.com
http://www.teknimedia.com/

Bl

T el i
I e

T e i [
o Ko &

Table of Contents

1o e [8 o3 (o] o O PP PPPP 1
User Types and RIGNES ...uuuuuiiiiiiiiiiiiiiiiiiiiiiiieiieeieeeeeiee ettt 2
(o ]e o [aTe 1@ AT P PP PP PP PP PP PP PP PP PPPPPPP 3
D= 1S ] oo Y= 1o PO TP PPPP 4
a. Dashboard — ADMUNISIIALONS ..ouuuu. ittt ettt e ettt ettt e e eee et e et et e eeeeeennaas 4
b. Dashboard - INSITUCTOIS ... iiieesiiiiete e i et e e e ee et eeeseeteeessesteeesssnteeeessnnteeesssnnieeressnnsass 5
C. Dashboard - StUAENTS. .. ...ttt e ettt e e ee i eesess e teeeesstteesessnteeeesssnieeeeesnnsass 6
Creating USEI IDS . i iuuueeee ettt ettt ettt ettt et e et ettt ettt et e e ettt et eeeeeeereeeeees 7
Creating USEI GrOUDS ...ttt e iiieteee ettt ettt et ettt ettt et e e ettt ettt tee et e e eeeeeeeeteaeeeeeseeeeeeees 9
AsSIgNINg TitleS t0 USErS...cuuiiiiiiiiiiiiiiiieeeieeeeeeeeeeeeeeeeeee ettt 12
CrEALING TItlES ettt 15
Modifying Title SettiNgS ..uueueeeiiiiiiiiiiiiiii ittt 17
Modifying TEKASSESS ParamMeterS . .uuuueu i iiiiiieieee ettt ettt et e et e et eeeaeeeeees 19
a. Performance-Based Instant Feedback MOde ........cooivvevuiiiiiiiiiiiiiiiee e eeeeeen, 22
b. Pre-Assessment Default SettiNg ... .....iiiiiiuuiiiiiiiie i e e ieeeeieiieeeseeriieesrertaeeseeseans 24
C. TIMIE P Al A O S et ittt e e ettt e e ettt e e ettt et eeeesteeseessseeeeessaeeeeessnnesesssnnaeeessnneseessnns 25
[0 B =Y (VA o 10 | PP PP PP PPPPPPPT 26
€. Pass/Fail Threshold. ... ... e e ettt e e e e e e e eeeeeeeeeeenn, 26
f. QUESHION CUSIOMIZATION L.uuuiiiiit ittt e ettt e e ettt e e eseettteestesseeeseessaneeeeessnneeeessnnieeeessnns 26
g. Custom Path for Untested SeCtiONS.........covveuuueuiiiiiieiiiieee e eeeeeeei, 31
h. Post-Assessment Default Setting ........oooiveeeiiiiiiie e e e e e e e eeeeen, 32
Modifying Total TEKASSESS™ Parameters .......ceuueeeiiii i eeeeeeiieie e e e e ee e ieeeee 33
Overriding Default TEKASSESS SettiNgS ..ovevvveeuuuiiiiiiiiiiiiieeei ettt 33
Resetting a User's TekAssess REeSUIS........ccuvieeuuuuiiiiiiiiiiiiiiieee ettt 38
Viewing Performance RECOIUS ....uuiuuuueee ettt e ettt et e e e e e e eiaeeaeee 41
Q. STUAENT RECOIS .. ittt e et e e ettt e ettt et essee e eeeeseeeeeesseeeeessneeesessnieseesnnns 42
b. MoOdUIE/SECHION RECOIAS ...u.iiitiiiit ittt e et e et ettt e teteeeeteeeeteaessseessneeesnaeeesnaeennnns 43
C.  TItle/COUISE RECOIUS . .u ittt ittt e ettt e et e ettt ettt e ettt e ettt eeeeteesesaeesesseesesseessnneeesnaeesnaeennsns 44
Viewing Attendance REPOIS ......ceeeeeeeiieeieeeeeeeeeeeeee e 45
LiCENSE REPOIM toiiiiiiiiiiiiiiiiiiie ettt 49
LOQQING Off. ettt 50
TECNNICAl SUPPOI ...ttt ettt ettt ettt 51

WLC Quick Reference Guide i



1. Introduction

This document provides information about Teknimedia’s Web Learning Center (WLC) management system
software. The following terms are used in the document:

o Titles: Teknimedia products are referred to by title. Each title includes a number and description
(e.g., PC100-Win7-Basic Skills). Each title includes both the TekAssess pre/post-assessment tool
and course material. Title settings can be customized by Account Administrators and Instructors.

o TekAssess: TekAssess is Teknimedia's web-based pre/post assessment tool. TekAssess modules
include performance-based and knowledge-based questions. Questions are based on the specific
contents of the Teknimedia course that corresponds to the TekAssess assessment. TekAssess settings
can be customized by Account Administrators and Instructors.

e Courses: Courses include Teknimedia’s instructional content. Courses consist of multimedia lessons,
interactive practice exercises, Frequently Asked Questions and quizzes. Course settings can be
customized by the user.

e Total TekAssess™: Total TekAssess™ (TTA) is Teknimedia’s customizable computer skills
assessment tool. TTA modules include performance-based and knowledge-based questions covering a
variety of computer skills concepts and skills. TTA settings can be customized by Account Administrators
and Instructors. For information on creating a creating a customized TTA assessment, please refer to the
Total TekAssess™ Customization Guide.
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2. User Types and Rights
WLC can have three types of users:
e Account Administrator
e Instructor

e Student

The chart below provides details about the rights for each user type.

User Type
User Right Ad?n?r:iosl':gtor Instructor Student
Edit user's own personal info 4 4 4
View user's own records 4 4 v
Take "Open" titles 4 4 v
Take "Closed" titles assigned to user 4 4 4
WLC Guides v v V'3
View student records for certain titles 4 v
Add new users 4 4
Edit/Deactivate users v v
Add User Groups v v
Edit/Delete User Groups 4 v'2
Manage titles v V1
Create/Use TekAssess Templates v v
Manage TekAssess Templates 4 v'2
Create new titles v
View student records for all titles v
Edit organization account information v
View Purchase History & License Reports v

Notes:
1. Applies to titles assigned to the Instructor
2. Only if created by the Instructor
3. Students may only access the WLC Guide for Taking Titles.
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3. Logging On

Fe Teknimedia

User ID:

Password:

Forgot password?

Con B

Terms of Use Privacy Policy

WLC Quick Reference Guide

Login

If you are a new user and have an organization ID and
password, click here.

+J Login

From your web browser, go to https://www.e-
learning.com/html/login.asp

Note: The following customers should use
the URL indicated below to access their
accounts:

Arkansas Adult Education & WAGE
Programs:
https://ar.e-learning.com/html/loginok.asp

CDCR: https://cdcr.e-
learning.com/html/loginok.asp

South Dakota AEL Programs & Local
Offices:
https://sd.e-learning.com/html/loginok.asp

Certiport:
https://ic3.e-learning.com/html/loginok.asp

At the Login screen, type your User ID and
Password under I'm a Registered User, and
Click on OK.

Note: The default Registration setting for
WLC accounts is Closed Registration,
meaning user IDs and passwords must be
created for users beforehand in order for
them to log in. Account Administrators can
change this setting to Open Registration to
allow users to create their own user IDs and
passwords.


https://www.e-learning.com/html/login.asp
https://www.e-learning.com/html/login.asp
https://ar.e-learning.com/html/loginok.asp
https://cdcr.e-learning.com/html/loginok.asp
https://cdcr.e-learning.com/html/loginok.asp
https://sd.e-learning.com/html/loginok.asp
https://ic3.e-learning.com/html/loginok.asp

4. Dashboard

Once a user has logged in, the WLC Dashboard will be displayed. Depending on the user type, the Dashboard screen
provides the user access to different WLC functions.

a. Dashboard — Administrators

From the WLC Dashboard, Account
Administrators can click on the
appropriate icons to get access to the
following options:

%ETGKan?edfa Dashboard Guides Support Contact Us ( Logout

Dashboard

1. Courses & Assessments
Welcome, Jane Smith > 2. Records

3. Attendance Reports
4. Title Administration

D e, 5. User Administration
6. Account Administration

Courses & Records Attendance
Assessments Reports

Note: Teknimedia recommends all
[ o m— | [ teachers, trainers, staff, etc. be given
Account Administrator User IDs.

Title User Account
Administration Administration Administration
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In addition, Account Administrators can
use the Purchases & Licenses drop
down list to get access to the following
options:

%Teknfn‘}edfa Dashboard Guides Support Contact Us (& Logout

Dashboard

1. Purchase

Welcome, Jane Smith > ‘ 2. Purchase History

Purchase 3. License Reports

Purchase History
License Report

e
Courses & Records Attendance
Assessments Reports
m . ]
Title User Account
Administration Administration Administration

b. Dashboard - Instructors

From the WLC Dashboard, Instructors
can use the appropriate icons to get
access to the following options:

%Teknfn‘}edja Dashboard Guides Support Contact Us & Logout

Dashboard 1. Courses & Assessments
2. Records
Welcome, Jane Smith > 3. Title Administration
4, User Administration
— Note: Instructors are only allowed to
manage titles assigned to them by an
Account Administrator and manage User
Groups created by them.
Courses & Records
Assessments
—
Title User
Administration Administration

Note: Account Administrators and Instructors have access to four different user guides, which are available for download.
They can be accessed by clicking on the Guides link in the upper menu bar of the screen.

WLC Quick Reference Guide 5



c. Dashboard - Students

%Teknfmedia CAEEEINEE ) the WLC Dashboard, Students have

access to the following options:

Dashboard 1. Courses & Assessments
2. Records

Welcome, Jane Smith *»

A —

Courses & Records
Assessments

WLC Quick Reference Guide 6



5. Creating User IDs

%) Teknimedia G Logout Account Administrators can create user

IDs for Students, Instructors, and other
Account Administrators. Instructors can

Dashboard create user IDs only for Students.
Welcome, Jane Smith » To create user IDS_! go to the
Dashboard and click on User
Administration.
M
Courses & Records Attendance
Assessments Reports

=1=] 'I-I-I

Title User Account
Administration Administration Administration

ko) Teknimedia C> Logout

From the User Administration screen,
click on the Add a New User link.

User Administration

Group Filter: |None Selected T
Sort By: ® Name User ID User Type Creation Date

Users: Name (UserlD)
AWEUT, Fariua (raradga)

Aylward, Chris (chrisa2)

- MNew/Deactivated Users

Azani, Hamid (hamida) » Add a New User
Aznoe, Paula (paulaa) » Reactivate Users
Backlund, Wendy (wendyb)

Bailey, Paulette (lattc) Existing Users
Baklayan, Shoushan (shoushanb) 3 Edit User

Banks, Anndell (anndellk)

) » Change User's Password
Bannarbig, Shane (shaneb)

Barati, Sid (sbarati) » Manage User's Group Assignments
Barnard, Nicole (nicoleb) > Deactivate User

Barr, April (aprilbl)

Barrera, Bruce (bruceb3) User's Titles

Bartlett, David (davidbl)
Barton, Jamila {jamilak)
Bass, Sheila (sheilab2)

n =T I L

» Manage User's Titles

> Manage User's TekAssess Status

WLC Quick Reference Guide 7



%ETeknfmedfa' D ; s Support Co s C» Logout From the Add User screen, fill in all
) required fields for the user you are

creating a User ID and password for:

Add User Click on the Add User button.
Notes:
Fields marked * are required. 1. User IDs must be unique. You will be
prompted if the User ID you requested
First Name:* Mary is already in use. You can check for the

availability of a User ID before
proceeding by clicking on the Check

Middle Initial Availability link.
Last Name:* Jones 2. All users must have a valid and
unigue e-mail address. E-mail
i : addresses for Account Administrators
UserID: mjones Check Availability (g may be used for multiple student user
ids if a valid e-mail address isn't
Email address:* mjones3876@gmail.com available for the student.

. 3. The "default" User Type is Student.
Password:™  |eeeee For details about other User Types,
click on the User Type link next to the

Verify Password:™ | .eaues drop-down list.

4. A user may be added into an existing
User Type:* Student Y| User Types & Rights - User Group by clicking on the down
arrow and selecting the desired group.

User Group:* MNone Selected v

WLC Quick Reference Guide 8



6. Creating User Groups

ke) Teknimedia

Welcome, Jane Smith »

Courses &
Assessments

=T=)

Title
Administration

Records

@

User
Administration

WLC Quick Reference Guide

Dashboard
Attendance
Reports

-

Account
Administration

To create a User Group, go to the
Dashboard and click on User
Administration.

Note: User Groups are helpful for
filtering lists of Users in User
Administration, Records and Title
Administration.



ko) Teknimedia (BRI  From the User Administration screen,
click on the Add a New Group link
under Groups.

User Administration

Note: Administrators can manage a
user's group assignments from the User
Group Filter: |None Selected v Administration screen. Click on the
Manage User's Group Assignments
Sort By: ® Name User ID User Type Creation Date . 9 . P . 9
link to edit the group assignments.

Users: Name (UserlD)
AWAUTT, Al (IEnudd)

Aylward, Chris (chrisa2)

MNew/Deactivated Users

Azani, Hamid (hamida) > Add a New User
Aznoe, Paula (paulaa) » Reactivate Users
Backlund, Wendy (wendyb)

Bailey, Pauletie (lattc) Existing Users
Baklayan, Shoushan (shoushanb) » Edit User

Banks, Anndell (anndellb)

) » Change User's Password
Bannarbie, Shane (shaneb)

Barati, Sid (sbarati9) » Manage User's Group Assignments -
Barnard, Nicole (nicoleb) > Deactivate User

Barr, April (aprilbl)

Barrera. Bruce {(bruceb3) User's Titles

Bartlett, David (davidb1)
Barton, Jamila (jamilak)
Bass, Sheila (sheilab2)

n oL

> Manage User's Titles

» Manage User's TekAssess Status

User Groups:

» Add a New Group -

> Edit Group
> Change Group's Password

> Delete Group

Group's Titles

> Assign Titles to Group

Dashboard

WLC Quick Reference Guide 10



= Logout

ko) Teknimedia

Add User Group

-

Group Name: First Period Class

Group Password:

Sort By: ® Name User ID

Format: Mame (User ID)

Users In Group:

Aylward, Chris (chrisa2)
Banks, Anndell (anndellb)

Users Not In Group:

Azani, Hamid (hamida)
Aznoe, Paula (paulaa)
Backlund, Wendy {(wendyb)
Bailey, Paulette (lattc)
Baklayan, Shoushan (shoushanb)
Bannarbie, Shane (shaneb)
- Barati, Sid (sbarati9)
Barnard, Micole (nicoleb)
=+ Barr, April (aprilb1)
Barrera, Bruce (bruceb3)
Bartlett, David (davidbl)
Barton, Jamila (jamilab)
Bass, Sheila (sheilab2)
Bates, Bobbie (bobbish)
Beazer. Matalie (natalieb1)

WLC Quick Reference Guide

First, enter the desired name for the
User Group in the User Group Name
box.

Next, highlight the name(s) of the
desired Users in the box on the right
(Users NOT in Group) and click on the
left arrow button to move the users to
the Users In Group box.

Once all the desired users have been

moved to the Users In Group box, click
on the OK button.
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7. Assigning Titles to Users

ko) Teknimedia (cJBLENE  From the User Administration screen,
highlight the name of the user you want
to assign titles to.

User Administration Click on the Manage User's Titles link.

Note: Titles can also be assigned to
User Groups by highlighting the desired
User Group and clicking on the Assign
Users: Name (UserID) Titles to Group link.

RWdATn, Fdiidg (Iariddd]
Aylward, Chris (chriza2)
Azani, Hamid (hamida)

Group Filter: |Mone Selected v

Sort By: ® Mame User ID User Type Creation Date

- New/Deactivated Users

> Add a New User

Aznoe, Paula (paulaa) » Reactivate Users
Backlund, Wendy (wendyb)

Bailey, Paulette {lattc) Existing Users
Baklayan, Shoushan (shoushanb) » Edit User

Banks, Anndell (anndellb)

) > Change User's Password
Bannarbig, Shane (shaneb)

Barati, Sid (sbaratio) » Manage User's Group Assignments
Barnard, Micole (nicoleb) > Deactivate User

Barr, April (aprilbl)

Barrera, Bruce (bruceh3) User's Titles

Bartlett, David (davidbl) > Manage User's Titles -

Barton, Jamila {jamilab)
Bass, Sheila (sheilab2)

n oo

> Manage User's TekAssess Status

User Groups:

> Add a New Group
> Edit Group
> Change Group's Password

> Delete Group

Group's Titles
> Assign Titles to Group -

Dashboard

WLC Quick Reference Guide 12



ko) Teknimedia

Manage User's Titles

User: Smith, Jang (lans_Smith)

Titles User Is Currently Taking

Titles Assigned To User But Mot Started Change -

Completed Titles User Is Allowed To Retake Change -

Open Registration Titles User Can Take

PC100-V5 - Basic Skills

PCLO0-WinT - Basic Skills-org

PCL01-¥5 - Computer Basics

PCL02-Winl0 - Windows 10 Basics

PC110-Winl0 - File Management -
Titles User Can Take Due To Group Membership

WLC Quick Reference Guide

The Manage User’s Titles screen is
divided into five sections:

1. Titles the User has already started.

2. Titles the User has been assigned
but has not yet started.

3. Titles the User has already
completed but is allowed to retake.

4. Titles set to “Open” registration that
are available to all Users.

5. Titles that have been assigned to
User Group(s) the User is a member
of.

Sections 2 and 3 can be changed by
clicking on the Change link.

To assign titles to the User, click on the
change link next to Titles Assignhed to
User But Not Started section of the
screen.

To allow a User to “retake” a title
already completed, click on the change
link next to Completed Titles User Is
Allowed to Retake.

Note:

1. Users are not allowed to re-take a
titte whose license has expired
unless given permission by an
Account Administrator to "retake"
the title. If the User retakes a title, a
second user license for that title will
be used.

13



ko) Teknimedia G Logout

Assign Titles to User

User: Smith, Jane (Jane_Smith)
Titles Assigned To User: Titles NOT Assigned to User:
PC100-V5 - Basic Skills AAA-Total TekAssess Win7-2013

CBT100-SP - Computer Skills for the 2014 GED® Test-Spanish
CBT100-V2 - Computer Skills for the GED Test-2
PC101-V5 - Computer Basics
C102-Winl0 - Windows 10 Basics
%cno-wmlo - File Management

<= PC120-Chrome - Exploring The Web using Google Chrome
PC130-Gmail - E-mail Basics using Gmail

= PC131-GC - Calendar Basics using Google Calendar
PC140-2016 - Basic Word Processing
PC141-2016 - Intermediate Word Processing-1
PC142-2016 - Intermediate Word Processing-2
PC143-2016 - Intermediate Word Processing-3
PC150-2016 - Basic Spreadshests
PC151-2016 - Intermediate Spreadsheets-1 -

Apply Changes

WLC Quick Reference Guide

In the right-hand box of the Assign
Titles to User screen, highlight the title
that you want to assign to the User and
click on the left arrow button to move
the title to the left-hand box.

Repeat this process for each title you
want to assign to a User.

Once you have assigned the titles, click
on the Apply Changes button.
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8. Creating Titles

When an organization purchases a course or assessment product, for example PC100-V5 - Basic Skills, a default title for
that product will be created in the organization’s WLC account. Additional titles based on the same product can be created
by the organization’s Account Administrator(s) to allow multiple Instructors to use the product independently of each other.
For example, if three Instructors need to use PC100-V5, the default PC100-V5 title can be assigned to one Instructor, and
two more PC100-V5 titles can be created and assigned to the other two Instructors. In this way, the Instructors will each
have a title that they can use with their own students. They will also be able to modify the title’s settings and pre-post
assessment parameters without affecting the titles used by the other Instructors.

Titles may also be created based on the Total TekAssess (TTA) product. For example, if an organization purchases TTA-
Win7-2016, multiple titles based on that product may be created in addition to the default title. Each title could be used to
create an assessment with its own questions and parameters. Account Administrators and Instructors are also able to
customize an assessment and offer it to their students without affecting the other assessment titles.

Note: Only Account Administrators are allowed to create titles.

koY Teknimedia ashboard ~ Guides  Support G Logout To create a title, click on Title
Administration from the Dashboard.

Dashboard

Welcome, Jane Smith » Purchases & Licenses »

e
Courses & Records Attendance
Assessments Reports
Title User Account
Administration Administration Administration

WLC Quick Reference Guide 15



%) Teknimedia G Logout

Title Administration

Titles:

AAA-Total TekAssess Win7-2013

CBT100-5P - Computer Skills for the 2014 GED® Test-Spanish
CBT100-V2 - Computer Skills for the GED Test-2

MOUSE - Mouse Tutorial

MOUSE-SP - Mouse Tuterial-Spanish

PC101-V5 - Computer Basics

PC102-Winl0 - Windows 10 Basics

PC110-Winl0 - File Management

PC120-Chrome - Exploring The Web using Google Chrome
PC130-Gmail - E-mail Basics using Gmail

PC131-GC - Calendar Basics using Google Calendar
PC140-2016 - Basic Word Processing

PC141-2016 - Intermediate Word Processing-1
PC142-2016 - Intermediate Word Processing-2
PC143-2016 - Intermediate Word Processing-3
PC150-2016 - Basic Spreadsheets

PC151-2016 - Intermediate Spreadsheets-1

PC152-2016 - Intermediate Spreadsheets-2

PC160-2016 - Basic Presentations

PC161-2016 - Intermediate Presentations

PC170-2016 - Database Basics -

ko) Teknimedia

New Titles
> Create a New TekAssess/Course Title -

> Reactivate Titles

Existing Titles
> Edit Title Settings
> Edit TekAssess Parameters

» Delete/Deactivate Title

Users

> Assign Users to Title
> Manage TekAssess User Status

Templates
> Load Title's TekAssess Params from a Template
> Save Title's TekAssess Params as a Template

> Manage TekAssess Templates

(& Logout

Create a New TekAssess/Course Title

Product: ‘
Title: ‘
Admin/Instructor: Smith, Jane (Jane_Smith)
Licensing:
Restricted. Allocate |0

WLC Quick Reference Guide

. -

® Unrestricted. Use any unallocated license available

more licenses

From the Title Administration screen,
click on the Create a New
TekAssess/Course Title link.

The Create a New Course/TekAssess
Title screen will be displayed.

Select the product on which you want to
base the new title (e.g. PC100-V5) from
the Products drop-down list.

Enter a name for the title.

Select the Administrator or Instructor
who will be allowed to administer and
use the title from the Admin/Instructor
drop-down list.

Click on Add.

16



9. Modifying Title Settings

%,ETeknfmedja G Logout Account Administrators (and Instructors
who have been assigned to a title) can

modify a number of settings for a title:

Dashboard e Change the Name of the Title

) ¢ Designate Licenses for restricted or
Welcome, Jane Smith » unrestricted use by Instructors and
Account Administrators
e Changes Registration Status
— (Open/Closed)
e Request E-Mail Notifications
e Quiz Question Randomization

Courses & Records Aftendance . . . . .
Assessments Reports To modify Title Settings, click on Title

Administration from the Dashboard.

Title User Account
Administration Administration Administration

%) Teknimedia G Logout From the Title Administration screen,

highlight the title you want to modify and
click on the Edit Title Settings link.
Title Administration

Titles:
AAA-Total TekAssess Win7-2013 New Titles
CBT100-5P - Computer Skills for the 2014 GED® Test-Spanish > Create a New TekAssess/Course Title

CBT100-V2 - Computer Skills for the GED Test-2
MOUSE - Mouse Tutorial
MOUSE-SP - Mouse Tuterial-Spanish

> Reactivate Titles

PC100-V5 - Basic Skills Existing Titles
PC101-V5 - Computer Basics > Edit Title Settings -

PC102-Winl0 - Windows 10 Basics

PC110-Winl0 - File Management

PC120-Chrome - Exploring The Web using Google Chrome
PC130-Gmail - E-mail Basics using Gmail

PC131-GC - Calendar Basics using Google Calendar Users
PC140-2016 - Basic Word Processing
PC141-2016 - Intermediate Word Processing-1
PC142-2016 - Intermediate Word Processing-2
PC143-2016 - Intermediate Word Processing-3
PC150-2016 - Basic Spreadsheets Templates

PC151-2016 - Intermediate Spreadsheets-1 > Load Title's TekAssess Params from a Template
PC152-2016 - Intermediate Spreadsheets-2
PC160-2016 - Basic Presentations
PC161-2016 - Intermediate Presentations > Manage TekAssess Templates
PC170-2016 - Database Basics -

> Edit TekAssess Parameters

» Delete/Deactivate Title

> Assign Users to Title
> Manage TekAssess User Status

> Save Title's TekAssess Params as a Template

WLC Quick Reference Guide 17



Fel Teknimedia : (& Logout

Edit TekAssess/Course Title

Product: PC100-V5

Title: PC100-V5 - Basic Skills
Title Created By: Sid Barati (sbarati9)
Date Created: 2/26/2016

Title: PC100-V5 - Basic skills

Admin/Instructor: Barati, Sid (sharati9) v

Licensing
® Unrestricted. Use any unallocated license available (currently 3)

Restricted. Allocate |0 more licenses (maximum 3)

Registration
Open. Allow any registered user of this organization to take this title.

®  Closed. Only users that [ assign may take this title.

E-Mail Notification
Maotify me by email every time a user has started this title,

# MNotify me by email when the remaining license count for this title reaches: |5

Course Quizzes (Course only, does not apply to TekAssess)
® Do not randomize. Questions and answers always appear in the same order,
Randomize. The order in which questions and answers appear change with each use»

WLC Quick Reference Guide

From the Edit TekAssess/Course Title
screen, make the desired changes.

Click on Apply Changes.

The initial default settings are as
follows:

e Licensing: Unrestricted

e Registration: Closed?!

e E-Mail Notifications: Notify when
license count reaches 5 remaining
licenses.?

e Course Quizzes: Randomized.

Notes:

1. With closed registration, the titles
must be assigned to the desired Users
(or to a User Group) to allow the users
to take it. If the registration is changed
to Open, the title will be available for all
users.

2. If checked, e-mail notifications will be
sent to the Administrator or Instructor
whose name appears in the drop-down
list.

18



10.Modifying TekAssess Parameters

The default settings for the TekAssess pre/post-assessments that accompany most titles are as follows:

Settings Pre-Assessment Post-Assessment
Performance-Based Instant Feedback On On
Default TekAssess Setting Optional* Automatic**
TekAssess Time Limit Timed Timed

¢ Knowledge-Based Questions 30 Seconds 30 Seconds

e Performance-Based Questions 45 Seconds 45 Seconds
Retry Count - Performance-Based Questions 6 6
Pass/Fail Threshold 70% 70%

*Note: Optional setting allows the student to decide whether s/he wants to take Pre-Assessment. The administrator can
change this setting to either disabled, where Pre-Assessment is not available to the student, or required, where the
student has to take Pre-Assessment.

**Note: Automatic setting implies that Post-Assessment will become available as soon as the student has completed the
course. The administrator can change this setting to either disabled, where Post-Assessment is not available to the
student, or available, which allows the student to take Post-Assessment whenever s/he is ready.

ko) Teknimedia G Logout

Account Administrators can customize
the TekAssess Pre-Assessment and
Dashboard Post-Assessment parameters of all
titles. Instructors can customize the
Welcome. Jane Smith > TekAssess Pre-Assessment and Post-
Assessment parameters of the titles that
have been assigned to them.

To customize TekAssess parameters,
click on Title Administration from the
Dashboard.
Courses & Records Attendance
Assessments Reports
Title User Account
Administration Administration Administration

WLC Quick Reference Guide 19



Teknimedia G Logout From the Title Administration screen,

highlight the title for which you want to
modify the assessment parameters and

Title Administration click on the Edit TekAssess
Parameters.
Titles:
AAA-Total TekAssess Win7-2013 - New Titles
CBT100-5P - Computer Skills for the 2014 GED® Test-Spanish > Create a New TekAssess/Course Title

CBT100-V2 - Computer Skills for the GED Test-2
MOUSE - Mouse Tutorial
MOUSE-SP - Mouse Tuterial-Spanish

> Reactivate Titles

PC100-V5 - Basic Skills Existing Titles
PC101-V5 - Computer Basics > Edit Title Settings

PC102-Winl0 - Windows 10 Basics

PC110-Winl0 - File Management

PC120-Chrome - Exploring The Web using Google Chrome
PC130-Gmail - E-mail Basics using Gmail

PC131-GC - Calendar Basics using Google Calendar Users
PC140-2016 - Basic Word Processing
PC141-2016 - Intermediate Word Processing-1
PC142-2016 - Intermediate Word Processing-2
PC143-2016 - Intermediate Word Processing-3
PC150-2016 - Basic Spreadsheets Templates

PC151-2016 - Intermediate Spreadsheets-1 > Load Title's TekAssess Params from a Template
PC152-2016 - Intermediate Spreadsheets-2
PC160-2016 - Basic Presentations
PC161-2016 - Intermediate Presentations > Manage TekAssess Templates
PC170-2016 - Database Basics -

> Edit TekAssess Parameters

» Delete/Deactivate Title

> Assign Users to Title
> Manage TekAssess User Status

> Save Title's TekAssess Params as a Template

License Report Dashboard

WLC Quick Reference Guide 20



Fe) Teknimedia SRR From the Assessment Parameters
screen, make the desired changes to

Assessment Parameters the Pre-Assessment and Post-
Assessment parameters.

Title: Please refer to the following pages for
PC100-V5 - Basic Skills details regarding the various TekAssess
parameter options.

Performance-Based Instant Feedback Mode
On. Performance-based questions will provide instant feedback. Change

Pre-Assessment Default Setting
Optional. Students allowed to decide if they want to take Pre-Assessment Change

Pre-Assessment Time Limit

Limited. Limit the amount of time allowed for each Pre-Assessment section Change
-Time allowed per knowledge-based question: 30 s=conds (recommended 30)

-Time allowed per performance-based question: 45 seconds [recommended 45)
Estimated total pre-assessment time: 34 Minutes 15 Seconds Details

Pre-Assessment Retry Count
Maximum number of tries allowed per performance-based question (recommended 6):6 Change

Pre-Assessment Pass/Fail Threshold
Pass/Fail Threshold (at or above which a student passes the assessment):70% Change

Pre-Assessment Question Customization
Not Customized. Include all performance-based questions and randomly choose which
knowledge-based questions to include. Change

Custom Path for Untested Sections
Do not include. Do not include untested sections in the learning medule's custom path. Change

Post-Assessment Default Setting
Automatic. Post-Assessment becomes available once the student completes the main
course Change

Post-Assessment Time Limit

Limited. Limit the amount of time allowed for each Post-Assessment section Change
-Time allowed per knowledge-based question: 30 seconds (recommended 30)

-Time allowed per performance-based question: 45 seconds [recommended 45)
Estimated total post-azsessment time: L2 Minutes 15 Seconds Details
Post-Assessment Retry Count
Maximum number of tries allowed per performance-based question (recommended 6):6 Change

Post-Assessment Pass/Fail Threshold
Pass/Fail Threshaold (at or above which a student passes the assessment):70% Change

Post-Assessment Question Customization
Customized. Customize which guestions to include. Change
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a. Performance-Based Instant Feedback Mode

ko) Teknimedia G Logout

Edit TekAssess Parameters

Title:
PC100-V5 - Basic Skills

Performance-Based Instant Feedback Mode
¥ Provide instant feedback for performance-based questions.

Apply Changes

Basic Computer Skills - 1

i2alculator

Task Complete

v Correct!
o]

Double-click on the “Calculator” icon to open the calculator. | HH

Ques.
1 of15

WLC Quick Reference Guide

For performance-based questions for both
the TekAssess Pre-Assessment and Post-
Assessment, instant feedback is available.
The default setting is for instant feedback
to be turned on.

To turn-off instant feedback, deselect the
check box and click on the Apply
Changes button.

In this screen shot, Instant Feedback is
turned on. The User is told the answer
was correct and s/he can click on the Next
button to move to the next question.
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Ques,
1 of 15

t@

Paint

Basic Computer Skills - 1

. Caleulator

‘ 0.

OnoEp
naEaD

L2 sl

Action Complete

Double-click on the "Calculator” icon to open the calculator.

WLC Quick Reference Guide

In this screen shot, Instant Feedback is
turned off. The user is not told whether
his/her answer is correct or not. The user
is given the option to retry the question or
submit his/her answer and advance to the
next question.
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b. Pre-Assessment Default Setting

k) Teknimedia G Logou

Edit TekAssess Parameters

Title:

PC100-V5 - Basic Skills

Pre-Assessment Default Setting (You can override this setting on a per-user basis)

Disabled. Pre-Assessment is not available to the students.
® Optional. Students allowed to decide if they want to take Pre-Assessment.

Required. Students are required to take Pre-Assessment.

Apply Changes

For details regarding the TekAssess Post-Assessment Default Setting
options, please go to section H.

WLC Quick Reference Guide

The options for the TekAssess Pre-
Assessment Default Setting are:

e Disabled
e Optional
e Required

Note: The initial default setting for
TekAssess is for the Pre-Assessment to
be "optional."

A change to the Pre-Assessment Default
Setting (or the Post-Assessment Default
Setting) on the Assessment Parameters
screen will affect all users that have not
yet started the title.

This default setting can be overridden for
individual users through User
Administration (then Manage
TekAssess Status) or through Title
Administration (then Manage
TekAssess Title Status). See section
11, Overriding TekAssess Default
Settings.
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c. Time Parameters

%oy Teknimedia

(Eg Logout

Edit TekAssess Parameters

Title:

PC100-V5 - Basic Skills

Pre-Assessment Time Parameters

¢! Limit the amount of time allowed for each Pre-Assessment section.

Time allowed per knowledge-based question: (30 (seconds, recommended 30)

Time allowed per performance-based question: |45

Apply Changes

(seconds, recommended 45)

This parameter is also available for the TekAssess Post-Assessment.
The parameters set can be the same or different as the Pre-Assessment.

WLC Quick Reference Guide

The default setting for the Pre-
Assessment is for it to be timed and to
allow up to 30 seconds per knowledge-
based (true/false and multiple choice)
question and up to 45 seconds per
performance-based question.

To change the Pre-Assessment to
untimed, deselect the check box and click
on the Apply Changes button.

To increase/decrease the time allowed
per question, enter the desired number of
seconds per question type in the
appropriate text box.

Once the desired changes have been

made, click on the Apply Changes
button.
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d. Retry Count

%oy Teknimedia

Edit TekAssess Parameters

Title:
PC100-V5 - Basic Skills

Pre-Assessment Number of Tries Parameter

Maximum number of tries allowed per performance-based question (recommended 6): |6

Apply Changes

This parameter is also available for the TekAssess Post-Assessment.
The Post-Assessment retry count can be the same or different as the
Pre-Assessment.

e. Pass/Fail Threshold

%aTeknfmedia

Edit TekAssess Parameters

Title:

PC100-V5 - Basic Skills

Pre-Assessment Pass/Fail Threshold Parameter

Pass/Fail Threshold at or above which a student passes the assessment: 70 %

Apply Changes

This parameter is also available for the TekAssess Post-Assessment.
The Post-Assessment Pass/Fail Threshold can be the same or different
as the Pre-Assessment.

f. Question Customization

WLC Quick Reference Guide

> Logout

The Retry Count refers to the number of
attempts the User will have to answer a
performance-based question before it is
scored.

The default setting is for 6 attempts to be
allowed.

To change the Retry Count, enter the
desired number in the text box and click
on the Apply Changes button.

The default Pass/Fail Threshold for the
TekAssess Pre-Assessment is 70%.

To change the Pass/Fail Threshold, enter
the desired percentage in the text box and
clock on the Apply Changes button.
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k) Teknimedia (cyreetll  TekAssess allows you to customize the
specific questions included in the
TekAssess Pre-Assessment.

Edit TekAssess Parameters

The default setting is for all questions in
Title:  PC100-V5 - Basic Skills the test bank to be included in the pre-
assessment.

Pre-Assessment Question Customization
® Include all performance-based questions and randomly choose which knowledge-based questions to include. To customize the queStiOl’lS, click on the

Customize which questions to include. Customize - M link.

Apply Changes

This parameter is also available for the TekAssess Post-Assessment.
The Post-Assessment Pass/Fail Threshold can be the same or different

as the Pre-Assessment.

ko Teknimedia From the Customize TekAssess screen,
click on the Yes radio button to display the
topics covered by each module in the

Customize TekAssess assessment.
Title:
PC100-V5 - Basic Skills
Show Topics: Yes @ No
# Module Enabled? Type! Always Random Never Customize
(change) Include Include Include
Bank Bank Bank
(set all) (set all) (set all)

1 Basic Computer P 0 4 12 Customize
Skills - 1

2 Basic Computer P 0 6 14 Customize
Skills - 2

3 Typing Speed P 1 0 0 Customize
and Accuracy

4 Basic Computer K 9 0 0 Customize
Skills - Quiz

Total 10 5 out of 10 26
Change

! Type: P=Performance Based, K=Knowledge Based
Total number of questions included: 15
Estimated total assessment time: 11 Minutes 0 Second Details

Exit
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C» Logout

Customize TekAssess

Title:
PC100-V5 - Basic Skills

Show Topics: @ Yes ' No
# Module Enabled? Topics
(change)

1 Basic » Use
Computer buttons and
Skills - 1 icons

» Manipulate
windows

» Use menus
» Scroll
through lists
» Select
option
buttons and

check boxes

2 Basic » Use the
Computer keyboard
Skills - 2 » Enter text

» Edit text

= Cut, copy
and paste
text

» Fill out
online forms

3 Typing » Use the
Speed and keyboard
Accuracy » Enter text

WLC Quick Reference Guide

Type!

Always
Include
Bank
(set all)

Random
Include
Bank
(set all)

Never
Include
Bank
(set all)

12

14

0

Customize

Customize -

Customize

Customize

Click on the Customize link to view the

questions included in the test module.
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ko) Teknimedia @ Logo

Title:

Customize TekAssess Module

PC100-V5 - Basic Skills

Apply Changes

10

Customization for Module 1: Basic Computer Skills - 1

Instruction Always
Include

(set all)

Randomly
Include
(set all)

Double-click on the "Calculator” icon to open the
calculator.

Click on the calculator buttons to perform the
specified calculation.

Maximize the window, and then restore it.

Minimize the window, and display it again.

Close the window. 8

Select Open from the File menu.
Open the specified file.

Select Flip Horizontal from the Transform submenu of
the Edit menu.

Select Flip Vertical from the Rotate drop-down menu.

Select the specified item in the list.

WLC Quick Reference Guide

Mever
Include
(set all)

Questions may be excluded from the
assessment by selecting the radio button
in the Never column.

Questions may also be included on a
random basis by selecting the radio button
in the Random column.

After the desired changes have been
made, click on the Apply Changes
button.
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ko) Teknimedia

Customize TekAssess Module

Title:
PC100-V5 - Basic Skills

Apply Changes

Customization for Module 4: Basic Computer Skills - Quiz

# Question Always Randomly Never
Include Include Include
(set all) (set all) (set all)

1 Which item in this picture is the "Maximize" button? (Picture)
Answer A A
Answer B: B e
C
Answer D: D

2 Which item in this picture is the "Minimize" button? (Picture)
Answer A A
irswer .
Answer C: C
Answer D: D

3 When you maximize a window, the "Maximize" button will:
Answer A: change to the "Minimize" button.
i: change to the "Restore” button. &
Answer C: change to the "Close” button.
Answer D: not change.

WLC Quick Reference Guide



g. Custom Path for Untested Sections

ko) Teknimedia G Logout

Edit TekAssess Parameters

Title:

PC100-V5 - Basic Skills

Pre-Assessment Custom Path for Untested Sections Parameter

#| Include untested sections in custom path.

Apply Changes

This parameter is only available for the TekAssess Pre-Assessment.

WLC Quick Reference Guide

Teknimedia's Custom Path feature maps
the TekAssess Pre-Assessment results to
the course table of contents. Through use
of the Custom Path, the user will be
"exempt" from any course lessons and
exercises that correspond to questions
answered correctly in the assessment.

If questions have been excluded from the
TekAssess Pre-Assessment, the topics
covered by these questions can also be
excluded from the custom path.

To exclude untested sections from the
Custom Path, deselect the check box and
click on the Apply Changes button.
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h. Post-Assessment Default Setting

Post-Assessment parameters can be
modified as desired in the same manner
Automatic. Post-Assessment becomes available once the student as Pre-Assessment parameters.

Post-Assessment Default Setting

completes the main course Change

Post-Assessment Time Limit

Limited. Limit the amount of time allowed for each Post-Assessment

section Change
-Time allowed per knowledge-based question: 30 seconds (recommended 30)
-Time allowed per performance-based question: 45 seconds (recommended 45)
Estimated total post-assessment time: 34 Minutes 15 Seconds Details
Post-Assessment Retry Count
Maximum number of tries allowed per performance-based question
{recommended 6):6 Change

Post-Assessment Pass/Fail Threshold
Pass/Fail Threshold (at or above which a student passes the
assessment):70% Changg

Post-Assessment Question Customization
Customized. Customize which questions to include. Change

?@Teknimedia (e The options for the TekAssess Post-
Assessment Default Setting are:

Edit TekAssess Parameters * Disabled
e Available

Title: PC100-V5 - Basic Skills e Automatic

Note: The initial default setting for
TekAssess is for the Post-Assessment to
be automatic which means that the post-

Post-Assessment Question Customization

Use same parameters as Pre-Assessment.

Include all performance-based questions and randomly choose which knowledge-based questions to include. assessment will become available once

® Customize which questions to include. Customize the student completes the main course.

A change to the Post-Assessment Default
Akl W Setting on the Assessment Parameters

screen will affect all users.

This default setting can be overridden for
individual users through User
Administration (then Manage
TekAssess Status) or through Title
Administration (then Manage
TekAssess Title Status). See directions
below.
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11.Modifying Total TekAssess™ Parameters

Total TekAssess™ (TTA), Teknimedia’s comprehensive, customizable assessment tool, includes its own set of test
parameters similar to those included with the TekAssess Pre/Post-Assessments that accompany each Teknimedia
course. For information about how to create a TTA assessment, please refer to the Total TekAssess Customization
Guide. This guide is available to Account Administrators by clicking on the Guides link on the Web Learning Center
Dashboard.

12.0Overriding Default TekAssess Settings

Re) Teknimedia dashboard ~ Guides ~ Support  Contact Us (cyreer@ 10 override the default TekAssess Pre
and/or Post-Assessment setting for an

individual user, click on User

Dashboard Administration from the Dashboard.

Welcome, Jane Smith > Purchases & Licenses ¥

Courses & Records Attendance
Assessments Reports

¢

]
Title User Account
Administration Administration Administration
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k) Teknimedia edBELRY  From the User Administration screen,

highlight the name of the desired user and
click on the Manage User's TekAssess
User Administration Status link.

Group Filter: | None Selected v
Sort By: ® Name User ID User Type Creation Date

Users: Name (UserlD)

Simmons, Tracy (tracys) - New/Deactivated Users
Simms, Rachel (rachels1) > Add a New User
Simpson, Joy (joysl)
Simpson, Rico (ricos)
Singh, Dinesh (dineshs)
Sirianni, Anita (anitas) Existing Users
Sleem, Hanan (hanans) > Edit User
Smati, Alassad (alassads)
Smiley, Pauline (paulinesl)
Smith, Allen (allens) > Manage User's Group Assignments
Smith, Brenda (brendas4) > Deactivate User

Smith, David (davids5)
Smith, Debbie (debbies3)
Smith, Dennis (denniss3)
Smith, Jane (Jane_Smith) > Manage User’s Titles

Smith, Laura (lauras2) - > Manage User's TekAssess Status _

> Reactivate Users

> Change User's Password

User's Titles

From the Manage TekAssess Title

RN Teknimedia @ Logout
Status screen, locate the desired title and

Manage User's TekAssess Status click on the appropriate Change link.

User: Smith, Jane (Jane_Smith)

In this example, the status of the Pre-

Sorted By: Title Assessment for PC100-V5 is optional for
the user.
Pre-Assessment Status
Title Status Start Date Completion Date Change Detail
To require this user to take the Pre-
POIO0AS - Basie skils Optiona! ) ) crenge - * Assessment for PC100-V5 click on the
Change link in the Pre-Assessment
Post-Assessment Status Status table.
Title Status Start Date Completion Date Change Detail
PC100-V5 - Basic Skills Automatic

Change

Back Dashboard
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Teknimedia & Logout On the Change TekAssess Status
screen, select the Required radio button

and click on the Apply Changes button.

Change TekAssess Status

Title:
PC100-V5 - Basic Skills
User:

Smith, Jane (Jane_Smith)

Current Pre-Assessment Setting:
Change to "Disabled"” - Pre-Assessment will not be available to the student.

Leave as "Optional” - Student can decide if s/he wants to take Pre-Assessment.

‘ ® Change to "Required” - Student will be required to take Pre-Assessment.

Current Pre-Assessment Status: Mot Started

Apply Changes

%ETeknimedia (=@ 10 easily change the assessment status
for a particular title for multiple users, click

on Title Administration from the
Dashboard Dashboard.

Welcome, Jane Smith » Purchases & Licenses ¥

M
Courses & Records Attendance
Assessments Reports
Title User Account
Administration Administration Administration
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Teknimedia © Logout From the Title Administration screen,
highlight the desired title and click on the
Manage TekAssess User Status link.
Title Administration

Titles:
AAA-Total TekAssess Win7-2013 New Titles
CBT100-5P - Computer Skills for the 2014 GED® Test-Spanish > Create a New TekAssess/Course Title

CBT100-V2 - Computer Skills for the GED Test-2
MOUSE - Mouse Tutorial

MOUSE-SP - Mouse Tuterial-Spanish

Existing Titles
PC101-V5 - Computer Basics > Edit Title Settings
PC102-Winl0 - Windows 10 Basics

PC110-Winl0 - File Management

PC120-Chrome - Exploring The Web using Google Chrome
PC130-Gmail - E-mail Basics using Gmail

PC131-GC - Calendar Basics using Google Calendar Users
PC140-2016 - Basic Word Processing

> Reactivate Titles

> Edit TekAssess Parameters

» Delete/Deactivate Title

> Assign Users to Title

PC141-2016 - Intermediate Word Processing-1 > Manage TekAssess User Status _
PC142-2016 - Intermediate Word Processing-2

PC143-2016 - Intermediate Word Processing-3

PC150-2016 - Basic Spreadsheets Templates

PC151-2016 - Intermediate Spreadsheets-1 > Load Title's TekAssess Params from a Template

PC152-2016 - Intermediate Spreadsheets-2

PC160-2016 - Basic Presentations

PC161-2016 - Intermediate Presentations

PC170-2016 - Database Basics -

> Save Title's TekAssess Params as a Template

> Manage TekAssess Templates

R Teknimedia G Logout
From the Manage TekAssess User

Manage TekAssess User Status Status screen, locate the desired user
and click on the appropriate Change link.

Title: PC100-V5 - Basic Skills

Group: All Users M

Sorted By: User Name

Pre-Assessment Status
User Name User ID Type Status Start Date Completion Date Change Detail

Abrishamkar, Masood masood2 Student Optional. completed 3/15/2017 3/15/2017 Change Detail
atestl, atestl atestl Account Admin Optional. skipped 12/16/2016 - Change Detail
atest2, atest2 atest2 Student Optional. skipped 12/7/2016 - Change Detail
atest3, atest3 atest3 Student Optional - - Change
Barati, Sid sharati9 Account Admin Optional, skipped 2/6/2017 - Change Detail
Harris, Ann ann-eval9 Account Admin Optional, in progress 2/26/2016 = Change Detail
Shahinfar, Shahnaz sshahin Student Optional, skipped 3/15/2016 - Change Detail
Shahmirzadi, Atessa AtessaZ Student Optional, completed 37172017 3/8/2017 Change Detail
Shahmirzadi, Ed eshahmirl Account Admin Optional, skipped 8/7/2019 - Change Detail
Shahmirzadi, Ed eshahmir2 Instructor Optional, skipped 8/13/2019 - Change Detail
Shahmirzadi, Mina minamina Account Admin Optional, completed 2/21/2017 2/21/2017 Change Detail

Smith, Jane Jane Smith Account Admin Opticnal - - Change -
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ke Teknimedia G Logout

Change TekAssess Status

Title: PC100-V5 - Basic Skills

User: Smith, Jane (Jane_Smith)

Current Pre-Assessment Setting:
Change to "Disabled” - Pre-Assessment will not be available to the student.

Leave as "Optional” - Student can decide if s/he wants to take Pre-Assessment.

‘ ® Change to "Required” - Student will be required to take Pre-Assessment.

Current Pre-Assessment Status: Not Started

Apply Changes

WLC Quick Reference Guide

On the Change TekAssess Status
screen, select the Required radio button
and click on the Apply Changes button.

Repeat this process for any other users
desired.
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13. Resetting a User’s TekAssess Results

ko) Teknimedia G Logout

Welcome, Jane Smith »

Courses &
Assessments

==

Records

[

Title User
Administration Administration

eknimedia C Logout

User Administration

Group Filter: | None Selected
Sort By: ® Name User ID

Users: Name (UserlD)

User Type

Dashboard
Attendance

Reports

Account

Administration

Creation Date

Simmons, Tracy (tracys)
Simms, Rachel (rachels1)
Simpson, Joy (joysl)
Simpson, Rico (ricos)
Singh, Dinesh (dineshs)
Sirianni, Anita (anitas)
Sleem, Hanan (hanans)
Smati, Alassad (alassads)
Smiley, Pauline (paulinesl)
Smith, Allen (allens)
Smith, Brenda (brendas4)
Smith, David (davids5)
Smith, Debbie {debbies3)
Smith, Dennis (denniss3)
Smith, Jane (Jane_Smith)
Smith, Laura (lauras2)

New/Deactivated Users
> Add a New User

> Reactivate Users

Existing Users

> Edit User

> Change User's Password

> Manage User's Group Assignments

> Deactivate User

User's Titles
> Manage User's Titles
- > Manage User's TekAssess Status -

WLC Quick Reference Guide

Account Administrators are allowed to
reset the User’'s TekAssess results which
will erase the Users assessment results
and allow the User to retake any/all of the
assessment modules included in
TekAssess.

To reset a User’'s TekAssess results, click
on User Administration from the
Dashboard.

From the User Administration screen,
highlight the name of the User whose
results you want to modify.

Click on the Manage User's TekAssess
Status Link.

38



ke Teknimedia G Logout

Manage User's TekAssess Status

User:

Smith, Jane (Jane_Smith)

Pre-Assessment Status

Start
Date

8/15/2019

Completion
Date

Post-Assessment Status

Sorted By:
Title
Title Status
PC100-V5 - Basic Skills Optional
PC160-2016 - Basic Optional, in
Presentations progress
Title Status
PC100-V5 - Basic Skills Automatic

PC160-2016 - Basic Presentations Automatic

Dashboard

WLC Quick Reference Guide

Start Date

Completion Date

Change

Change

Change

Change

Detail

Detail

From the Manage TekAssess Title
Status screen, locate the TekAssess title
you want to reset for the User.

Note that the Pre-Assessment and Post-
Assessment entries are listed separately.

If you want to reset the User’s entire
TekAssess record for a specific title, click
on the Change link.

If you want to reset the User’s TekAssess
record for one or more of the assessment
modules, click on the Detail link.
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Change TekAssess Status

Title:

User:

PC100-V5 - Basic Skills

Smith, Jane (Jane_Smith)

Current Pre-Assessment Setting:
Change to "Disabled” - Pre-Assessment will not be available to the student.

® |leave as "Optional” - Student can decide if s/he wants to take Pre-Assessment.

Change to "Required” - Student will be required to take Pre-Assessment.

nt Pre-Assessment Status: In Progress
¥ Reset User's entire Pre-Assessment record for PC100-V5 - Basic Skills

(To reset individual module results click here instead.)

Apply Changes

Ko} Teknimedia G+ Logout

Manage User's TekAssess Details

Course:

User:

Number

PC100-V5 - Basic Skills

Smith, Jane (Jane_Smith)

Pre-Assessment Results

Assess Module Date Time Spent Score
Basic Computer Skills - 1 8/15/201% 00:00:23 100
Basic Computer Skills - 2 8/15/2019 00:00:11 66
Typing Speed and Accuracy 8/15/2019 00:01:11 59

Reset Selected Modules

WLC Quick Reference Guide

Topics Tested
+ Pass X Fail

X Edit text

Select

Follow this step if you want to reset the
User’s entire TekAssess record for a
specific title.

(If you want to reset some but not all of
the User’s TekAssess record for a given
title, see below.)

If the User has started the assessment,
the Change TekAssess Status screen
will have a checkbox labeled Reset
User’s entire Pre-Assessment Record.

Select the checkbox on and then click on
Apply Changes.

Follow this step if you want to reset the
records for selected modules of the User’s
TekAssess record.

From the Manage User’s TekAssess
Details screen, locate the first
assessment module you want to reset and
turn on the Select checkbox for it. (The
checkbox is found in the last column.)

Repeat for all the TekAssess modules
you want to reset and then click on the
Reset Selected Sections button.
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14.Viewing Performance Records

%ETeknfmedia (el 1eknimedia’s WLC records performance
for User’s taking TekAssess pre/post

assessments and courses.

Dashboard

Three types of records are available:
e Student Records — Summary data
Welcome, Jane Smith > per User
e Section/Module Records — Detailed
' data per User per Title
pm, e Course/Title Records — Summary
data per Title

To view Records, click on Records from

Courses & Records Attendance the Dashboard.
Assessments Reports
Title User Account
Administration Administration Administration

R Teknimedia JELEEE  On the Records screen, the radio button
selected will determine whether
TekAssess Records or Course Records

Section Records  Title Records will be dISplayed.

Export

Records

In this example, TekAssess Records will
be displayed. To change the view to

R ore xe St v Course Records, select the Course radio
View Records: ® TekAssess Course button ’

Group: All Students M Print

Rej Teknimedia G Logout . _
In this example, Course Records will be
Records dISp|ayed
Section Records Course Records
Export

Group: All Students v Print

Student (ID): Smith, Jane (Jane_Smith) v

View Records: ' TekAssess @ Course

5
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a. Student Records

RS Teknimedia . T - . & Logout _Student_ Records display a summary of
information for all of the TekAssess
Records pre/post-assessments and Courses the

user is taking or has completed.

RIOGELLERIGN Section Records  Title Records

Export To view Student Records, select the
Group: ‘ All Students v Print Student Records tab from the Records
Student (ID):  Smith, Jane (Jane_Smith) v screen. Click on the drop-down list to
View Records: ® TekAssess © Course select the desired user. (Users can be
‘ filtered by Group.)
::::er:::('ll'ztjsz:;?(;ck 2:2%2?;2:3 course records.) The radio bUtton that iS SeleCted fOIIOWing

Sorted By: TekAssess Title View Records determines whether you

are viewing TekAssess or Course records.
Student TekAssess Records

P A To export the report (as a csv file) or send
LD - _ ) _ ) the report to your printer, click on the
Started Last Visit ;I':::‘ c.,m%;me Score’ Started \I;?:,: ::::. cum‘%;hbe Score’ approprlate ||nk
PC100-V5 - BasicSkils | 8/15/2019 | 8/15/2019  0G:0145 67 80" - - - - - Click on the Dashboard button to return

PC160-2016 - Basic 8/15/2019 | 8/15/2019 00:04:05 25 80* to the Das h board screen.

Presentations

* - Some of the TekAssess modules have not yet been taken.

RS Teknimedia Prelilimrd Gutis S (Germls [cypee  To switch from_the user's TekAssess
Records and view the user’s Course
Records Records, click on the Course radio

button.

Section Records  Course Records

Export .
‘ ‘ To export the report (as a csv file) or send
Group: All Students M Print

: : the report to your printer, click on the
Student (ID): Smith, Jane (Jane_Smith) v appropriate ||nk

View Records: © TekAssess ® Course

Click on the Dashboard button to return
Student (ID): Smith, Jane (Jane_Smit to the DaS h board screen.
Records: Course (Click here to view TekAssess records.)
Sorted By: Course
Student Course Records

Course Started Expiration #Visits Last Visit Time % First Last

Date Spent Complete Score Score
PC100-V5 - Basic Skills 8/14/2019 8/14/2020 2 8/15/2019 0
PC160-2016 - Basic 8/15/2019 8/15/2020 1 8/15/2019 0

Presentations
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b. Module/Section Records

Rl Teknimedia pehboard upport . Contact Us L To view the user’s detailed TekAssess
Rt pre/post-assessment records, click on the
: TekAssess radio button following View
a1 Te - Records. The tab will say Module
Student (ID): | Smith, Janeasmh) v Print Records.
Title Records: PC100-VS5 - Basic Skills M
View Records: ® TekAssess O Course  List By: ® Student O Title Records To export the report (as a csv file) or send

the report to your printer, click on the
appropriate link.

TekAssess Summary

Pre-Assessment Post-Assessment
Number of Visits 1 .
Click on the Dashboard button to return
Last Visited on 8/15/2019 11:00:32 AM tO the DaS h board SCI‘een.
Total Time Spent 00:01:45

Number of Modules Visited 3
Number of Modules Remaining 1

Score * 80*

To view Module details for performance-
* - Some of the TekAssess modules have not yet been taken. ba'sed mOdl‘"eSl CIICk on the hyperllnk n
the second column.

TekAssess Module Records

Pre-Assessment Post-Assessment
Num Module Type**
Date Time Spent Score® Topics Tested! Date TimeSpent Score!  Topics Tested!

1 Basic Compl%kls -1 P 8/15/2019 00:00:23

The TekAssess Module Details screen
TekAssess Module Detail will provide a list of the individual

performance-based tasks that were

Print presented to the user in the pre-

Student (ID): Smith, Jane (Jane_Smith) asse_ssment (and post-assessment if

Title: PC100-V5 - Basic Skills applicable).

Records: TekAssess Module Details
If the task was successfully completed,

Module: Basic Computer Skills - 1 the user will receive a score of 100.

_ Pre- Post- If the user completed the first two steps of

Step Instruction Assessment Assessment a multi-step task (but no subsequent
steps), a score of 66 will be received.
#Tries Score #Tries Score

If the user completed the first step of a
multi-step task (but no subsequent steps),
a score of 33 will be received.

1 Double-click on the "Calculator” icon to open the calculator. 1 100

2 Click on the calculator buttons to perform the specified
calculation.

If no steps of the task were completed
Maximize the window, and then restore it. - - - - successfully, a score of 0 will be received.

%)

4 Minimize the window, and display it again.

5 Closa the window.

6 | Select Open from the File menu.

~

Open the specified file,
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& Logout

Records

Student Records [EEeilehRNIl Title Records

Group: All Students v Export
Student (ID): Smith, Jane (). Smith) v Print
5 - V5 - v
Title Records: PC100-VS - Basic Skills Dashboard
View Records: ® TekAssess © Course List By: @ Student © Title Records
‘ TekAssess Module Records
Pre-Assessment Post-Assessment
Num Module Type**
Date Time  Score' Topics Tested Date Time  Score! Topics Tested!
Spent Spent
1 Basic Computer P 2/21/2017 | 00:00:05 X 0 | XUse buttons and icons 3/10/2017 | 00:03:04

Skills - 1 X Manipulate windows
X Use menus
X Scroll through lists
X Select option buttons and Scroll through lists
check boxes X Select option buttons

Note: The last two columns of the Section Records report show how the
User scored on the pre-assessment and post-assessment questions that
correspond to the course sections. In the example to the left, the user
missed the pre-assessment question(s) on "Buttons & lcons" but passed
the question(s) in the post-assessment.

c. Title/Course Records

%Teknfn‘,\edfa dashboard ~ Guides Support  Co s G Logout

Records

Student Records  Section Records [EIGETe](eH
Export
Title Records: PC100-V5 - Basic Skills ‘ M Print

Group: All Students M

View Records: @ TekAssess ' Course

)

WLC Quick Reference Guide

Section Records provide detailed
information about the performance of a
particular user on a particular course title.

To view Section Records for a particular
user, select the Section Records tab
from the Records screen, Use the drop-
down lists to select the desired user and
the desired title. Users are listed
alphabetically by last name. Titles are
listed alphabetically.

To export the report (as a csv file) or send
the report to your printer, click on the
appropriate link.

The radio button that is selected following
View Records determines whether you
are viewing TekAssess or Course records.

Click on the Dashboard link to return to
the Dashboard screen.

Title/Course Records provide summary
data for all users who are taking (or have
taken) the particular title/course selected
from the drop-down list.

To view TekAssess Title Records, be
sure the TekAssess radio button is
selected. Then select the Title Records
tab from the Records screen.

Use the drop-down list to select the
desired course. Title Records can also
be filtered by User Group.

To export the report (as a csv file) or send
the report to your printer, click on the
appropriate link.

Click on the Dashboard link to return to
the Dashboard screen.
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%Tgkﬂiﬂ?edja Dashboard Guides Support Contact Us G Logout

Records

Student Records  Section Records
‘ Export
v Print

Dashboard

Course Records: PC100-V5 - Basic Skills
Group: All Students v

View Records: © TekAssess ® Course

15.Viewing Attendance Reports

Re) Teknimedia

(& Logout

Dashboard

Welcome, Jane Smith >

Purchases & Licenses ¥

e
Courses & Records Attendance
Assessments Reports
m ]
Title User Account

Administration

Administration

WLC Quick Reference Guide

Administration

To view Course Records, be sure the
Course radio button is selected. Then
select the Course Records tab from the
Records screen. Use the drop-down list
to select the desired course. Course
Records can also be filtered by User
Group.

Use the drop-down list to select the
desired title. Title Records can also be
filtered by User Group.

To export the report (as a csv file) or send
the report to your printer, click on the
appropriate link.

Click on the Dashboard button to return
to the Dashboard screen.

Teknimedia Attendance Reports provide
information regarding User(s) “time on
task” that can be helpful to Distance
Learning and other programs where
student usage data is required.

To generate Attendance Reports, click on
Attendance Reports from the
Dashboard.

45



ko) Teknimedia

& Logout

Attendance Reports

> Group Attendance Report

» Detailed Group Attendance Report

» Student Attendance Report

» Detailed Student Attendance Report

Dashboard

%o} Teknimedia

Start Date: og v |/ 157 /2019
End Date: 08 |/|lev|/|2019 "
Group Filter: MNone selected

Start Date: 08/15/2019
End Date: 08/16/2019
Group Filter: "All Students”
Displaying Page: 1 of 1
Sorted by: "User Name"

User Name
Barati, Sid

Smith, Jane

> Logout

Group Attendance Report

(mmy/dd/yyyy) Update Report > Print
> Export
(mm/dd/yyyy)
User ID Time Spent (hh:mm:ss)
sharati9 03:43:29 -
Jane_Smith 00:36:15 -

Note: Date/time information is based on usage in the Eastern Time zone.

Back To Attendance Reports Dashboard

WLC Quick Reference Guide

Four different Attendance Reports are
available to Account Administrators:

To generate a report, Account
Administrators can simply click on the
desired report's link; select the desired
start and end dates; and the desired
User(s).

Notes:

1. Attendance Report data is limited to a
one month period.

2. Attendance data is available starting
from May 1, 2015.

3. Users may be filtered by User Group.

Sample Attendance Reports are shown
below.

Group Attendance Report — provides the
total time spent in Teknimedia courses
and assessments by each User in the
selected User Group for the date period
specified.
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R Teknimedia

G Logout

Detailed Group Attendance Report —
provides the total time spent in

I 2 e A L) T el Teknimedia courses and assessments by

Start Date: 08 7]/ 15 7] /(2018 7] i > Print Users in the selected User Group for the
End Date: 08 v|/[16 v| /[ 2019 7| sy > bpert date period Specified.
Group Filter: None selected v
A breakdown of time spent by each User
Group Filter: Al students per login session is also provided.
Student: Barati, Sid (sbarati9)
Start Date: 08/15/2019
End Date: 08/16/2019
Total Time Spent: 03:43:29 -
Login Logout Time Spent (hours:minutes:seconds) Title

8/15/2019 12:09:45 AM 8/15/2019 1211:24 AM 00:01:38

00:08:49 -

PC120-Chrome - Exploring The Web using Google Chrome

8/15/2019 12:11:29 AM 8/15/2019 12:20:19 AM PC120-Chrome - Exploring The Web using Google Chrome

Student: Smith, Jane (Jane_Smith)
Start Date: 08/15/2019

End Date: 08/16/2019

Total Time Spent: 00:36:15

Login Logout Time Spent (hours:minutes:seconds) Title

8/15/2019 10:53:33 AM 8/15/2019 10:58:27 AM 00:04:33 PC160-2016 - Basic Presentations

ko) Teknimedia & Logout

Student Attendance Report

Student Attendance Report — provides
the total time spent in Teknimedia courses
and assessments by the User selected for
the date period specified.

Start Dates o8|/ 15 v|/[2019 7 (o _ > Print o .
/L ‘ AR ] xpor A breakdown of daily time spent is also
End Date: 08 |/16 7| /2019 v | (mm provided.
Group None selected M 1
Filter: Note: Users can be filtered by User
Group.
User: Smith, Jane (Jane_Smith) v
Student: Smith, Jane (Jane_Smith)
Start Date: 08/15/2019
End Date: 08/16/2019
Total Time Spent: 00:36:15 (Detail) -
Date Time Spent (hours:minutes:seconds) Title
8/15/2019 00:34:40 - Various
8/16/2019 00:01:35 PC100-V5 - Basic Skills

Note: Date/time information is based on usage in the Eastern Time zone.

Back To Attendance Reports Dashboard
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Fe) Teknimedia G+ Logout Detailed Student Attendance Report —
provides the total time spent in
Teknimedia courses and assessments by

the User selected for the date period
Start Date: 08 7|/157]/2019 7| /iy > Print specified.

> Export

Detailed Student Attendance Report

End Date: 08 ™ |/|16 ™ |/|2019 ¥ | (mm/dd/yyyy

A breakdown of time spent by the User

Group Naone selected v . . . .
Filter: per login session is also provided.
e Smith, ane Gane Smith - Note: Users can be filtered by User

Group.

Student: Smith, Jane (Jane_Smith)
Start Date: 08/15/2019

End Date: 08/16/2019
Total Time Spent: 00:36:15 -

Displaying Page: 1 of 1

Login Logout Time Spent (hours:minutes:seconds) Title
8/15/2019 10:53:33 AM 8/15/2019 10:58:27 AM 00:04:53 PC160-2016 - Basic Presentations
8/15/2019 11:00:32 AM 8/15/2019 11:03:11 AM 00:02:39 - PC100-V5 - Basic Skills
8/15/2019 6:14:39 PM 8/15/2019 6:15:14 PM 00:00:36 PC161-2016 - Intermediate Presentations
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16.License Report

Ro) Teknimedia Dashboard ~ Guides Support  Contact Us [IPrd  To view your account's License Report,
select License Report from the
Dashboard’s Purchases & Licenses

Dashboard drop down list.
Welcome, Jane Smith » Purchases & Licenses v
Purchase
Purchase History
License Report
—_ =) p
Courses & Records Attendance
Assessments Reports
m . ]
Title User Account
Administration Administration Administration

ko) Teknimedia D ard  Guides  Support  Contact Us Pl Individual User License Report

If your organization has purchased
individual user licenses, the License

— Report co_nsists of a table that displays the
following information:

License Report

Product #Purchased #Used #Xfrd #Expired inin #All d #Unall | Earliest
Out i i Expiration ® PrOdUCt name A

Date o Number of licenses purchased per title

CBT100-Computer Skills for the 108 7 0 100 1 0 1 8/16/2020 ° Number Of “Censes used (Or aCtlvated)

EDE Test by users per title

CBT100-SP-Computer Skills for 10 3 0 7 0 0 0 - e Number of licenses that have been

the GED® Test-Spanish transferred to another title

CBT100-V2-Computer Skills for 20 7 0 13 0 0 0 - e Number of licenses that have expired

e SR T from the account

GenericCLS-Generic CLS Course 152 0 56 9% 0 0 0 - e Number of licenses remaining

MOUSE-Mouse Tutorial 311 106 3 202 ] 0 0 - (unused) n the account per tltle

e Number of licenses allocated for use
by a specific Account Administrator or
Instructor

e Number of licenses that have not been
allocated for use by a specific
Account Administrator or Instructor

e Earliest Expiration Date for unused
licenses.
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RS Teknimedia G Logout

License Report

omroons

Concurrent User (CU) License Report

Product Current
License CUs
CBT100-V2-Compurter Skills for 5
the GED® Test
PCIC3C-GS5-2016-Living Online 5

17.Logging Off

Ro) Teknimedia

Welcome, Jane Smith »

M
Courses & Records
Assessments
Title User

Administration Administration

WLC Quick Reference Guide

Current License

7/30/2019

7/30/2019

Total # of Ind. Users -
All Licenses

Current License # of Ind. Users -
End Date Current License

12/31/2020 3 3

12/31/2020

(& Logout

Dashboard
Attendance

Reports

Account

Administration

Concurrent User License Report

For organizations that have purchased
Concurrent User Licenses of Teknimedia
titles, the License Report consists of a
table that displays the following
information:

Product name

Number of Concurrent Users allowed
Concurrent User Start Date
Concurrent User End Date

Number of individual users who have
accessed the given title during under
the current license

e Total number of individual users who
have accessed the given title across
all licenses

To log out of WLC, click on Logout on the
Dashboard screen.
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At the Logout Confirmation screen, click
%@Teknfn?edja dashboard  Guides Support  Contact Us & Logout on the Yes button to IOg out of WLC and
return to the Login screen.

Logout Confirmation

Click on the No button to return to the
Dashboard screen.
Are you sure you want to log out?

v | no | Note: Please encourage all Users to
properly log out of WLC before closing
their browser window.

18.Technical Support

For technical assistance, please call 1-800-366-4614 or send an e-mail to support@teknimedia.com . Technical Support
is available from 9 am to 5:30 pm (EST), Monday through Friday.
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