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1. OVERVIEW

This manual is designed to show you how to manage, access and distribute testing materials,
prepare test sites and facilities, proctor tests, monitor test completion and retrieve and distribute
scores. Your main administrative tool will be the ScoreKeeper interface.

2. SCOREKEEPER

The ScoreKeeper interface at Ordinate allows you to prepare test materials, monitor test usage and
obtain test scores from one site. This section teaches you how to access and use Scorekeeper.

2.1 Access ScoreKeeper Account

You can access ScoreKeeper on any computer connected to the Internet. Go to
www.VersantTest.com. Versant’'s Home Page appears:

@ Harcourt LoGm
Assessment SHOPPING CART
ch

* PRODUCTS & SERVICES SUPPORT & RESOURCES ABOUT US CONTACT US

Overview Quick Links

Duick, Objective and Accurate Solution for Assessing Request
e aDemo
Spoken Language Skills
Listen
Formerly knowen as the Spoken English Tests(SET), toa
Versant™ tests are the only completely sutomated tests of Sample

spoken lBnguages. Using pstented speech processing Call
technaology from Ordinate Versant tests are delivered aver &
telephone or ona PC and scored by computer. Once
administered, numeric scores and performance levels that
describe the test-taker's ability to understand and speak the
selected language are generated within minutes and can be
viewwed online. Scores are comprized of an overall score and
disgnostic sub-scores.

 Test Scores

. Retrieve your Score Report
by!nigl“:l ynannsRa

Indentification Number

. or Personal Report Number.

CLICK HERE ¥

Versant tests are currently avsilable for English and
Spanish' and can be utilized in educational settings and across
warious industries warldvwide far & variety of purposes. Select
your area of interest below

*Wersant tests for K-12 Education are only avsilable in English

Score Keeper

Offe rings Create an account to
electronically store
YOUr scores.

Talent CLicKk HeRe »
Assessment

Figure 1. Home Page

Halfway down the right side of the page is a highlighted area. Click the ScoreKeeper button in this
area. Once you have selected ScoreKeeper, you will see a Login page.
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2.1.1 Set Default Language

Before proceeding, you can set the default language of the ScoreKeeper interface by going to the
drop-down window in the upper right-hand corner. This will be the language you see on the screen

as you use ScoreKeeper. Currently, Scorekeeper is available in English, Japanese and Korean.

T~

Login

M

[ORDINATE

New Users

Create an account

Returning Users A

User Mame:
Pasgword:

Trouble signing in?

& Copyright 2006 Ordinate Carporatian. A1l rights

eeeeee

Detfault

Figure 2. Login Page

2.1.2 LogIn

NEW USERS: Go to the New Users area and click, Create an account, then go to §2.1.3 below.

RETURNING USER: If you have already set up an account on ScoreKeeper, enter your User

Name and Password, then click the Sign In button. You should then be directed to the Welcome

Page (83 below).

If you have trouble, or need more information, there are several links in the upper left:

» Change Password

* Unable to Login

* Privacy Policy

» Terms and Conditions

[ORDINATE
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2.1.3 Create an Account

If you select Create an account, a page that asks for user information will appear (Fig. 3 below).

If you need more details about the privacy policy or terms and conditions before providing your
information, select the appropriate links in the upper left.

I Create an Ordinate Account I—\
/ Required fields are in bold
Username: Choosing your ID
. . “You will use this information to access your
m RDINATE tesamples "lildude " o "goadyzzhass) Ordinate account each time. Capitalization matters
Password: for your password!
Re type Password:

Figure 3. Create an Account

Fill out the form and click the button at the bottom of the page that says, Submit This Form.

How did you find out about us?

[IContacted by Ordinate representative Optional Information/"
Flease provide this information to help us help you
Recommended by better.
Frarm an Ad v
Conference/Exposition, v
Elactronic Mailing List v

Magazineflournal
article

Camments:

Submit This Farm

By submitting your registration information, you indicate that you agree to the Terms of Service and have read and
understand the Privacy Policy,

Figure 4. Submit New Account Information
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3. BATCHES

When you place an order, you usually buy a Batch of tests (as opposed to just one test). Each
Batch is identified by a Batch Number so that it can be tracked easily on Ordinate’s web site.

3.1 Batch Key

To keep your Batch information secure, Ordinate will give you a special code associated with your
Batch. This special code is called a Batch Key. A Batch Key is comprised of a string of letters
and digits, such as, WJ6Ue4wiiGOA. The Batch Key is the password required to access a Batch's
downloadable materials and scores, and is only available from your Ordinate sales representative.
Please contact your representative if you did not receive or have lost a Batch Key.

3.2 Add Batches to ScoreKeeper

Once you have the Batch Key, log in to your ScoreKeeper account. You will see a Welcome page
with general information about ScoreKeeper. To add a Batch, click « Add Batch Access.

Default -

1 ScoreKeeper I—\

Welcome to ScoreKeeper

If this is your first visit to Scorekeeper, you will need to add a batch to your account before you can access test data
To do g0, please locate the Batch Key provided to you at the time of purchase and then select the Add Batch Access
link on the left side of the screen.

O
n) If you are & returning user and have already added a batch to your account, please select the link named List Batches

RD] NATE on the left side of the page to review your batch data.

This welcome page will occasionally display important notices or updates regarding system changes or other
information from Ordinate. Please read this page svery time you enter Scorekeeper.

Feel free to contact us with any guestions or concems.

© Copyright 2008 Ordinate Corporation. All rights resenved.

Figure 5. Welcome Page
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A window will appear with the title, Add a Batch to My List. There is a field near the bottom of the
page where you can enter your Batch Key.

Default b

{ /  Add aBatch to My List |—\

A Batch Key is a unique identffier associated with each batch of tests.

If you are visiting Scorekeepey/for demonstration purposes, use the following Batch Key and add the dermo batch to
your list. After adding the batfh, choose the "List Batches” option to view details of the batch
Demo Batch Key: WJBUedyiiGOA

If you have purchased a batch of tests from us, the Batch Key of the test batch you purchased would have been
pravided at the time of pArchase. f you have difficulty locating the Batch Key please contact us at
supporti@ordinate co

Please enter the Batch Key of the batch you want to add to your access list.

Batch Key:

@ Copyright 2006 Drdinate Corporation. All rights resenved.

Figure 6. Add Batch Key

Type the Batch Key into the Batch Key field. Make sure you enter the Batch Key with upper and
lower case letters, just as the sales representative sent it to you. Then click the Add Batch button.

A new window will appear, with the message, “You have successfully added this batch to your list.

You can now view the details of the batch.” From this point on, the Batch will be associated with
your account.

3.3 View a Batch

Now that you have added the Batch to your account, you can manage information about the Batch.
To do this, go to the menu in the upper left-hand corner and click the List Batches link.

Figure 7. List Batches

Once you have selected List Batches, you will see a table with general information for each Batch
that you have access to, as in Fig. 8 below.
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Your Batches P

User Name: Admin_Example

Number of Used : ' Score
Batch Test Type Name Focte i Valid Period R
16238 0 4106 -
= "JeErsarjt for Versant for 5 s 2/14/06 B [ ocked
S bt nglish EMG. US ot 8/14/06

16237
Test
IMaterials

Figure 8. Batch List

Versant for
English

]

2M14J06 -

8/14/06 Locked

[
i
n

In the left-hand column, there will be a list of Batch Numbers. The Batch Number uniquely
identifies a Batch. The information about each Batch appears in the same row as its Batch
Number. If you need more than the Batch Number to identify the Batch, you can look at the Name
column for descriptions of the Batches. The Information displayed in the Your Batches window is
organized in the following columns:

Batch:

Test Type:

Name:
Number of Tests:
Used Tests:

Valid Period:

Score Access:

The Batch Number that uniquely identifies the Batch.

The type of Ordinate test for the Batch. All the tests in a Batch are of the
same test type.

The name of the Batch. This is assigned when the Batch is created.
The total number of tests within the Batch.
The number of tests that have been used in the Batch.

The dates for which the tests in the Batch are valid. After the last day of
the valid period, the tests will expire.

The checkbox labeled “Locked” allows you to prevent a test taker from
viewing his or her score on Ordinate’s web site. For more information, see
Limit Score Access in 86.5 below.

Once you have access to your Batch(es), you are ready to prepare test materials and review test
scores. These activities are presented in 84 and 86 below.

[ORDINATE
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4. TEST MATERIALS

The primary materials for administering Ordinate tests are (i) Test Papers, (ii) Instruction Sheets,
and (iii) lists of TIN's associated with a Batch. The Test Papers and TIN lists will be exclusive to a
single Batch. This section will introduce these materials and show you how to download them.

4.1 Download Test Materials

Follow these steps to download test materials:
1) Log in to your ScoreKeeper account. Then go to the menu in the upper left-hand
corner and click the List Batches link.
2) Find the Batch for which you would like test materials.
3) Beneath the Batch Number, click Test Materials.

- /(our Batches .

User Name: Admin_Example

Number of Used - - Score
Batch Test Ty Name Fests it Valid Period R s
16238 0 [
ersant far Versant faor ie 201406 -
LIz &7 English ENG. US . Mew || gy | [ Locked
16237 0 HAMOE -
Test ‘Jersant - Versant UK 3 View 2'34'96 Locked
Mo English . 8/14/06

Figure 9. Open Test Material

You will go to a page titled Test Materials. On the Test Materials page, you will see general
information about the Batch including the Batch Number, the Test Type and the Batch Key. There
will also be a section called, Download administration materials for this batch. There you will
find links for Test Papers, Test Instructions, and\List of all Test Identification Numbers in this batch.

~

Default A
I \ Test Materials I—\
Batch Number: 16238
Test Type: Versant for English
O Batch Key: JEKhCKX5Ptyz
n) RD] NATE 1] load administration materials for this batch:

Test Papers (format: PDF)

Adrninistration Manual (format: PDF)

Test Instructions (format: PDF)

List of all Test Identification Mumbers in this batch (format: Excel)

Scores for all completed tests in this batch (format: Excel)

Figure 10. Test Materials Page
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4.1.1 Download Test Papers

To download Test Papers for a Batch, click the Test Papers link on the Test Materials page for the

specific Batch.

There are several options to consider regarding the way the Test Papers are printed and

downloaded.

a) Origin Location: First, consider where the calls will originate. This will determine which phone
numbers are appropriate for the Batch. There will be a drop-down menu with the list of possible
locations, such as, “United States of America,” or “Anywhere.” Make the appropriate selection from

the choices provided.

b) Next, consider whether you would
like the telephone number that the test
taker will call to be printed on the Test
Paper. If you would like the number
printed, click the checkbox. If you do
not want the number printed, keep the
checkbox blank.

¢) The final option has to do with how
the Test Papers are downloaded. All
the Test Papers are available as
Portable Document Format (or PDF)
files. PDF files can be viewed and
printed with free software by Adobe
called Adobe Reader (for more
information, see www.adobe.com). The
Test Papers can be downloaded either
as one PDF file with multiple pages
(one document contains all the Test
Papers in that Batch) or as individual
PDF files (one document per Test
Paper).

2 https://www.ordinate.com - Get Test Papers - Micr... E@E|

Iy

File Edit Vew Favorites Tools Help 'k

Batch 11602

Smith SET-10

There are 2 tests in this batch.

Calls will originate from: United States of America +
Drint telephone numbers F]

Print one test paper per PDF file []

[ Get Test Papers

Ej é b Internet

Figure 11. Download Test Papers

Download All Test Papers as One Document: If you will be delivering the printed Test Papers to
the test takers or to someone administering the test, the best option is to save all the Test\Papers

to one PDF file. That way, you only have to send one file to the printer. To keep all the Te

Papers in one file, leave the checkbox that says, “Print one test paper per PDF file” blaxk.

Download All Test Papers as Separate Documents: If you need to send an individual Test
Paper to individual test takers electronically (e.g., via e-mail), you will want to keep each Test

Paper as a separate file. To download separate PDF files for each Test Paper, click the checkbox
labeled “Print one test paper per PDF file.” Each Test Paper PDF file will be given a different
name. The name of each file will be the Batch Number followed by an Index number. The Index
number indicates a Test Paper’s original position within its Batch, with “1” being the first Test Paper
in the Batch’s file of Test Papers, “2” the second, and so on. For example, the first test in Batch
11602 would be named 11602.1.pdf. When you choose this option, your Test Papers will be

downloaded in a zipped format.

LARGE BATCHES: The maximum number of test papers that can be downloaded in one PDF file
is 100. If the Batch contains more than 100 Test Papers, the system will give you an option to limit

[ORDINATE
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the number of Test Papers that are downloaded to a single archive. A screen will appear as in Fig.
12 below.

The system will present a list of Groups. Next to each group will be a checked checkbox. Since all
the checkboxes are selected by default, all the files will be downloaded into a single archive (of
multiple files). If you want to reduce the number of files downloaded to an archive, you can
uncheck any number of groups.

Google - v| (Gl sepfch - | @M g8 Br2iblocked | B chede - fed options

Batch 97235

my SET-10

There are 340 tests in this bajth.

Calls will originate from: United States of America ¥

4]
Print one test paperper PDF file []

Print telephone numbeys

100 tests is the gfaximum nmumber of tests you can download in one PDF file. Becanse your batch has more than 100 tests. it will be separated into multiple PDF

up 1 (Index Numbers 1 - 100)

oup 2 (Index Numbers 101 - 200)
Group 3 (Index Numbers 201 - 300)
Group 4 (Index Numbers 301 - 340)

Get TestPapers

Figure 12. Large Batch Test Papers

When you are ready to start downloading the files, click the Get Test Papers button. Your
computer will offer to either Open or Save the archive. It is recommended that you first open the
file and then save it to a directory of your choosing.

Zipped Files: a zipped file has been compressed so that it can be sent in a more manageable
size. To unzip a file, you can use WinZip, a free application that can be downloaded at
http://www.winzip.com/

4.1.2 Download Test Instructions

Select the Test Instructions link (Fig. 10 above) to download the instructions. If the instructions are
available in multiple languages, a window will appear that displays the list of available languages.
Click the language of your choice. The Test Instructions will download as a PDF file. If instructions
are available in English only, then a PDF file will download once you click the “Test Instructions”
link. Open the file and then save it to a designated directory. You can then print as many copies
as you need.

11
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4.1.3 Download List of Test Identification Numbers (TINS)

The list of Test Identification Numbers (TIN’s) for a Batch are important for assigning tests and
tracking demographic information such as the test taker’'s name / initials, age, native language,
country of origin, the date of the test administration, etc.

In the Test Materials page (Fig. 10 above) click the link titled, List of all Test Identification
Numbers in this batch. The file will download as a Microsoft Excel spreadsheet. Open the file and
then save it to your chosen directory.

When the file opens (Table 1 below) it will display the Batch Number at the top. The first column
shows the Index number of each Test Paper (humbered from 1 to n, where n is the number of Test
Papers in the Batch). The second column will display each TIN. Notice that the TIN's are not in
numerical sequence. You can insert any information in the remaining columns.

Table 1. TIN List for a Batch

Batch: 12345
Test Identification
Index Number Name Date Proctor
1 51260293
2 86413287
3 16483297
4 94813574

When you have downloaded all the materials, you are ready to finalize preparations for delivering
the test. The next section will walk you through the process of preparing for test administration.

12
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4.2 Test Paper

For most Ordinate tests, a Test Paper is necessary for taking the test. Printed on each Test Paper
is a Test Identification Number (TIN) that uniquely identifies the call for each test taker. An
example of a Test Paper is presented in Figure 13 below.

The telephone
number to call

can be printed _+—

on the Test
Paper.

The Test Paper

Versant for English - Demo Test
Call; 1-800-444-7277 or +1.650.328.0336

Y i
Test Identification Number

2414 0033

| ——V

Introduction:

Thank you for calling the Ordinate testing system.

Please enter your Test Identification Number on the telephone keypad.
Now, please say your name.

Now, please follow the instructions for Parts A through E.

Part A: Reading. Please read the sentences as you are instructed.

is essential
because it 1. Traffic is a huge problem in Southern California.
provides test g 2. The endless city has no coherent mass transit system.
material for 3. Sharing rides was going to be the solution to rush-hour traffic.
some items on 4. Most people still want to drive their own cars, though.
the test, for Z El:larr)"slnm;l dgor ncfghiialor? z:rlc arvfull. e

. They play loud music all night when he's trying to sleep.
exam_ple’ a . 7. Ifhe tells them to stop. they just turn it up louder.
Readmg section. 8. He wants to move out of that neighborhood.

The Test Paper
also includes
written text of
the spoken
instructions
and examples.

9. My aunt recently rescued a dog that was sick.
10.  She brought her home and named her Margaret.

11.  They weren't sure she was going to live, but now she's healthy.
12, 1just wish she could get along better with their cat.

%

Part B: Repeat. Please repeat each sentence that you hear.
Example: a voice says. "Leave town on the next train."
and you say. "Leave town on the next train."

Part C: Questions. Now, please just give a simple answer to the questions.
Example: a voice says, "Would you get water from a bottle or a newspaper?"
and you say. "a bottle" or "from a bottle".

Part D: Sentence Builds. Now, please rearrange the word groups into a sentence.
Example: a voice says, "was reading" ... "my mother" ... "her favorite magazine"
and you say, "My mother was reading her favorite magazine."

Part E: Open Questions. You will have 20 seconds to answer each of three questions. The questions
will be about family life or personal choices. Each question will be spoken twice, followed by a beep.
When you hear the beep, yvou will have 20 seconds to answer the question. At the end of the 2() seconds,
another beep will signal the end of the time you have to answer.

Figure 13. Test Paper

For some tests that do not present text or pictures, no Test Paper is required.

[ORDINATE

13
Test Administrator’'s Guide




4.3 Instruction Sheet

The Test Instructions explain more about the test. An example instruction sheet is presented in
Figure 14 below. The instructions explain what the test measures and gives a brief description of
the procedure for taking the test.

(())) VERSANT

Versant for English Test Instructions (Read this first)

The Versami for English test is presented by computer over (he telephone using the Ordinate® te sling sysiem.
Tt tests your ability to speak English and to understand spoken English at a conversational pace.
You will need to read alond, repeat sentences, answer questions, and boild sentences.

Procedure. Fird, tuke time to resd the whole te paper, 11 there are words or sentences that you don't understand, you may ||u a
dictionary or ask a friend or a teacher for help. When vou are ready 1o begin the test, use an apy ph to call the teleph

number printed on the test paper. When asked, you will enter the Test Identification Number usng the buttons on your telephone
kevpad You will take the test on your own by following the directions given over the telephone. Relax, concentrate, and do your best,

I you do not know how to respond to a test item, just be silent or say “dom ¥ bow.™

Part A: Follow the instructions 1o read some sentences from among those printed in Part A, Read the sentences in the order
requested, which may be different from the order shown. Read aloud as smoothly and naturally as you can,

Test Sections. The test has five sections (Part A, B, C, D, E and IY) as follows:

Part B: FRepeat each sentence you hear - exactly as you hear it. Repeat as much of each sentence as you can.

Part C: Answer the questions that are asked with a dngle word or a short phrase of fwo or three words.

Part ¥ ou will hear three word groups. Say a reasonable sentence built from these three word groups.

Fart E: You will hear three brief stories, After each story, retell it as best you can including the situati h actions and
ending.

Part F: Vou will hear each question twice. After you hear a tone, speak your opinion as fully and clearly as you can using the 20

seconds provided until you hear the next tone. Express your opinion and supporting reasons in clear, coherent English,
Any opinion is acceptable. Speak for the whole 20 second period

When you hear: “Thank you o calling the Orvdinate Testing Systen.” the test is complete; you may hang up.

Criteria. Versanl for English lesl scores are based on the exact words thal you speak, as well as the pace, Quency, and promunciation of
those words as combined in phrases and sentences. Give quick, smooth, loud responscs, Note that some test items have more than one
carrect answer.

Suggestions. Flace your call to the Ordinate testing system on a good telephone in a suitable location. Choose a location that is quiet
and where you will not be interrupted. At the beginning of your call, the Ordinate testing system will tell you if you are speaking too
loudly or too quietly. Hold the phone as shown in the figure below and speak in a Jgud steady veice. Use a push-button telephone in

cellular phone, or VOIP phones. If you do not know how to respond to a test item, then remain silent or say “7don't imow ™

good working order that is set to “tone™ (not “pulse™). Wewer phones are generally better than older phones. Do pot use a cordless, >

NO YES YES

too low, too far away in front of mouth a good distance

= Harcourt Copyright & 2008 Ordinate Corporation All ights reserved, “Versart” is a trademark of Harcoun
Assessm»nl Ine: |’\|r.1 reabe s & registered trademark of Ordinate Caorporation

Figure 14. Instruction Sheet

[ORDINATE
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The instructions
describe the test
sections and what
the test taker will be
expected to do.

Basic information on
how the test is
graded as well as
suggestions for
achieving an
optimum score are
given.

Finally, the
instructions describe
how to position the
telephone and what
kind of telephone to
use to ensure best
results.
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5. TEST ADMINISTRATION

After obtaining test materials, several steps need to be taken to prepare for test administration.
These steps include selecting a test location and appropriate telephone.

5.1 Test Location and Equipment

For high-stakes testing, it is highly recommended that an onsite testing location be used. Onsite
testing allows administrators to verify the identity of each test taker and ensures that the
environment and telephones used during administration are consistent for all test takers.
Alternatively, administrators can instruct test takers to find their own testing locations. In either
case, the following guidelines will ensure that an appropriate testing environment and telephone
are selected:

1)

2)

3)

4)

5)

mRDINATE Test Administrator’'s Guide

Choose a Noise-Free Location with a Telephone Wall Jack

= A room with a closed door is generally a good choice. Close any windows and disable
paging or music speakers. Make sure that there is no loud conversation or
distracting sounds that can be overheard from the selected location.

= Consider posting a “Quiet. Do not disturb” sign to prevent interruption.

= Ensure that a traditionally wired, telephone wall jack (i.e. landline) is available in the
selected location.

Install a Corded, Push-Button Telephone

= Plug the telephone’s cord into the telephone wall jack.

= Listen for a dial tone to ensure that telephone service is active.

= Do not use a rotary phone. The test taker will be asked to enter a Test Identification
Number on the telephone keypad. A rotary phone will not accommodate this task.

= Do not use a cordless phone, a cellular phone, a speaker phone, or an internet
phone service. These phones may result in lower scores for a given performance.

Confirm that the Handset is Set to “Tone Dial”

= Push a few numbers on the telephone’s dial pad. If each number produces a different
tone, the phone is set to tone dialing. If each button press results in a series of
pulses (e.qg., four pulses are heard after pressing 4), then change the phone’s setting
to tone dial. Refer to the phone’s manual or manufacturer for instructions on
changing the dial setting.

Test the Clarity of the Telephone Connection

= Call a friend’s home or business telephone. (Do not call a cordless, cellular, or internet
phone.) Listen for static and extraneous noise. Ask the person on the other end of
the line if you sound clear. If there are any problems with the sound quality, plug a
different telephone into the wall jack and call again.

L] If the sound is still unclear, try a different telephone line (i.e., a phone with a different
telephone number).

Disable Call-Waiting

= If the phone service associated with the phone line you have selected offers Call-
Waiting alerts (the “beeps” you hear when a second caller is trying to reach you), we
recommend temporarily disabling the Call-Waiting feature. For most U.S. telephone
lines, Call-Waiting can be disabled by dialing *70 before dialing the Ordinate System.
Please check with your service provider if you are not certain *70 is the correct code
for your location.

15



5.2 Proctor the Test

Follow these steps to proctor Ordinate’s telephone-delivered test:

1)

2)

3)

4)

5)

6)

7

8)

9)

Confirm the test taker’s identification. For high-stakes testing, ask for picture
identification to verify the test taker’s identity. Make sure that only the test taker has
access to the telephone used for the test during the testing session.

If the test taker will not be taking the test in a location set up by your institution, instruct the
test taker on how to choose an appropriate testing location and telephone. (See 85.1
above.)

Ask the test taker to turn off cell phones, blackberries or any other device that might
distract the test taker during the test.

Record the test taker’s information. On the spreadsheet of Test Identification Numbers,
record the test taker’s information next to the assigned TIN (see 84.1.3 for info on
downloading spreadsheet). It is recommended that a practice test be given before an
actual test. Record the information for the practice test first.

Give the test taker a Test Paper and the Test Instructions. If the instructions are
available in multiple languages, provide the instructions in the test taker’s preferred
language.

On the Test Paper, point out the telephone number that the test taker will call to take the
test. If the phone number is not printed on the Test Paper, remember to give the test taker
the appropriate telephone number and/or other instructions for reaching Ordinate’s testing
system.

Point out the Test Identification Number (TIN) on the Test Paper. Explain that the
system will ask for this number and that the test taker should key in the number on the
telephone keypad when prompted.

Point out the figure at the bottom of the Test Instructions to demonstrate the proper
positioning of the telephone handset in relation to the mouth.

Inform the test taker that the test officially begins after he or she has called the Ordinate
System and has listened to the instructions for Part A. If the test taker hangs up the phone
after this point, the test will not be scored and the TIN cannot be reused.

Allow the test taker at least five minutes to read over both the Test Instructions and the
Test Paper. The test taker may consult the proctor or a dictionary for help understanding
the instructions.

10) Allow the test taker time to call the Ordinate System and complete the test. When the test

taker is finished, collect the Test Paper.

11) Repeat Steps 2 — 10 for administering the actual test.

After a test is completed, you will be able to access the score for that test on ScoreKeeper.
Instructions for accessing scores are in the next section.

mRDINATE Test Administrator’'s Guide
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6. Retrieve Scores

A few minutes after a test taker has completed a test, the score will become available on Ordinate’s
web site. Besides viewing scores, ScoreKeeper allows you to control access to the scores and to
confirm that the person who took the test is the same person who was assigned the test. There
are several ways to view scores:

e View all scores for a Batch of tests using ScoreKeeper. This is the best approach for test
administrators. (See 86.1 below.)

e View scores individually by entering TINs. This approach is best for test takers. (See §6.5
below.)

6.1 View Scores for a Batch

If you have a Batch of tests (as opposed to just one test), you can track all the scores from that
Batch on ScoreKeeper.

If this is your first time visiting ScoreKeeper, you will need to set up an account. See §2 above for
instructions on setting up and accessing an account.

To view scores for a Batch, log in to your ScoreKeeper account then go to the menu in the upper
left-hand corner. Click the List Batches link. Once you have selected List Batches, you will see a
table with general information for each Batch. If you do not see your Batch, you will have to add the
Batch to your account. (See §3.1 above.)

Locate the Batch you want by scanning through the Batch Numbers and Names. In the Used
Tests column, you will see a number and a link called View Scores. Click the View Scores link.

/

- Your Batches / @
User Hame: Admin_Example /
Number of Used . . Score
Batch Test Type Name Tests Tests Valid Period Access
20995 _ _ 1 11/30/06 -
Test “ersant for English for Dalia a0 Wiew 124107 [T Locked
haterials Scares

Figure 15. View Scores
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A new page will appear that lists only the scored tests (Fig. 16). Each row is a single test.

Back to list of batches
Get test materials for this batch

BATCH: 20995

Batch Name: for Dalia
Valid Period: 05/11/30 - 07412101

Default

Test Usage Summary

Completed: 1
Unused 49
Incormplete: 1]

COMPLETED TESTS

This table shows only the tests that have been scored. This list may not contain all the tests in your batch.

Click here to see a list of all tests in this batch.

k Download this table into Excel
Index | Test Identification Number | Status Date Name | Open o\ Overall | S Mastery | Vocabulary |Fluency | Pronunciation
Sart Sart Sort Sort Sort
1 11254356 Completed | Dec 1, 2005 2:37 PM POT | Listen Liste\ 65 79 62 61 53
Score Report

Figure 16. Completed Tests for a Batch

View All TIN’s in a Batch: Select Click here to see a list of all tests in this batch to view all the
tests in the Batch, whether scored or not. With this view, you will see a table that lists all the tests in

the Batch as in Fig. 17 below.

Back to list of batches
Get test materials for this batch

BATCH: 20995

Batch Name: for Dalia
Valid Period: 06/11/30 - 0712101

Default

Test Usage Summary

Cormpleted: 1
Unused 49
Incomplete 1)

ALL TESTS
Click here to see only scored tests in this batch.
Download this table into Excel
Index | Test Identification Number | Status Date Name |Open Q Overall | S, Mastery |Vocabulary Fluency | Pronunciation
Sort Sort Sort Sort Sort
1 (Esss Completed| D20 M AEZITEM fyjion | Listen 55 7 52 1 5
2 11569566 Unused
&) 12793392 Unused
4 13947633 Unused
5 16256132 Unused
Figure 17. View All TIN's
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The following information is displayed in the Batch score report (see Figs. 16 & 17 above):

Index: Each test in a Batch is assigned an Index Number, with “1” being the first Test
Paper in the Batch, “2” the second, and so on.

Test Identification Number: Each test is assigned a unique Test Identification Number
(TIN). The system prompts the test taker for the TIN before starting the test.

Status: Status refers to whether the test has been completed by the test taker. Possible
entries in the Status column include Completed, Unused, Expired or Late Hang-up. Entries
other than Completed will only be visible if you click the link to view all tests as described
above. Only Completed tests will have a score.

Date: Listed in this column are the date and time of day that the test was completed.

Name: This column provides links that allow you to listen to an audio file of the test taker
responding to the first prompt of the system (“Please say your name”).

Open Questions: If the tests you administered have a section for Open Questions, this
column provides you with a link called Listen. If you follow this link, a separate page will
appear that will present you with the questions asked by the system and audio files of the
test taker’s responses.

The remaining columns may differ depending on the test you administered. In the figure above, the
columns display the overall scores and subscores for a given TIN.

mRDINATE Test Administrator’'s Guide
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6.2 Download Scores to a Microsoft® Excel™ Spreadsheet

A Batch’s score results can be downloaded as a Microsoft Excel file. Find the link directly above
the table’s right-most columns called, Download this table into Excel and click this link. The
spreadsheet will download to your computer. Open the Excel spreadsheet and then save it to a
directory of your choosing.

Default Dk

Test Usage Summary

BATCH: 20995

Back to list of hatches i Completed: 1
Get test materials for this batch Batch Name: for Dalia Unused 49
Valid Period: 06/11/30 - 07/12/01

ALL TESTS \

Click here to see only scored tests in this batch.

Incomplete 1]

Download this table into Excel

Index | Test ldentification Number | Status Date Name |Open Q i Overall |S Mastery |Vocabulary |Fluency |P
Sort Sort Sort Sart Sart
1 i Completed Dec 1, 2008 237 PM | Listen Listen 65 79 62 &1 53
2 11589568 Unused - —
] 12793352 Unused - - - —
4 13947638 Unused
5 16286132 Unused

Figure 18. Download Scores to Excel Spreadsheet

6.3 View Individual Score Reports in a Batch

You can look at individual score reports by clicking the link under the TIN labeled Score Report.
The score report presents descriptors of the test taker’s performance based the test taker’s overall
score and subscores from the test. You can view descriptors for all score ranges (not just the
descriptor associated with the test taker’'s score) by clicking the checkbox in the upper right-hand
corner of the page.

If the score report can be displayed in a language other than English, there will be
a drop-down menu in the top-left corner of the page. Select your language
preference from this menu.

EETEE) / (190 lSeors Rangss
[OrDINATE Spoken Spanish Test

Administration Date: Jun 30, 2004 6:17:11 PM (PDT) Test ldentification Number: 23657382

20 25 0 % 4 45 XN 5 0 & W 75 &0
Overall I
Sentence Mastery
Vocabulary
Flusncy

Pranunciation

Figure 19. Sample of Individual Score Report

Click the Back button on your browser to return to the table of scores for the Batch.
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When you are ready to return to your list of Batches, click the Back to the list of batches link at
the upper left-hand corner of the page.

Back to list afibatchas BATCH: 20995

Get test materials for this batch Batch Name: for Dalia
Valid Period: 0B/11/30 - 07/12/01

ALL TESTS

Click here to see only scored tests in this batch.

Index | Test Identification Number | Status Date Name |Open Questions | Overall
Sort Sort Sort Sort Sort
11254356 Dec 1, 2006 2:37 P . .
1 o Completed AOT Listen Listen ot
2 11569566 Unused

Figure 20. Return to List of Batches

6.4 View Scores Individually / Test-Taker Access to Scores

The other approach to viewing test scores is to look them up individually using the Test
Identification Number. This approach is most suitable for individual test takers who are
interested in a single performance on a test. It does not require access to a Batch via
ScoreKeeper. Unless you have blocked score access, test takers can view their individual
scores with their TIN following the steps below. If you do not want test takers to have access to
their scores, see 86.5 below. To access an individual test score, follow these steps:

1) Go to the Versant homepage at www.VersantTest.com.

2) Click the Test Scores button on the right side of the page. The Retrieve Score
Report window opens (Fig. 21 below).

3) Enter the TIN (Test Identification Number) in the text box above the View Score

Default A
Retrieve Your Score Report
R D ] N ATF“ Retrieve Your Score Report
To retrieve your Score Report, please enter your Test |dentification Mumber or Personal Report Number here. Enter digits
from 0-9 only, and do not enter spaces or other characters
Figure 21. Retrieve Score Report
4) To retrieve the score, click the View Score button. The individual score report will
appear in a separate window.
21
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6.5 Limit Score Access

The default setting in ScoreKeeper allows individual test takers to view their scores with their TIN. If
you do not want test takers to have access to their scores, you can limit score access by following

these steps:

1) Log into ScoreKeeper.

2) Inthe menu in the upper left-hand corner, click the List Batches link.

3) Find the Batch for which you want to limit test score access. Go to the Score Access
column and click the checkbox labeled Locked. When this box is selected, scores cannot

be accessed from the Test Scores link.

Your Batches

Batch Test Type Name

15?38 Wersant for Versant for
== English ENG, US

IMaterials

1??_3? Wersant far
o English

IMaterials

Figure 22. Score Access Control

Versant LK

User Name: Admin_Example

Mumber of
Tests

6.6 Review Selected Responses

id Period j;:;:s
2144508 -

8/14/0 O Locked
2114106 -

8/14/06 Locked

If a test taker’s score does not correlate with that test taker’s general ability and you want to
confirm that the person who took the test was the designated test taker, you can listen to the Name
and, for certain tests, Open Questions recordings. To do this, follow these steps:

1) Log in to Scorekeeper.

2) Inthe menu in the upper left-hand corner, click the List Batches link.

3) Find the batch associated with the test in question and click View Scores.

[ORDINATE
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4) Find the test-taker’s TIN. In the same row, click the Listen links that appear under the
Name and Open Questions columns (Fig. 23 below).

Default

Test Usage Summary

BATCH: 20995

Back to list of batches Completed: 1
Get test matetials for this batch Batch Name: for Dalia nneed 49

Valid Period: 05/11/30 - 07412101

COMPLETED TESTS
This table shows only the tests that have beeN scored. This list may not contain all the tests in your batch.

Click here to see s list of all tests in this batch.

Date Name | Open Questions
Sort Sort

1 11254356 Completed | Dec 1, 2005 2:37 PM POT | Listen Listen 65 79 62 61 53

Seore Report

Incormplete: 1]

Download this table into Excel

Index | Test Identification Number | Status Overall | Sentence Mastery | Vocabulary |Fluency | Pronunciation

Figure 23. Listen to Test Takers Name and Open Question Responses

5) Decide if the voice sounds the same as the assigned test-taker.

You can also ask the test-taker about her/his responses. Compare the test-taker’'s answer to the
test recording.

If this is not successful, you can have the test taker retake the test. (You will need to provide a new
TIN and Test Paper.) If the scores between the two tests vary by more than the standard error of
measurement of the test (for the SET-10, the standard error of measurement is 3 points), the test
may not have been completed by the same person.

7. Troubleshooting

Sometimes, you may try to download files, but nothing seems to happen. One common problem is
that your web browser (Microsoft Internet Explorer, Mozilla Firefox, Netscape Navigator) may be
preventing you from downloading files as a security precaution. When this happens, different error
messages may appear depending on the browser you are using. For example, in Internet Explorer
6.0, the following message appears just below the menu bar:

“To help protect your security, Internet Explorer blocked this site from
downloading files to your computer. Click here for options...”

If you do not want to reconfigure your security settings, hold the Ctrl key when you click to
download. This should override any blockers. By doing this you can download the desired items
without changing your security settings. You can also adjust the browser’s security settings to
allow downloads and try again. Also, as mentioned on the Web page just before the download, if
you encounter errors when downloading test papers and are using Internet Explorer, try Netscape
Navigator.

23
mRDINATE Test Administrator’'s Guide

w




ORDINATE CORPORATION
800 El Camino Real
Suite 400
Menlo Park, CA 94025-4887

Phone: +1.650.470.3600
Fax: +1.650.470.3636

www.VersantTest.com

Copyright © 2007 Ordinate Corporation. All rights reserved. “’Versant’’ is a trademark of Harcourt Assessment, Inc. Ordinate is a
registered trademark of Ordinate Corporation.

Ordinate Corporation is a subsidiary of Harcourt Assessment, Inc. of San Antonio, Texas.
Microsoft is a registered trademark and Excel is a trademark of the Microsoft Corporation.
WinZip is a registered trademark of WinZip International.

Netscape is a registered trademark of Netscape Communications Corporation.
Firefox is a registered trademark of Mozilla Foundation.

E)RDINATE Test Administrator’'s Guide

24



