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The total number of pages in a detailed report will depend on the number of 
students in the class. The details for each student will be listed separately and 
presented alphabetically by family name.

Class Test Results report – detailed or graphical

The total number of pages in a graphical report will depend on the number of 
students in the class. The graphical report displays each student’s results as a 
percentage. Students are listed alphabetically by family name.

Average scores are shown as a solid black line for the first test attempt (‘pre-
test’) and a dashed black line for subsequent tests (‘post-test’).

Reports

To generate a detailed report of test results for a specific class, select the Class Test Results option from the Reports drop-down in the main menu and complete the 
details for date range, class name and test title.

Select either a Detailed report or a Graphical report and the format (PDF or Excel), then select the View report button.
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Student Test Results report – summary or detailed

The total number of pages will depend on the number of questions in the test. 
This report lists the student’s response and the confidence level they chose for 
every question (if applicable).

Reports

To generate a detailed report of test results for an individual student, select the Student Test Results option from the Reports drop-down in the main menu and 
complete the details for date range, student name and test title.

Select either a Detailed report or a Summary report and the format (PDF or Excel), then select the View report button.

Along with the overall test results, this report lists the associated recommended 
learning resources and which of these have been completed or not completed.
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Registered Students report – student list

This report lists passwords for all students, the number of tests completed by 
each student and the time and date that each student last logged into the system.

This report lists the password allocated to each student.

Reports

Registered Students report – login details

To generate a report that lists tests undertaken by all students, select the Registered Students option from the Reports drop-down in the main menu.

Select the year and the class. After you select the class, all students in that class will be listed alphabetically by family name in the Students drop-down menu. You can 
select students individually or choose the Check all option.

Select either Student list or Login details and the format (PDF or Excel), then select the View report button.
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End an assigned test

You can manually end a test at any time.

Select the Tests in progress link from the Assigned tests menu on the left of 
your dashboard. Locate the relevant test and select the View reports option from 
the Actions drop-down menu.

For tests that are formatted with two or three attempts, you can end one part by 
selecting End Pre-test, End Post-test 1 or End Post-test 2. To end the test 
completely, select the End test cycle button. 

When a test cycle is ended it cannot be reopened. Any unanswered questions will 
be automatically marked as incorrect.

Archive an assigned test

Tests that are no longer required can be archived.

To archive a test, select the Assigned tests list and select Archive for the 
relevant test. 

An archived test will no longer display in your Assigned tests list but can be 
accessed from the Archived tests link.

To retrieve an archived test, select the Archived tests link and select 
Unarchive from the Actions drop-down menu. The test will move back to the 
Assigned tests list.

Manage assigned tests
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View test to mark – dashboard

You will need to manually mark any free-text response questions.

The Needs marking link on the left of the dashboard displays in brackets the 
number of tests that require marking. When a student completes a test that 
contains a free-text response question, this number will increase.

Select the link to go to the Needs marking page and choose Mark this test from 
the Actions column.

View test to mark – notifications

A new message that a test requires marking will also appear in Notifications.

To mark the test from the My notifications page, select the title of the test.

Marking the test will not automatically remove the notification. It will remain in My 
notifications until you select to Dismiss it.

Mark free-text response questions



44© 2013 Education Services Australia Limited, unless otherwise indicated

Teacher user guide

Last updated: 20 December 2013

Mark a question

In the question navigator, free-text response questions that require your 
attention will be labelled Not marked.

To mark the student’s answer, select Correct or Incorrect. The status of the 
question will change accordingly in the question navigator.

View the marking scheme

If you need assistance evaluating the student’s answer, select Marking scheme 
to view a guide containing sample answers.

When you have marked the question(s), select the Complete marking button at 
the top right of the page to return to the dashboard.

Mark free-text response questions
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Bookmarked tests can be accessed from the 
Favourite tests link on the left of your dashboard.

A test can only be added to your favourites list from 
the search results page.

To add a test to your list of favourites, conduct a 
search and when the relevant test is displayed in the 
search results, select Add to favourites from the 
Actions drop-down menu.

A message box will appear at the top right of the 
search page indicating that the test has been added 
to favourites.

Add a test to your favourites
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To access support materials, select Teachers from the Support drop-down in 
the main menu.

From the Videos tab, you can access a number of videos that provide 
assistance with use of the site.

When you select a video guide, it will play automatically.

To view the video guides, you will need Adobe Flash Player installed on your 
computer.

You can also download this user guide in PDF format.

Support resources – videos and user guide

Select the FAQs tab to view responses to our most frequently asked 
questions.

Support resources – FAQs

Further assistance


