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1. Account login

» Access Customer login page: https://es.eskill.com/es/Portal.do
» Enteryour username and your password

» Click the Login button.

NOTE: If you have forgotten your password, please use the ‘Forgot Password’ feature on
the login page. The password reset email will be sent directly to the key contact

associated with your account.

eSkill

Online Skills Assessmont =)
’ Customer Login

Enter User name:

Enter Password:

|| Remember my login
Forgot password? - Need Help?

ITyou're a test taker, please enter your test ID here

For assistance with the eSkill application call
1-866-537-5455 | 1-978-649-8010, click on the "Report a Problen’
link at the bottomn of the screen within your test center, or email us

at support@eskill.com.

eSkill
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2. Dashboard Overview

This is your Test Center Dashboard, which provides an overview of your eSkill account. It
contains the following sections:

» Latest Tests » Latest Score Results
Lists the 10 most recent tests you have This table keeps you up-to-date on
created. To view all of your tests, click the latest results for your test takers.
the All Tests button at the bottom of
this section.

DASHBOARD NEWTEST TEST CENTER  REPORTS ACCOUNTw HELP LOG-OUT

Latest Tests I' Latest Score Results |
eSkill Standard Account 0911412016 0% Melanie Archer 81316 1265 PM HR Assistant
Executive 19%  Angela Smith 8316 1243PN  Harkelng
Marketing Assistant 08/03/2016 i
arketing Assistan 56%  Melanie Archer  8/3461239PM  Horkelnd
HR Assistant 08/03/2018 42%  John Doe BI3ME 12:37 PM :‘a”.‘e“”
Assistant
Electrical Engineer 08/03/2016 59%  Joe Hill 8/3M6 12:32 PM Tarkettmt
ASE1S1an
Financial Analyst 08/03/2016 100%  Jane Smith BI3H1E 12:22 PM [;‘Sas”i‘:tt;’:]t
Sales Manager 08/03/2016 —_—
| News
» All Tests el _ _
12/22/2016 - Our library contains hundreds of standard tests, and we
www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e Skl l l
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» My Account » News

Hosts your Customer ID#, Account Type, This section contains information on

Renewal Date, and Current package. You the following;

can also click on the Configuration panel » the Latest Subjects added to the

setting (Click option) to view more eSkill database;

options regarding special features, and 2 listof Stibjecis inDevalopment:

Global Score Notifications. o) (el relesse datess

»
Users » the Latest Features that have been

Lists the authorized users for your added to the eSkill interface.

account.

Sales Manager 08/03/2016

» All Tests

My Account 'l
Customer ID: #20330
Account Type: Unlimited

Expiration Date: 10/08/2017
Current package: Premium 12 months subscription

lﬂ' Configuration panel l

' Renew or Upgrade

# eSkill Editor - Create your custom questions

X Referral Program - Share your eSkill experience and receive up to
5250

Users

i

You have the following users:
o hrdemo2015 - Administrator
o adinaM - Administrator

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010

2 O‘ '. [ii_l ] News =

1212212016 - Qur library contains hundreds of standard tests, and we
are always developing more.

We have recently added 10 new subject-based tests:
o MS Office 2010 - Excel® Simulation
o MS Office 2010 - Word® Simulation
o MS Office 2010 - Outlook® Simulation
o MS Office 2010 - PowerPoint® Simulation
o MS Office 2013 - Excel® Simulation
o MS Office 2013 - Word® Simulation
o ME Office 2013 - Outlook® Simulation
o Digital Literacy Simulation
o Multitasking Simulation
o Chat Simulation

mare =
[+] Latest Subjects

Release Date

o Chat Simulation 102712016

= Search Engine Marketing 10M0/20186

o M3 Office 2016 - Word® (ALUSNZ) 081112016

o M3 Office 2016 - Excel® (ALSMNZ) 08/11/2016

eSkill
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3. New Test

The New Test tab (outlined in red below) opens the page that allows you to create a
new test.

1. First, if you are customizing an assessment, you have to fill in the Test Name.

» Test name should reflect the position name, job family, location name, job
description or any other common reference for a position in your organization.

» The test name should include the version # of the test, if the test is modified
annually or if there are hiring cycles and each candidate group should be kept
separate.

2. Clicking the Show Candidates their Score checkbox is optional. If this box is
checked, it will allow the candidate to see their results on screen. A test results
email is never sent to the candidate.

DASHBOARD || NEWTEST | TESTCENTER REPORTS ACCOUNMTw HELP LOG-OUT

TIPS
# Test name: Create your test using one ofthe options below. Note that you can always edit tests after you
create them by adding, deleting, and re-ordering questions. To edit a Predefined or Job-Based
[ show Candidates their Score. test create a copy and save it under a different name first.
Looking for a subject but cant find it? Please tell us!

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k 1 l l
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Option 1: Off-the-Shelf Tests, Ready to Use

Here you can select from two types of tests:

1. Subject-based tests: typically contains 40 questions, ranging from Beginner to
Advanced level.

2. Job-based tests: multi-subject tests, consisting of 40 questions that cover a wide
range of skills required for specific job titles.

Once you identify the test type, then click the “SELECT TEST” button below the
dropdown menu. This will add the test to your TEST CENTER, making it available foryou
to access.

Option 1 - Off-the-Shelf Tests, Ready to Use | |
Choose from single-subject predefined tests, suitable for testing ‘ Select a job-basedtest, to assess your candidate’s proficiency on a

candidates at all levels. set of skills typically required for the stated job title.

Subject-based test: or | Job-based test:

— Select a subject-based test — - ‘ — Select a job based test — -

Select Test Select Test

Mote: Job-based tests are suggested multiple subject assessments. Pleasse review the
individual test questions to ensure they meet your specific testing reguirements.

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k N l l
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Option 2: Generate a Multi-Subject Test

Search Complete subject list here: https://es.eskill.com/es/Subjects.do

1. Select the Test Length from the dropdown menu. Select custom, if you are
requesting a number that does not appear in the dropdown. The number of
questions can be as little as 1 question and up to 200 questions on a single test.

2. Next, select up to four (4) subjects for the system to randomly select questions for
those subjects of interest. Note, Typing is not available in the drop-down, however
typing questions can be added to the test once it has been generated.

3. You can select the level of difficulty (Beginner/ Intermediate or Advanced/
Expert) for the questions picked from each subject.

4. Tocomplete the test process and add your new test to the testing center, click the
Generate Test button.

The questions will be selected automatically by the application. If you want to add or
delete certain questions, or to set time limits per question or per test, you can edit your
test in the Test Center.

§Option 2 - Generate a Muld-Subject Test

Generate a test by seleching up to four relevant subjects, their skill levels, and a lest length

Testlength. Very Short (10 questions) -

— Select subject 1 - - Beginner / Intermediate = =
~ Select subject 2 - - Beginner / Intermadiate =
- Select subject 3 - - Beginnar/ Imermadiate  »
— Select subject 4 - - Beginner / Intermediate =
Generate Tast
www.eSkil.com | 1-866-537-5455 / 1-978-649-8010 e Skl 1 l
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Option 3: Pick Questions to Create Test

This option allows you to create your own test and/or create your own Typing and Free
Response questions.

» Click the Select Questions button to select and add questions from any of our
subjects, including Typing, Data Entry & Audio Tests, as well as creating your own
Typing and Free Response questions. Next enter or choose a Subject from the
drop-down and select the Pick Questions button. You will now be able to select
any of the available questions from that Subject. Each column can be sorted by
Topic, Description, Type or Difficulty by double-clicking the column header.

» Click on the Typing, Data Entry & Audio Tests button to select only questions from
our Typing and Data Entry subjects, or create your own Typing/Free Response
questions.

NOTE: by selecting this option, you will only be able to access these subjects and
you will be unable to add other subjects to the test.

» Before exiting, always remember to SAVE your test.

Option 3 - Pick (uestions to Create Test
Review available questions in each subject and pick the guestions for your tast

Select Questions Typing, Data Entry & Audio Tests

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k 1 l l



eSkill Test Center User Guide

4. Test Center

Test Center contains a list of the tests available in your testing center, access to
candidate scores, features to manage your tests and candidate invitations. You can also
use it to:

» Search for an applicant with results in any test.

» Control the display of tests listed on your site by selecting the radial button:
» Show all
» Show only active
» Show only inactive

» Sort the tests by clicking on any of the columns (sort by Name, Date Created, Test
ID, etc.)

DASHBOARD NEWTEST TESTCENTER REPORTS ACCOUNT» HELP LOGOUT

USERMAME: hrdemo2015

SUBSCRIPTION EXPIRATION DATE: 10/08:2017

TOTAL SCORES: 23
Saarch applicant by Last name ¥ || | search [Tgst Cantar]
* Stow all Show only active Show only inactive

NAME creatend TESTIO SCORES  OPERATIONS

95Kl Standard Account Exacutive @ 08142016 M 1BccT5IMbd! 3 LS =

Marketing Assistant 0RDI2016 033074c009554c4a 14 ZC“ .r o8 =}

HR Assistant 08/03/2016 Ddees32c18585808 2 _{Cx = s B
www.eSkillcom | 1-866-537-5455 / 1-978-649-8010 eSkill
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You can also perform the following six Operations on your tests, indicated by the icons
in the Operations column:

1. Edit Test

2. Preview Test

3. TakeTest

4. \iew Test Invitations
5. Email Test

6. Delete Test

DASHBOARD  MEW TEST TESTCENTER REPORTS ACCOUNT~ HELP LOG-OUT

USERNAME: hrdemo2015

SUBSCRIPTION EXPIRATION DATE: 100022017

TOTAL SCORES: 23
Search applicantby | Lastname ¥ || | Search [Test Conter]
= Show all Show only aclive Fhow only Inactive
HAME CREATEDL TESTID SCORES  OPERATIONS
#3kill Standard Accoun! Executive & 09142016 o Becf59mbdat i
Markefing Assistant 0810312016 B33974c909554c4a 14
HR Assistant DEMIZ016 fdee33ZciB586808 F
www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k i l l
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1. Edit a Test

» Clicking on the Edit Test button opens the Edit

OPERATIONS
— B e = Test screen.
(4 ==

{ et Test = DB » The test dashboard opens and allows you to set
up test configurations and modify the test questions.

TEST NAME Adminstrative Assstant Description
COPY TEST Copy as (new name); Lﬁdmwsu'ative Assi.-stant] Copy
ACTIVATION Active  Activate Test  Inactivate Test  Expiration Date <not set> 0T %
SHOW RESULT I} show Candidates their Score L) Show Score per Question || Show Question texts
These options affect how candidates can see scores, net the wiew of scores in your Test Center,
mmmn [Z] send score notifications to fmrobu@eskill com |
Global confiourstion L0l | e corrs separstor o anter mltipls sddrees
AUTOMATED SHUFFLE I shuffle questions for each test taker
TIME LEMIT EIM&H.D;M:?'?HTH*_ 3 Tyming questions are not inchded in this fmit. Set to sero to dizabis tmer
PASSING SCORE D Thin imfarmation (5 snly wiaible i yeur Test Canter
MAXIMUM ATTEMPTS (3 [2] rive Bk i anad ey for Sionatator qumations.

Test settings

TEST NAME/Description allows you to modify a test name and a description that will be
visible only in your Test Center when you mouse over the test name.

COPY TEST allows you to create a copy of the test. This feature is useful in making
modifications to standard tests and creating a new version.

ACTIVATION allows your to disable and enable testing in a specific period of time.

SHOW RESULT allows you to show test results to the candidates. To show the second
two options, the first one MUST be selected.

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k N l l
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REDIRECT URL allows you to send candidates to a specific website, upon completion of

their test.

SCORE NOTIFICATION allows you to enter email addresses for those you wish to receive
the results of the evaluation.

AUTOMATED SHUFFLE reorders the test questions for each test taker, to reduce any
chance of copied answers.

TIME LIMIT allows for a limit to be set either per question or per test. Typing questions
are not included in these limits as they have a separate timer.

PASSING SCORE specifies the minimum score a test taker must obtain to pass the test.
Only test takers who achieve this score will have their scores e-mailed to those

designated in the score notifications section.

MAXIMUM ATTEMPTS limits the number of times a user can try to answer a question
(only valid for Simulator questions).

CUSTOM INSTRUCTIONS: Allows the client to add any custom instruction to the
candidate on the test instruction page.

TEST NAME [HR Assistant | Deseription | |
COPY TEST Copy as (new name) | | Copy
ACTIVATION Arve  Actvate Test  inactivateTest  Expiration Date <not set {Im 3§
SHOW RESULT [1 show Candidates their Score [ Show Score per Guestion ] Show Question texts
Thaas ofdione affect how Cantidaled can hed ROOME NP (08 W OF SCONsS in your Teel Cander
meowect ure ()
SCORE NOTIFICATION [} send score notifications to |
Global confiquration tool Use commp sepavator fo enter multiple sooressea
AUTOMATED SHUFFLE ] shuMe questions for each test takes
TIME LIMIT EI rinutes, El geconds ﬁF'EI'TEE'_ 3 Thping querions are nof incluged in this limit Sef fo Tee 1o gigabis tiwer
PASSING SCORE [ )perTest [0 |%perSubiect mais infomation is oniy wiibie in your Test Center
MAXIMUM ATTEMPTS (3 [5] Thie et o wmed ooy for Simutator quastions
cusTom msTRuCTIONS §J
www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k i l l
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Use the drop-down list to choose a subject, and then click the Pick Questions button.
Here, you can preview and select any question from the chosen subject.

Click the Add Selected Questions button to add the questions to the test and return to
the Test Questions section.

Back in the Test Questions section, you can do the following:
» Delete Questions you do not want
» Pick Questions from another subject.
» Add questions you already know the ID for, by entering their ID numbers.
» Create a Typing or Free Response Question.

» Reorder or Shuffle the selected questions.

When you are done, click the Save Test button to save your changes.

& - Gelect subject - - @ (7o [
HR{? QUESTIDE SUBJECT NAME TORIC HAME SHORT DESCRIFTION TYFE  DIFFICULTY LEVEL VIEW
Page: |1 ¥ |of 1 (0) Toams per Pages | 200 ¥ |
Delete Selected Questions

L -- Select subject - - Pick Questions
- Add Questions By 1Ds

Create a Typing Question
Create a Free Response Question

Save Test Cancel Shuffle Reorder

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k N l l
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Test questions

Free Response

Clients ability to add an open-ended questions to each test as needed. These questions
are not scored by the eSkill system.

» Set the level of difficulty: Define the level of the difficulty of the test question

» Type your question here: Outline the question / project / situational judgement /
interview

» Upload a file: A candidate can download a document, make changes, modify and
develop

» Candidate are allowed to attached a file: Provides candidate the ability to attach
a complete file.

» Question Time Limit: Set a time limit for this question only.

Ciithcuity [Undefined |
Baginnar
Inbisrrrmschiabo
Agvanced
Exper

Abdlity to add situabionsal questions, request b wnling sample, 8 project, attach a
documant for modification, astign a project, request a sample of work, or test for a
languags,

Tyl YOLIT QLIS e

Uplond a file Select File  if you want to aftach & fle o your question

Cuestion Tame Limit {mim 55

Caredidates are allowead 1o attach o Tée 10 (hear aorswor

Thie file shousld not exceed 20 MB ond should have one of the following extensions. doo, docx, png, jpg. jpeg, of, os, xdsx , ppl, pple bd, mpd, or pdi.
Iif wou have any comments of questions about this new feahse please let us know at feedbackileskill com

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k N l l
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2. Preview a Test OPERATIONS

The Preview button in the Test Center
allows you to see a preview of how the test

will be displayed to the candidates.

3. Delete a Test

To delete a test, click on the checkbox v
corresponding to the test. Then, click the g
Delete Test button at the bottom of the list
in the Test Center. This will also delete all
scores associated with this test. Items per Page: E

Delete Selected Tests

4. Take a Test

Clicking on the Take Test button in the Test
Center will open a new page, where the
First Name, Last Name and E-mail fields are
mandatory. After filling in the required
information, you can take the test.

First Name: | [

Last Name:

E-mail:
Take Test

[ sian in witn Linkean
We recommend checking your system settings before you
start the test.

#F Check Your System Settings

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k 1 l l
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5. View Test Invitations

Clicking on the View Test Invitations button
will open a page that displays the history of
emails sent for a specific test, including the
date sent, the expiration dates (for unique

=|5s r;;} =

,. L]
links), and the email addresses of those who
received the links

r  EMAILED i
Test ID: O755caf8a1280eec

Total Emailed Invitations: 1

* Show all - Shew Only General Invitations Show Only Unigue Invitations

USER evaLuationio  SSNOMG  expRaTION DATE 1P ToBce OPERATIONS
oanamuntsany 09/03/2015 79.112.89.230 To: silcofd®gmail.. .. Q

Page: 1 v of1(1) Items per Page: 10 ¥ |

Back Resend Email
6. E-mail a Test
In order to send an invitation to take a test, [
click on the E-mail Test button in the Test
: : : : < b al

Center section. A window will be displayed

with the following two options:

Unique link per test taker

Sending a unique link per test taker ensures that each test taker will receive a link which
can be used only once, thus allowing the test taker to take the test only once. For optimal
security and control, this option is recommended for accounts based on credits (and not
for unlimited ones), since a credit is deducted each time a test is used.

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k 1 l l
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General

A general link is an invitation to a test that can be used several times by the same test
taker. The results for each test session will be recorded and displayed in your account, but
this may result in a crowded list of results. Unlike the unique links, general links have the
advantage of being able to be embedded on a website.

Please pay special attention to the type of link you are sending. The General
option is selected by default.

After selecting the type of link, click Continue, enter the recipient(s) e-mail address(es)
(separated by commas). You can modify the message body if you like, however be sure to
not remove the instructions on how to access the test or the Test URL.

Click Send to finish sending the test. A pop-up window will appear, notifying you that the
test has been successfully sent.

Please choose test type: - |

Use & comma or semicolon between multple email addresses.

Bee: | proficiant] 23@gmail com |

' Unique per test taker
Choose this option to permit only one test session Subjeck: OSF Giobal - Sils Assessmant |
from the enclosed link.
Only the original test-taker vill be able to access the Thi= 2= an invizaticon o take cur bried skalls -
test, and can DI'IL]I' take the test once. sssgsapment, "Adwministrative Assistans ™ Pleass Tl

vizit the following link:

m

"'E: General http=://es eskill com/es/guisz

/2te=tld=cE018444ck282281

Choose this optien if you want this link to provide

genaral access to your test.

: ey The test will begin only after you've logged in

Note: You can also copy and post the link inside to a R R DR,

website as = gatewsy to your test,

Altarnativaly, yoi can go to heep://www_e0kill com

Continue Cancel and under "Here for & Teat?" click Entexr. Then bt
provide the following I0 cE£018d44ch282381.

\ > Send  Cancel

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k 1 l l
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Receilving and Taking a Test

The test takers will receive an e-mail like
the one shown to the right.

Clicking on the link provided in the e-mail
message will direct the test taker to the
test login page. Before entering their
credentials, it is recommended to run the
“System Check” to ensure their system
meets all requirements. After filling in the
required information and clicking on the

eSkill Skills Assessment

Tha i an iwiatcn i Gk oot Gt skl shesssment, Ofics Manage: * Plaass vild hs liowng ink
ECe. s makil oMV TVt -e P00 Ta 1eh FalTe
T I Wil Begin Ghiy SM8F poiivw G963 10 500 FEad Fe BR300

Afwrragenty, it 85 P S

B 2 w7 W unSec Fhate e Tes
Pt Eetiang IO ecBOdTa Teh 1 Falle

Thes i &n smail seri By B o960 apohcgion, To soriacl he sended pou c5n jol Sapey, o wead &0 emal i
aaminfCameatyNams Fam
Tharisl

Comgany Hame

Take Test button, the test taker will be directed to the instruction page. After reading the
instructions, they will select the button to begin the test.

First Mame | |

Last Mame:

E-mail

[ s in wesh Lissietin

We recommend checking your system settings before you
star the lest

£ Check Your System Settings

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010

Instructions

Welznens 1 your a8kl ket Tha fndowing tea1 condaing 40 queas)

Preass read P Insructions careluly Delore stasting your best

Do rectl e your Dimraser's Back, Forward, o Refnesh buties 10 havigass within s lasl, AJ ary trea
g e v, Fou wan uma B sppiicalion bultons o go bech to & prevcus quisstion end sdilichange
et Arsssad, 1 e is aevy bvss Wl

24 Yois may s Do sEsuon whenevsr you s by ok 1 End Tesl bunon; your proghess uj 1o

o |l poini will e eecondend, Bait v wil el be bl te ressme B et

»
Floase Iwaner sach guesian 1o ha bast of youwr abisty using no sxiemal relsrences, sninss cifarise

wirucied.

This test contains ihe following question types:

@. Select the Best Single Anywer, whoon onéy Ono Srssor i oomed

m Ealect All That Apply, whees o or Sorh Shimbe B e
“ TrosFalse, whaee sithaer Tros o Falso i comect

eSkill
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5. Test Results

There are several ways to view the results from your test takers:

1. TheLatest Testssection in the Dashboard has a View Test Scores button (outlined
in red in the image below). Clicking on this button will open the Score Summary
window, where you can see the results of all the applicants who have taken the test.

2. Search for a test taker.

3. E-mail the results to the test taker.

4. View the Details about the test taker’s results on the test.

Latest Tests
Elr?l'l:: Administration B5/03/2018
English Tast 0a/03 2015
Do valapar Co o903 20ES
Secratary 09/01 2018
Offece Manasger 050172015

LL R L
R TP T
T e e e
AR D DAMOTIN e wesminl TOTRSSUE  E PoLaTON cheRTE
e it : . .
- " _» N p— iH WHIS HET AN nfed drecrpich] A% Sodervis ecoadesge Dl Dtk
d "‘-‘\‘ (e, "“h":‘., o a7 T B0 R [ M wwen e arssdeion Digad SRIES
. ik Lamacts d 3
-f & b |2 P T e WACJAR A N Lo i ey e bl S LRl
» L) -l-ll- Eogati B A -
[ = \ & el W sl (2] WY Birae kM gt P T
.J S =t i 1t WA THEE AN buied drisraiviel 110 bt e or boerbues | Bl Sind
L5 k_'.“ == _i.ii o Py W BN i ] r% | S v B DU
ﬁ et | :
Lo ] =
BrE =\ |3
‘ S =t il e —

W miete nem el voare

5. The Latest Score Results section in the Dashboard also displays score results.
Clicking on the name of the test will open the Score Summary window.

Lalest Soore Rasults

Tean g AIraar e
et i
i i i

ELAPLER TEET
J?::M_m i
L 2 el covn

ok Eamachs

Fysvrtie SRR el
dngala i —
sngeissmth@mrsmarcom

A D

(o @vater wu e
s S —
e b e -
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Sawhapgdmntby s rame T[] dSeaneh
oure wneTrE) TESE STaTU

W1 107480 AN

WAAFLE 1804 AN

WWEF 1034 AW

WFALS 10LE AM

AN 1800 dH

WVLF 4001 AW

"
oo EVRLUATION AT
Insed (IRcompidts) AT FISSERHIE kSSwialE  [S18d [etails
Cirepleted 503%  Very dhong binbides B Deleds
Gamphires % Wary strong krewiedis Emad Deads
Lamphrtad oW Eieng ihoelsdgs  Eoied Deteds
Ended Mnrompietal  10%  Litte of ne baowiedgs  Emal Cetade
Inded fincarciesn)  40%  Medersie heswledas Dol Sxmbs

Lt
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Clicking on the test taker’s name will open the Test Results window, where you can see
the results by subject or by question.

W 1E 1015E AM

WEE LIS A

ML [ A

e o
Y e

L Hrans ra "
L v b LR IR

L] :3‘J.‘ o SRR £01 2 AN
o _‘:"_""I‘_"" BIRI1E L A8
! son Do BAE E0IL] AM
arte Jies B pn WRILE TR0 die

W2/18 1Ia8 PR

.
AT EH | ﬁd
st

wrt DATScw Rdimin isirathcn Shils Teal D 0785081 Fileon LA B i 433};
- (]

Da'e ."c':l-'\-:\-er:-'-ll M3 Passog Soom 0% - Permesie 0 e Eloclarain begwiedgs

[ ———

Test Results By Subject

Tesl Resulls By Guestion

Bubiject

Totx

6. The Test Center section allows you to view the test results by clicking on the
number displayed in the Scores column.

HSERRAME: AENEMUTAE e
SISBSCRIFTRON EXPIRATION BATE: 01312020
TOTAL SCORES: 1548
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Test Status

1. Completed indicates that all questions were answered.
2. Ended (Incomplete) means that some questions were left unanswered.

3. Time expired indicates that the time set for the test expired, so the score was
calculated based on the questions completed.

4, Started means that the test-taker accessed the test and entered his or her
credentials.

5. Started with all other fields Hidden indicates that the candidate has accessed,
but not submitted and closed their test. This status only shows for Test Credit
accounts. If needed, the test administrator can 'force end' the test, which will use
1 test credit.

NOTE that if a browser is closed or redirected during a test, or if the Internet
connection is broken, the test-taker is able to resume the test session
(without losing the answers already provided) if he or she logs in using the
same credentials.

Test: Offic e Administration Skills

Test ID: 0765ce88a1292ecc
Total scores: &
Search applicant by | Last name ¥ || | search Iview Alll
APPLICANT INFO EEORSERTES. pate susmrrendy TEST sTaTUS fscore evaLuaTion OPERATIONS
Joe Hill 4 7 i )
joehill@pmail.com 1:50 9/3/15 10:40 AM | Ended (Incomplete) || 48%  Moderate knowledge Email Details |
Melanie Archer § : E wall
melanie@myemail.com 3:53 9/3/15 10:34 AM Completed 100% Very strong knowledge Email Details
:g:n‘izr“:g‘;h S— 4:57 9/3/15 10:24 AM Completed 89% Very strong knowledge Email Details |
Angela Smith " 3 . )
angela.smith@myemail.com 8:01 9/3/15 10:14 AM Completed 70% Strong knowledge Email Details | _
j:'g::;’::h — 1:41 9/3/15 10:11 AM || Ended (Incomplets) |l 11%  Litde or no knowledge Email Details |
J?;'};‘;‘:x“- — 6:53 9/3/15 10:01 AM || Ended (Incomplete) | 42%  Moderate knowledge  Email Details
Page: |1 v |of 1 (6) Items per Page: | 10 v |
www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k 1 l l
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Overall Test Scores

The Overall Test Score represents the weighted arithmetic average of every subject
included in the test, taking into consideration the number of questions for each subject.

The formula used to calculate the Overall Test Score is as follows:

a xPercentage; +b xPercentagey+ c xPercentage....... + x xPercentage,
a+b+c.x

Overall test score =

Where. ..
» a,b, c,..x=the number of questions from each subject

» Percentage a, Percentage b, Percentage c, .., Percentage x = the percentage
obtained by the candidate on each subject

(Please note that the Overall test score does not include Typing & Data Entry
Questions, which are calculated separately. See the Score Calculations for
Typing & Data Entry Questions section for more information).

Test: Offic & Administration Skills

Test ID: 0765ceB8a1252ecc

Total scores: &

Search applicant by [ Last name ¥ || ] search Iview all]

APPLICANT INFO El s TEST DATE SUBMITTEDYS TEST STATUS SCORE lamu.mon OPERATIONS |

Joe Hill . . ! e | |

kil mamailioom 1:50 ©/3/15 10:40 AM  Ended (Incomplete] 48% [ Moderate knowledge Email Details ||

Melanie Archer £ : !

melanie@mysmail.com 3:53 9/3/15 10:34 AM Completed 100% [ery strong knowledge Email Details

Nick Camacho 7 ¥ i |

ncamacho@yahoo.com 4:57 /3715 10:24 AM Completed 89% [Wery strong knowledge Email Details ||

Angela Smith 8:01 9/3/15 10:14 AM Completed 70% [ Strong knowledge  Email Detailz ||

angela.smith@myemail.com i = 9 g

;::g::ho oo 1141 9/3/15 10:11 AM  Ended (Incompletel] 11% [lLittle or no knowledge Email Details | |

;::?;:;r:n'?;iz.mm 6:53 ©/3/15 10:01 AM Ended (Incompletel] 2% [ Moderats knowledge Email Details ||

P'age: |1 v [of 1(6) Itams per Page: | 10 v
www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k 1 l l
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Evaluation

Scoring scale of appreciation:
» 0% to 25% = Little or no knowledge
» 26% to 40% = Limited knowledge
» 41% to 65% = Moderate knowledge
» 66% to 80% = Strong knowledge

» 819% to 100% = Very strong knowledge

Test: Offic ¢ Adeministradion Shills

Test ID: 0765 eB8a1 200000

Total scores: L]

Search applicant by | Last name ¥ |[ | Search

APPLICANT INFO ;ﬂ_wm DATE w TEST STATUS SCORE} EVALUATION

Joe Hill "

Joehill@pmail.com 1150 G9/3/15 10:40 AM  Ended (Incomplete) 28% | Moderate knowledge

Malsnis Archer ] :

el e S irasa oo 3:53 9/3/15 10:34 AM Completed 100% )| Very strong knowledge

m‘mm“m 4157 9/3/15 10:24 AM Complatad 9% || very strong knowledge

Angela Smith 3 )

e e IR 8:01 8/3/15 10:14 &AM Completed 70% | Streng knowledge

John Doe o ;

idoe@yahoo.eu 1:41 9/3/15 10:11 AM  Ended (Incomplete] 11% J Litte or no knowledge

Jane Smith § i

mith@hmall.com 6:53 9/3/15 10:01 AM  Ended (Incomplete) 42% | Moderate knowledge

Page: (1 v |of 1 (8] Itams par Paga: 20 ¥ |
www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k 1 l l
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To review results on an individual candidate, click on the DETAILS link to the far right.

At the bottom of the results window, you will also be able to print or download the

candidates results.
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To view the question text and explanations for each individual question, click on the
icon to the farright.
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Reading your Typing Results

The scoring engine recognizes four types of errors:

1.

2
3.
4

Capitalization errors — for example, typing "As“ instead of "as

. Inserted words — extra words inserted between the question's original words;

Misspelled words — for example, typing "wrod" instead of "word";

. Missing words — word(s) that were not typed.

Test Results By Subject Test Results By Question

Typing Section

?J Total typing questionza: 2 Answered questions: 2 ﬂ} Elap=ed time: 16m 295

m Hlt
Average:

REGULAR TYFING 15,513

Ty ping Results | Test Results By Subject

Standard Gross words / Minute: Typing Section

Average Standard Gross WPM = 5 keystrokes = -

. . : Total stions, 7

1 word (including spaces) Industry Standard - e J‘

Standard Net Words /Minute: Standard Nat
Average: el tR Words /

Standard Net WPM is calculated by multiplying it i

the Standard Gross WPM by Accuracy.

REGULAR TYPING 52 47

**The WPM (words per minute) parameter is

calculated by counting the number of words typed in the time elapsed between
selecting the Start Typing button and either selecting the Finished button or the time
limit expiration This is a real parameter.

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k N l l
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Keys / Hour:

The KSPH (key strokes per hour) parameter
represents an approximation of the number of
keys the test-taker would strike during an hour if
they were to continue at the same speed.

15,513 259

Keys/ Minute:
The KSPM (key strokes per minute ) parameter represents an approximation of the number
of keys the test-taker would strike during a minute if they were to continue at the same speed.

Accuracy:

The Accuracy gives the percent of wrong words in a given text.

Accuracy is calculated by taking the number of correct actual words typed, divided by
the number of actual words typed, and then multiplied by 100 to provide a percentage.
30 actual words typed

3 actual words typed in error

accuracy =((30-3)/30) * 100 = 90%

Actual Gross words / Minute:

By counting how many actual words are typed and dividing that figure by the number of
minutes of the test, an actual gross words per minute score is obtained.

30 actual words typed

2 minute test

30divided by 2=15wpm

Actual Net words / Minute:
Actual net WPM is calculated by multiplying

the actual gross WPM by accuracy
Actusl Gross
30 actual words typed = Words | ﬂ
. Minute
2 minute test

33) Elspsed time: 16m 295

912°% 46 42
actual gross WPM = 15
3actual words typed in error
accuracy =90%
actual net WPM = (15 *90)/100 = 13.5%
www.eSkillcom | 1-866-537-5455 / 1-978-649-8010 e Ski l l
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6. Reports

This section can be accessed by clicking on the Reports button on the menu on the top
of the page. It allows users to create 22 different types of reports, including the following:

» Printable versions of tests;

» Statistical reports on questions

» Reports of score summaries;

» Reports of tests taken in a specific time interval;
» Ahistory of the tests sent via e-mail;

» Alist of all subjects or a list of all job-based tests.

Reports can be downloaded in
the following formats:

» PDF o s sk
—— :
» MS Excel Worksheet sl B :
(including .csv files) pergma e B
» MS Word documents %ﬂ‘gmwﬁmh B
To download a report, select Sttt S o |t BB
the test or the dates, depending Sk o i v
on the type of report, and click e e -
on the icon corresponding to R -
the desired format.
www.eSkillcom | 1-866-537-5455 / 1-978-649-8010 e Ski l l
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/. Account Settings

The Account tab located in the menu at the top of the page allows you to do the following;
» Change your password.
» Access your Configuration Panel, where you can:
» Manage your users.

» Display your company logo and choose a color scheme that will better reflect
your brand identity.

» Manage a list of e-mail addresses to which score notifications from all your tests
will be sent.

» Setup APl Integration.
» Customize your e-mail invitation template.

» Find information about who to contact for a personalized discussion about your
testing needs.

» Purchase a new package, or upgrade or renew your existing one.

NOTE: Some features may not be available with your current testing package
or can be purchased as an add-on. Please contact your eSkill representative
for further details.

For more information on how to use all of the functions in your eSkill account, please see
the Help section in the menu at the top of your account pages.

eSkill

Oniine Skills Asssssmant

Dashboard

CHANGE PASSNORD

Latest Tests CONFIGURATION FANEL ]
Offica Adrminketr P % B = Diffice
i RO F S B} PURCHASERENEW 9/3/15 10:24 AM  Admustration
R " 1AL |
www.eSkillcom | 1-866-537-5455 / 1-978-649-8010 e S k I l l
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Managing Your Account

System Users

Administrator: This role has unlimited

Multi-user Access
poWer |n USIﬂgthe eSkl“ prOdUCt and a“ Of Kultiphs acirmanstratons cian coeale and gres bests or v Soores and
. . roports, af the samae time, To manage multiphe users for your acoount,
its features. This type of user can access click ihe buttcn below
the full customer portal (Dashboard), LN
update the account subscription, manage
users, create/view/edit/delete all tests, T

. | L% -
and can view/delete scores. e Soon
oo ==

Individual: This user type can manage = =
(create/view/edit/delete) only his or her E'?-_ 'ﬁ
tests and associated scores. e I .
Read-only: This user type has access to a
limited version of the Dashboard, and T i
cannot make any change to the tests, st v view
scores, subscription, or users. He or she e e

EMaL QARSI NCCNELR COm

can see all the tests and scores but cannot

. PASIMCRE Laave password emply i you doo'l wish to chongs it
edit/delete any of them., .
RETYPE PRSSWORD
Individual Read-Only: This user type can {5 e B
only view his or her tests and associated Inenaduel I

[ndividual Read-Only

scores. He or she has access to a limited
version of the Dashboard and cannot
make any changes to the tests and scores,
or edit/delete any of them.

www.eSkill.com | 1-866-537-5455 / 1-978-649-8010 e S k 1 l l
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Configuration Panel

Global Score Notifications

1. Add an email address, to which
scores from ALL existing tests will be
sent

2. Addanemail address, to which scores
from tests WITH NOTIFICATIONS ON,
will be sent

3. Update an email address already
included in your score notifications
list

4. Delete an email address from your
score notifications.

Customizable E-mails

You con add your own gmail invitation lemplale

Customize e-mail template 1.
—— 2.
b —— A
..... o
s

F—
.
=i 3.
-y ——
Ay bt
R FebPaeadess
o P A AT T
i o Bl g B

PP ATE S CRpEsTeEn mwee near

[ e WD T [+

e e KT Tt T T =

Pawmen P Tawom K7 R ERIE e i [

Fag v+ i3
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Global Score Notifications

Manage o kst of smad sddresses to which scone notifications: from ALL
YOLUIR TESTS wil ba sont. If you nsed 10 assign dfarent soome
Tecpiants for aach Bt In your Test Canber, you can sel thess up per
sl in the Eclit Test soren

b R ol e b g s B |, by ey i g

B VAT m b b B iy i By e B ok ek ey By Tyl ey e misen

abr ph e e e T e el

Customize E-Mails to Candidates

Create a template for candidate
messaging

Add custom messaging related to
selection process that is specific to
your company

Invitations can be saved
and set as the default template for
testinvitations.

Custom

eSkill



eSkill Test Center User Guide

Customized branding Customized Branding

1. Com pany LOgO Erand the test experience by displaying your company lago in your
test's header, and choose a color scheme that fits your brand identity.

2. Customize Colors
Customize Colors Upload Logo

Interface Customizer Upload Logo

Use the oplions below to customize the
Test interface and your Test Center The Ble name should include only leters and numbers, avoiding spaces or any special characters,

For complats guidalings click hare

The logo Image shoukd have sither a png or jpg exdension

Change the background colors: Swep 1. SelectFlle setie

Fiiciar and ks - - Step 2. See Preview:
Step 3 Confirm Upload | Upload Fils
Content | N
Chasa
Change the text colors:
Test interface content . v
Footer - v
Change the Test interface buttons:
Button background - v
Button text color |:| v
End Test button - v
End Test text color []*
Apply Resetto Default Quit
eSkill
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