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Entering Test Results-092807

Concept

You can enter external test information manually or you can load it through an external test score
data load. Test scores are tied to the person, not the location. Therefore, you can link a person's
test scores to any application that the person may have in the system.

Test scores are used by admissions and also by student records to process transfer credit.
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Procedure

To view the online Process Document and Quick Guide for this process, click the links below.

PD Please refer to: http://www.maine.edu/pdf/TestResults.pdf

QG  Please refer to: http://www.maine.edu/pdf/EnteringTestResults-
092807_QG.pdf

Step

Action

Or

Navigate: Records and Enrollment > Transfer Credit Evaluation > Test Results.

Student Admissions > Application Entry > Academic Information > Test Results.

[> Career and Program

3

Information

[» Enrollment Summaries

> Term Processing

> Enrollment Reporting

[> Enrollment Verifications

[> Transcripts

[> Graduation

« Transfer Credit Evaluation
— Course Credits - Manual
— Test Credits - Manual
— Course Credits -

Automated

— Test Credits - Automated
— Other Credits - Manual
— External Education
— Student Aareements
— Transfer Credit Summary|
— Academic Test Summary,

Test Results
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Home: Worklist Add to Favorites Sign out

New Window | Help | /&

1D:

begins with

‘Campus ID:

begins with

National ID:

begins with

Last Name:

begins with

First Name:

begins with |~

[ case sensitive

Search |

Clear | Basic Search Save Search Criteria

— Transfer Evaluation
Report
— Batch Posting
[» Transfer Credit Rules
[» 3 C's Summaries
[ Student Background
Infarmation
[> Test Administration NLD
> Government Reporting
Canada
(> Curriculum Management
- Financial Aid
[+ Student Financials
> Academic Advising
[- Contributor Relations
[> Set Up HRMS
[> Set Up SACR
[ Waorklist
[ Application Diagnostics
> Tree Manager
[ Reporting Tools
- PeopleTools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

<

Step

Action

Enter search criteria to find the correct student.
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Step

Action

3.

Click the Search button.

Worklist

Add to Favorites

Sign out

m—

[> Career and Program o New Window | Help | Customize Page | &,
Information
[ Enrollment Summaries

[> Term Processing Test Results

> Enroliment Reporting

[ Enrollment Verifications i

[> Transcripts Hiram Foofram 0143852 I,IE

[» Graduation

< Transfer Credit Evaluation
— Course Credits - Manual

Find | View Al First [ 4 o4 [¥] Last

— Test Credits - Manual “TestiD: AP @ agvanced Placement Test [¥] Checklist item Update =l
- Course Credis - Defaults for Componenis
Automated 2t

- Test Credits - Automated Test Date: ] Data Source: Acad Level:

~ Other Credits - Wanual
— External Education Test Components Customize | Find | Vi B First [ 4.2 or2 ] Last

— Test Resulls
— Student Agreements

e B L Letter Stnd
*Component Score | %tile |*Test Date DataSource  |‘Acadlevel  |-Z SlDsteloaded |index oo

— Transfer Credit Summary|
_ Acadernic Test Summan 1BY Q 3.00 01/01/2000 12th Grade v 0912512007 [5 =]

— Iransfer Evaluation 2 [ELe Q 400 [o101r2000 [ [ETS | [12th Grade » |parzsi2007 3 =

Report
— Batch Posting
[- Transfer Credit Rules
[> 3 C's Summaries
[» Student Background
Information
> Test Administration NLD Transfer To: | Prospect Data [v] &0
[ Government Reporting
Canada
> Curriculum Management & save ‘ 2 Return to Search ‘ [=] Notify | s Refresh |
[ Financial Aid
[» Student Financials
> Academic Advising
[ Contributor Relations
[ Set Up HRMS
[- Set Up SACR
> Worklist
- Application Diagnostics
- Tree Manager
- Reporting Tools
- PeopleTools
— Change My Password
[~ Ly Personalizations
- My System Profile
[~ My Diclionary

<

Step

Action

The student shown in the example above already has some test data entered. Data
from a different test must be entered.

Because the new test data is for a test with a different Test ID, add a new row. Each
different Test ID requires its own row.

Click the Add a new row button.

Click the Look up Test ID button. Select a test from the list.

[
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Step

Action

6.

process.

Select the Checklist Item Update check box to indicate that the checklist related to
this row of data is updated when you run the Checklist Item Update Automated

When you save the page, the system selects this check box automatically. To clear this
check box, save the page, clear the check box, then save the page again.
| C] checkiist ltem Update]

Enter the date when the test was taken into the Test Date field.

Click the Data Source list.

m—

[ Career and Program
Information

[ Enrollment Summaries

> Term Processing

> Enroliment Reporting

[ Enrollment Verifications

[> Transcripts

[» Graduation

< Transfer Credit Evaluation
— Course Credits - Manual
— Test Credits - Manual
- Course Credits -

Automated

— Test Credits - Automated

— Other Credits - Manual
— External Education

— Test Resulls
— Student Agreements
— Transfer Credit Summary|
- Academic Test Summary|
— Transfer Evaluation
Report
— Batch Posting
[- Transfer Credit Rules
[> 3 C's Summaries
[» Student Background
Information
[» Test Administration NLD
[ Government Reporting
Canada
[> Curriculum Management
[ Financial Aid
[» Student Financials
> Academic Advising
[ Contributor Relations
[ Set Up HRMS
[- Set Up SACR
> Worklist
- Application Diagnostics
- Tree Manager
- Reporting Tools
- PeopleTools
- Change My Password
[~ Ly Personalizations
- My System Profile
[~ My Diclionary

<

Test Results

Hiram Foofram

“TestiD:  [SAT1 QU gar1

Test Components

*Component Score | %file |*Test Date
El

Transfer To: ‘ Prospect Data 3 ‘

& save ‘ 2 Return to Search ‘ [=] Notify | s Refresh

0143852

Ad-Hoc Emp
Ad-Hoc Org

CollegeBrd

Conversion

DsS8T

ETS

Extract

School
Self-Rpted
Web

Worklist Add to Favorites Sign out

New Window | Help | Customize Page | i,

]

Find [ View a1 First Kl 2 012 (%] Last

Checklist Item Update =]

first (11 1 or 4 [ Last

NN

v|| ||osrzer2007 [5 & [# =

Step

Action

Select the source for the test data.

10.

Click the Acad Level list.
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[> Career and Program 3
Information

[ Enrollment Summaries

(> Term Processing

(- Enrollment Reporting

[» Enroliment Verifications

[» Transcripts

[- Graduation

= Transfer Credit Evaluation
— Course Credits - Manual
- Credi 3l
— Course Credits -

Automated

— Test Credits - Autornated
— Other Credits - Manual
— External Education

— Student Agreements

— Iransfer Credit Summary|

— Academic Test Summary

— Iransfer Evaluation
Report

— Batch Posting

[ Transfer Credit Rules

[» 3 C's Summaries

[ Student Background
Information

[> Test Adminisiration NLD

[» Government Reporting
Canada

> Curriculum Management

(> Financial Aid

[ Student Financials

> Academic Advising

[> Contributor Relations

[ SetUp HRMS

[ SetUp SACR

[ Worklist

> Application Diagnostics

- Tree Manager

> Reporting Tools

> PeopleTools

- Change My Password

[~ My Personalizations

- My System Profile

|- My Dictionary

<

Test Results

Hiram Foofram

0143852

Mew Window | Help | C:

Add to Favorites

=
page | B

|

*TestID:

Test Date: |01/23/2000

SAT 1 QA gaTd

Data Source:

First K1 2012

"| Last

B

tile |*Test Date

*Data Source

*Acad Level

L&l L IL B[ e[ [ b

1th Grade
1L 12th Grade
8th Grade
9th Grade

Transfer To: | Prospect Data

v‘ Go

=] Sﬂvel S Retumn to Searchl [=] notify | ) Refresh |

Basic/Br
BasiciWay
Doctoral
Freshman
Ind/Thresh
Ind/Vant
Junior
Master
Post-Secnd
Postdoctor
PriEf
Prilaster
Pre-8th
Professnal
Senior
Sophomaore

Unknown

Step

Action

11.

Select the student's academic level when the test was taken.
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Home: Worklist Add to Favorites Sign out
[> Career and Program o Mew Window | Help | C: Page | &
Information
[» Enrollment Summaries
[> Term Processing Test Results

> Enrollment Reporting

> Enroliment Verifications B

[> Transcripts Hiram Foofram 0143852 |D

[> Graduation

« Transfer Credit Evaluation
— Course Credits - Manual

— Test Credits - Manual “TestiD:  |SAT1 QA gar 1 [¥] Checkiist Item Update =
— Course Credits -
Automated

- Test Credits - Automnated TestDate: 01/23/2000 Data Source: | SelFRpted v Acad Levet: | NEGNGERE v

— Other Credits - Manual
— External Education Test Components Customize | Find | irst [ 1 o1 [ Last

A F
m e B L Letter Stnd
— sludent Agreements ’7 *Component Score | %tile |“Test Date Data Source ‘Acad Level Scoro late Loaded |index |0
— Transfer Credit Summary|
— Academic Test Summa 1 Q El 09/26/2007 [+ [=]

— Transfer Evaluation
Report

— Batch Posting
[» Transfer Credit Rules
[» 3 C's Summaries
[ Student Background
Infarmation

1> Test Administration NLD Transfer To: | Prospect Data v 6o
> Government Reporting
Canada
[> Curriculum Management B save ‘ L\ Return to Search | [=] Notify | 4 Refresh |
> Financial Aid

[+ Student Financials

[» Academic Advising

[- Contributor Relations
[> Set Up HRMS

[> Set Up SACR

[ Waorklist

[~ Application Diagnostics
> Tree Manager

[ Reporting Tools

- PeopleTools

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary ~

Step | Action

12. | Many of the tests have multiple components. You must add rows to record all the
components taken by the student.

Click the Component button.

[

13. | Select a component.
[MATH Math

14. Enter the test score into the Score field.

15. | Add a second component.

Click the Add a new row button.

16. | Select another component and fill in the score.

17. Click the Save button.

18. End of Procedure.
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