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1 Introduction

Thedepartmentadministersmakeupsfor examscalledGatewayExamsin anumberof
coursesover theWorld-Wide Web. Studentsre-taketheexamsin theMathlabandthe
MathResourcesCenter. Partof thejob of aMathlabattendantor anMRC counseloris
to overseetheseexams.Theprimaryresponsibilityis to verify students’identity from
their photoId’s. This documentdescribesin detail theprocedureof giving a Gateway
Examandaimsto answerquestionsyou mayhave aboutyour job asa “proctor” for a
GatewayExam.

2 Procedure for Taking the Test

1. Whena studentcomesto to takea test,you shouldlog themon to theGateway
account.

Theaccountlogin is gw01 andthepasswordis?????

Thewebbrowsershouldstartup automaticallywhenthestudentlogsin, andit
shouldbepointingat theright page.If not,pleasestartupthebrowserandgoto:

http://calculus.unl.edu/webtests/html/

2. Thestudentshouldselectthenameof their classfrom thelist on thestartpage.
If this is theirfirst makeupfor thatclass,they shouldanswer“no” to thequestion
“Have you takenanon-linetestin this classbefore,” andthey’ll bedivertedto a
setof pageswherethey (a) choosea login nameandpasswordfor themselves,
and (b) entertheir nameand studentID. Studentsmustremembertheir login
nameandpassword for future re-takes.

3. Oncethestudenthasusedher login nameandpassword(andcreateda login if
necessary)thenshecanbegin thetest.Tell studentsto usethecontrolsat thetop
of thewebpageto move backandforwardthroughthequestions.

It sometimescausesproblemsif studentsusethebrowser’scontrols(e.g.theback
andforward buttonson the browser)to jump betweenpages.Studentsshould
alwaysusethecontrolsat thetopof thetestpage.
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4. After thestudenthascompletedthetestthey will be instructedto call you over
andverify thattheirpersonalinformationis enteredcorrectly.

ALWAYS CHECK THE STUDENT’S NAME AND ID NUMBER
AGAINST THEIR PICTUREID.

Onceyouhaveverifiedthestudent’s id, authorizethetestto begradedwith your
proctorlogin andpassword.You caneithertypethesein to thepagewhich has
the student’s informationon it, or you canusethe ProctorTools package(see
Section6 below).

KEEPYOURPASSWORDSECRET!!! If you think someonehaslearnedyour
password,pleasecontactRex atonce.Youcanchangeyourpasswordeasily, and
you shoulddo this routinelyasasecurityprecaution(see5 below).

5. Onceyou’ve authorizedthe testto begraded,thescreenwill comeup with the
student’s score,and a messagesayingwhetherthey have passedor not. The
studentcanpressa buttonto seecorrectionsto thequestionsthey gotwrong.

6. Youshouldoffer thestudenttheopportunityto makeaprintoutof theircorrected
questionsto takewith them.If thestudenthasany questionsor complaintsabout
theirgradeit is wiseto makesurethey haveacopyof theirgradedtestto discuss
with their instructor. However if a studentdoesnot print out their answersand
laterwantsaprint out, they canaccessall theirold testresultsby goingto:

http://calculus.unl.edu/webtests/html/students/

Fromtherethey shouldfollow thelink to “View Record” . Thiscanbedonefrom
anywhereon theweb.

7. IMMEDIATELY afterprintingoutthestudent’sgradeandthecorrectedanswers,
log out of the account.UNDER NO CIRCUMSTANCES shoulda studentbe
allowedto starta new testona machineuntil thebrowserfrom theprevioustest
hasbeenshutdown andtheaccountloggedout.

3 Policies

1. Calculators,notesandtextbooksarenotpermittedin theGatewayExams.

2. Studentsareonly allowedto do re-takesof anexamonceperday. In practiceit
maybehardfor you to besurewhethersomeonehasbeenin earlier, so it may
not bepossibleto enforcethis rule. HoweverstudentsshoulddefinitelyNOT be
allowedto do re-takesof anexam“head-to-tail”.

3. Studentsmaynotcollaboratewith eachotherontheexam.Obviously, thismeans
no talking with eachotherwhile they takethe exam. Equally important,they
mustn’t usemail, chatprograms,or programslike Maple. You shouldkeepan
eye onwhat’s on their screens—theGatewaypolicy is:

2



STUDENTSMAY NOT HAVE ANY APPLICATION OTHER THAN
THE WEB BROWSER OPEN, AND THEY MAY ONLY BROWSE
WITHIN THE GATEWAY PAGES.

4 What to Do When Something Goes Wrong

1. Pleasereportany bugsor anomaliesto Rex or me,JohnOrr, (you canemailme
at jorr@math.unl.edu). Pleasefollow the guidelinesin Section7 below
whenreportingabug.

2. If thebrowseris telling youthatit cannotconnectto thetestserver(i.e. nopages
of any kind aredownloadingto thebrowser)thenit’ sprobablybecausetheserver
hascrashed.IF THE SERVER IS UNREACHABLE PLEASECONTACT REX
OR ME ASAP. It probablymeansevery teston thesystemis likewiseunavail-
able.Theproblemis easyto fix, andit needsto bedealtwith immediately!

3. If a studenthasquestionsaboutthecorrectanswersto their testthenyou might
wantto try to answerthem,or sendthestudentto theMath ResourceCenter, or
their instructor. Makesurethey have a printedcopyof thetestresultsthat they
have questionson.

4. If a studentcomplainsor disagreeswith thegradingof thetestthenthey needto
talk to their instructoraboutit. The instructoris theONLY personwho hasthe
authority to changesomeone’s grade. (However if someoneshows you some-
thing that looks like a genuinemisgrading,thenI would like to know aboutit.
SeeSection7.)

5. If the systemdoesn’t seemto be working, DON’T PANIC. The naturalfear a
studentwill have is thatthey systemhaslost all their work. I have never known
this to happen.Thesoftwarekeepsa recordof everyone’s testasit progresses,
andit is almostalwayspossibleto reconstructsomeone’stestresultsfrom what’s
in thesystem,evenif it seemslike thingsarelost for a while.

5 Changing Your Password

Pleasebecarefulwith yourpasswordandtakecarethatit stayssecret.If youthink your
passwordhasbecomecompromised,pleaselet Rex know atonce.Youcanchangeyour
passwordto onethatyou canremembereasily, andit’ s wiseto changeyour password
regularly. Don’t choosea passwordthatwouldbeeasyfor someoneelseto guess!

If youwantto changeyourpassword,go to:

http://calculus.unl.edu/webtests/html/instructors

andfollow thelink to “ProctorRecord”. Log in with yourcurrentpasswordand,once
you’re loggedin, choosethebutton“ChangePassword”. On thenext screen,re-enter
your old password,andenteryour new passwordin the two boxesbelow. Pressthe
“ChangePassword” buttonagainandyou’redone.
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Figure1: Proctortoolsmainscreen.

6 Proctor Tools

“ProctorTools” is apackagewhichenablesyouto authorizestudentsto havetheir tests
gradedfrom your own computer. If you areloggedin to a machinewhile working in
theMathlab(or MRC) thentherearebig advantagesto usingtheProctorToolspackage
to authorizestudents:

Security Whenyou useProctorTools,you only enteryour login andpasswordonce.
Thereis a risk of a studentseeingthe passwordyou type whenyou authorize
themat theirown machine,which is greatlyreducedby usingProctorTools.

Convenience It’ s a lot easierto usethe browserat your own terminalthanreaching
over thestudentto enterapasswordat theirmachine.

To useProctorTools,go to:

http://calculus.unl.edu/webtests/html/instructors/

andfollow thelink for “Proctor Tools”. Log onwith yourproctorlogin andpassword,
andyou’ll getascreenthatlookslike Figure1.

Whena studentneedsauthorization,enterthestudent’s login namein thetextfield
ontheleft of thescreen,andselecttheirclassfrom thedrop-downmenu.Presstheentry
button,anda reporton thestudent’s statuswill appearon theright sideof thescreen.
Checkthat thestudent’s ID matchestheir photoID, andgive him/herauthorizationto
have the testgradedby pressingthe “Grade” buttonat the top of thescreen.Usethe
otherbuttonsat thetopof thescreenasfollows:

New Test If a studenttries to starta new testbeforehaving theold onegraded,they
will lockedoutandneedauthorizationto getanew test.Thisbuttonallows then
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Figure2: Thesystemerrorscreen.

to start a new test. The reasonyou needto authorizebeginning a new test in
thissituationis thatwedon’t wantastudentrequestingtestaftertestuntil he/she
finally getsonethatis easyenough.Soyou shouldreallyonly needto authorize
a new testif the studenthadtechnicalproblemsfor somereasonwith the first
one.

Lock Out Youprobablydon’t needto usethis button.But if a studenthasabandoned
a testandleft the lab, pressingthis buttonwould preventthemfrom startingup
thesametestat a laterdate(afterlooking in thebookor talking to friends).

Re-Enter Allowsastudentwhohasbeenlockedoutof atestto resumeit again.Like-
wise,youprobablywon’t needto usethis.

7 Reporting Bugs

Whensomethinggoeswrongin thesystemthat it doesn’t know how to handlethenit
usuallygivesa bug reportthat lookslike Figure2. If you or a studentget this screen,
pleasesendme an email (to jorr@math.unl.edu) with a short descriptionof what
buttonyou pressedimmediatelybefore,togetherwith thetext in thebox at thebottom
of thepage.

If yougetthiserrorscreenin themiddleof asession,youmaywantto backupafew
screenswith thebrowser’s back-arrow buttonandtry doingthingsslightly differently.
It mayalsohelpto closethebrowserandstartover.

For a studenttaking a test, if you closethe browserandstartover, all of his/her
questionsshouldstill be availablewhenhe/shelogs in again(exceptpossiblyfor the
lastonebeingworkedon).
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