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1 Introduction

Thedepartmenadministersnakeupgor examscalledGatevay Examsin anumberof
coursesover the World-Wide Weh Studentge-takethe examsin the Mathlabandthe
Math Resource€enter Part of thejob of aMathlabattendanbr anMRC counselois
to oversegheseexams. The primaryresponsibilityis to verify studentsidentity from
their photold’s. This documentescribesn detailthe procedureof giving a Gatevay
Examandaimsto answerquestions/ou may have aboutyour job asa “proctor” for a
Gatevay Exam.

2 Procedurefor Takingthe Test

1. Whena studenttomesto to takea test,you shouldlog themon to the Gatevay
account.

The web browsershouldstartup automaticallywhenthe studentiogsin, andit
shouldbepointingattheright page.If not, pleasestartup the browserandgoto:

‘ http://calculus.unI.edu/webtests/htmI/‘

2. The studentshouldselectthe nameof their classfrom thelist on the startpage.
If thisis theirfirst makeugfor thatclassthey shouldanswef‘'no” to thequestion
“Have you takenanon-linetestin this classbefore; andthey’ll bedivertedto a
setof pageswherethey (a) choosea login nameand passwordor themseles,
and (b) entertheir nameand studentlD. Studentamustremembetheir login
nameand passwod for future re-takes.

3. Oncethe studenthasusedherlogin nameand passwordandcreateda login if
necessarythenshecanbegin thetest. Tell studentgo usethecontrolsatthetop
of thewebpagdo move backandforwardthroughthequestions.

It sometimesauseproblemsf studentaisethebrowserscontrols(e.g.theback
andforward buttonson the browser)to jump betweenpages. Studentsshould
alwaysusethe controlsatthetop of thetestpage.



4. After the studenthascompletedhetestthey will beinstructedto call you over
andverify thattheir personainformationis entereccorrectly

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

Onceyou have verifiedthe studentsid, authorizethetestto begradedwith your
proctorlogin andpassword.You caneithertype thesen to the pagewhich has
the students informationon it, or you canusethe ProctorTools package(see
Section6 belaw).

KEEPYOUR PASSWORDSECRET!! If you think someonéhaslearnedyour
passwordpleasecontactRex atonce.Youcanchangeyour passworaasily and
you shoulddo this routinelyasa securityprecaution(see5 below).

5. Onceyou've authorizedhetestto be graded the screerwill comeup with the
student$ score,and a messagesayingwhetherthey have passedor not. The
studentcanpressa buttonto seecorrectiongo the questionghey gotwrong.

6. Youshouldofferthestudentheopportunityto makea printoutof theircorrected
guestiongo takewith them.If thestudenthasary question®r complaintsabout
theirgradeit is wiseto makesurethey have acopyof their gradedestto discuss
with their instructor However if a studentdoesnot print out their answersand
laterwantsa print out, they canaccessll their old testresultsby goingto:

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

Fromtherethey shouldfollow thelink to “View Recod” . Thiscanbedonefrom
anywhereontheweh

7. IMMEDIATELY afterprintingoutthestudentsgradeandthecorrectecanswers,
log out of the account. UNDER NO CIRCUMSTANCES shoulda studentbe
allowedto starta new teston a machineuntil thebrowserfrom the previoustest
hasbeenshutdown andtheaccounioggedout.

3 Policies

1. Calculatorsnotesandtextbooksarenot permittedin the Gatavay Exams.

2. Studentsareonly allowedto do re-takesof anexamonceperday. In practiceit
may be hardfor you to be surewhethersomeonéhasbeenin earliet soit may
not be possibleto enforcethis rule. However studentshoulddefinitelyNOT be
allowedto dore-takesof anexam“head-to-tail”.

3. Studentsnaynotcollaboratevith eachotherontheexam. Obviously, thismeans
no talking with eachotherwhile they takethe exam. Equally important,they
mustnt usemail, chatprogramsor programdike Maple. You shouldkeepan
eye onwhat's ontheir screens—th&atavay policy is:



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.

Pleasaeportary bugsor anomaliegso Rex or me,JohnOrr, (you canemailme
atj orr @rat h. unl . edu). Pleasédollow the guidelinesin Section7 belov
whenreportinga bug.

. If thebrowseris telling youthatit cannotconnecto thetestsener (i.e. nopages

of ary kind aredownloadingto thebrowser)thenit’ sprobablybecaus¢hesener
hascrashedlF THE SER/ER IS UNREACHABLE PLEASECONTACT REX
OR ME ASAP It probablymeansevery teston the systemis likewise unavail-
able. Theproblemis easyto fix, andit needdo bedealtwith immediately!

. If astudenthasquestionsaboutthe correctanswergo their testthenyou might

wantto try to answerthem,or sendthe studento the Math ResourceCenter or
their instructor Make surethey have a printedcopy of the testresultsthatthey
have questionon.

. If astudenttomplainsor disagreesvith the gradingof thetestthenthey needto

talk to their instructoraboutit. Theinstructoris the ONLY personwho hasthe
authorityto changesomeones grade. (However if someoneshavs you some-
thing thatlooks like a genuinemisgradingthenl would like to know aboutit.

SeeSection7.)

. If the systemdoesnt seemto be working, DON'T PANIC. The naturalfeara

studenwill have is thatthey systemhaslostall their work. | have never known
this to happen.The softwarekeepsa recordof everyones testasit progresses,
andit is almostalwayspossibleo reconstruckomeonestestresultsirom what'’s
in thesystemgvenif it seemdike thingsarelostfor awhile.

5 Changing Your Password

Pleasde carefulwith your passwordndtakecarethatit stayssecretlf youthink your
passwordasbecomecompromisedpleasdet Rex know atonce.Youcanchangeyour
passwordo onethatyou canremembeeasily andit’s wise to changeyour password
regularly. Don’t choosea passwordhatwould be easyfor someonelseto guess!

If youwantto changeyour passwordgoto:

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

andfollow thelink to “Proctor Recod”. Log in with your currentpasswordand,once
you'reloggedin, choosethe button* ChangePasswod’. Onthe next screenfe-enter
your old passwordand enteryour newv passwordn the two boxesbelov. Pressthe
“ChangePasswod” buttonagainandyou’re done.
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-‘ ™ Bookmarks J Location, I’http://loculhmst:90sofwebtestsfmdulesfpmcmﬂb /|

Re—Enter

Login name: fwerg

Name: Kim Y Wong
Student ID: [23-45-6789
Class: College Algebra Test

Student: | ! Email : fwong@school edu

Class:  College Algebra Test — The most recent proctored test was set on August

23,1998 at 10:32 PM.
Enter: The user has taken; O proctored tests, 0 unproctored
tests, and 0 tutorial tests,

There is acurrently active proctored test in College
Algebra Test being taken at 127.0.0.1 {localhost)

The last action taken with this test was 642 minutes
ago.
The test expired 10 hours, 49 minutes ago.
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Figurel: Proctortoolsmainscreen.

6 Proctor Tools

“ProctorTools” is apackagevhichenablegouto authorizestudentgo have theirtests
gradedfrom your own computer If you areloggedin to a machinewhile workingin
theMathlab(or MRC) thentherearebig advantageso usingthe ProctorToolspackage
to authorizestudents:

Security Whenyou useProctorTools,you only enteryour login andpasswordbnce.
Thereis arisk of a studentseeingthe passwordyou type whenyou authorize
themattheir own machinewhichis greatlyreducecdoy usingProctorTools.

Convenience It's a lot easierto usethe browserat your own terminalthanreaching
over thestudento entera passwordt their machine.

To useProctorTools,goto:

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

andfollow thelink for “Proctor Tools'. Log onwith your proctorlogin andpassword,
andyou’ll getascreerthatlookslike Figurel.

Whena studenmneedsauthorizationgnterthe students login namein the textfield
ontheleft of thescreenandselectheirclassrom thedrop-davn menu.Presgheentry
button,anda reporton the students statuswill appeatron the right sideof the screen.
Checkthatthe students ID matchegheir photolD, andgive him/herauthorizatiorto
have the testgradedby pressinghe “Grade” button at the top of the screen.Usethe
otherbuttonsatthetop of the screerasfollows:

New Test If astudentriesto starta new testbeforehaving the old onegradedthey
will lockedoutandneedauthorizatiorto getanew test. This buttonallows then
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System Error

An internal system error has occirred, Somelimes this con simply be
the resuit of a communications errer over the interned. However, i
the problem persists, it may be a symptom of a misconfigurasion af
the testing sysiem, or even of a bug in the software

The system kas generated the following error message, [f you wish
to investigate tAIs erver further, the message may provide
information which is helpful fo pou, the system administrazor, or the
technical support services. Flegse make @ copy of this eiror message
and include if in any repart Yo moke.

i java. lang. NullPointerException:

at practiceTest.login.run{Login.java:16)

at server.resources.TavaCGIResource.writeTo(TavaccIResource. java: 930
at server.Httpd. runCHttpd. java: 1222

i
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Figure2: Thesystemerrorscreen.

to starta new test. The reasonyou needto authorizebeginning a new testin
this situationis thatwe don’t wanta studentequestindestaftertestuntil he/she
finally getsonethatis easyenough.Soyou shouldreally only needto authorize
a new testif the studenthadtechnicalproblemsfor somereasonwith the first
one.

Lock Out Youprobablydon't needto usethis button. But if a studenthasabandoned
atestandleft thelab, pressinghis buttonwould preventthemfrom startingup
the sametestat a laterdate(afterlooking in thebookor talking to friends).

Re-Enter Allowsastudenwwhohasbeenlockedoutof atestto resumet again.Like-
wise,you probablywon’t needto usethis.

7 Reporting Bugs

Whensomethinggoeswrongin the systemthatit doesnt know how to handlethenit
usuallygivesa bug reportthatlookslike Figure?2. If you or a studentgetthis screen,
pleasesendme an email (to jorr@math.unl.edu) with a shortdescriptionof what
buttonyou pressedmmediatelybefore, togethemwith thetext in the box atthe bottom
of thepage.

If yougetthiserrorscreerin themiddleof asessionyou maywantto backupafew
screensvith the browsers back-arrev buttonandtry doingthingsslightly differently.
It mayalsohelpto closethe browserandstartover.

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



