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CHAPTER 2

THE TESTS OF ADULT BASIC EDUCATION

This chapter describes the test content, levels, subjects, grade level, testing times, and
support publications for these TABE tests:

= TABE9 & 10
= TABE Work-Related Foundation Skills
= TABE Espafiol

TABE9 & 10

TABE 9 & 10 mirrors current adult curricula. The test is based on statistically sound
measurement models and extensive research and development. CTB developers
conducted a comprehensive curriculum review and met with educational experts to
determine educational goals based on the knowledge and skills emphasized in today’s
adult curricula. This information guided all phases of design and development.

TABE is based on current national standards and developed to keep pace with changes
in adult education curricula nationwide. The test was nationally piloted on thousands of
students to ensure test items that are true indicators of a student’s abilities.

TABE 9 & 10 TeST LEVELS AND CONTENT

The TABE 9 & 10 tests have five test levels that range from limited to advanced literacy.
Corresponding grades range from Grade 1 to Grade 12. There are seven separately-
timed subtests; total scores can be obtained for Reading, Mathematics, Language, and
Spelling. TABLE 2-1 describes the TABE 9 & 10 test levels and corresponding grade
ranges.

TABLE 2-1: TABE 9 & 10 TeST LEVELS AND GRADE RANGES
Test Description Grade
Level Range
L Limited literacy 0.0-19
E Easy 2.0-3.9
M Medium 4.0-5.9
D Difficult 6.0-8.9
A Advanced 9.0-12.9
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TABLE 2-2 lists the test names, numbers of items, and numbers of minutes of working
time. The time limits do not include instruction time.

TABLE 2-2: TABE 9 & 10 NUMBER OF ITEMS AND TESTING TIMES

Test Complete Battery Survey
Number Test Time Number | Test Time
of Items in Minutes of ltems | in Minutes

Reading 50 50 25 25

Mathema'Flcs 40 22 55 15

Computation

Applied 50 50 25 25

Mathematics

Language 55 55 25 25

Language

Mechanics 20 14 20 14

Vocabulary 20 14 20 14

Spelling 20 10 20 10

TOTAL 255 3:37 160 2:08

TABE 9 & 10 TesT EDITIONS

There are two TABE 9 & 10 test editions: Complete Battery and Survey. Both editions
contain seven subtests in the same content areas. There are more test items in the
TABE 9 & 10 Complete Battery than in the TABE 9 & 10 Survey. The Complete Battery
also contains a Locator Test, and provides more detailed diagnostic information than the
Survey.

TABE 9 & 10 COMPLETE BATTERY

The Complete Battery consists of five test levels (Limited, Easy, Medium, Difficult, and
Advanced), two test forms (9 and 10), and a Locator Test. Available sub-tests include
Reading, Math Computation, Applied Mathematics, and Language. Optional tests are
available for Vocabulary, Language Mechanics, and Spelling. You can administer TABE’s
two parallel forms (9 and 10) alternately to ensure valid results when re-testing the
same students.

TABE 9 & 10 SURVEY

The Survey consists of four levels (Easy, Medium, Difficult, and Advanced) and two
forms (9 and 10). The Survey tests the same content areas as the Complete Battery, and
utilizes the same norms data, though diagnostic information is less detailed. As with the
Complete Battery, TABE’s parallel Survey forms (9 and 10) offer alternate tests when re-
testing students.
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The four TABE WFS forms (Health, Trade/Technical, Business/Office, and General)
contain tests in Reading, Mathematics Computation, Applied Mathematics, and
Language. The numbers of items and the allotted working time per test are the same in
each form. TABLE 2-4 shows the numbers of items and the numbers of minutes of
working time (not including instruction time).

TABLE 2-4: TABE WFS NUMBER OF ITEMS AND TESTING TIMES
Test Number of Items | Minutes of Working Time
Reading 40 40
Mathematics Computation 20 15
Applied Mathematics 35 35
Language 35 30
READING

Test 1, Reading, focuses on the examinee’s understanding of the reading process and his
or her ability to construct meaning from the test in integrated ways. In the context of
passages, graphics, and reference sources, this test measures the examinee’s ability to
recognize words in context, recall information, recognize main ideas and cause and
effect, distinguish between fact and opinion, predict outcomes, and evaluate and
extend meaning.

The reading items focus on functional reading through the use of diagrams, charts,
forms, schedules, and reference materials. The context of the workplace for each
occupational cluster is represented in these authentic displays and passages.

MATHEMATICS COMPUTATION

Test 2, Mathematics Computation represents the basic computational skills necessary
for any successful mathematics program. It measures the examinee’s understanding of
the operations of addition, subtraction, multiplication, and division as they relate to
whole numbers, decimals, and fractions. Also measured is the examinee’s
understanding of money, integers, and percentages. Again, the sub-skills that are
appropriate for the particular occupational cluster are emphasized.
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STARTING TABE-PC REGISTRATION

To sign-on to TABE-PC Registration, follow these steps:

1. Double-click on the TABE-PC Registration icon. &
You will see the User Sign-On window. Type the user name that you TABE-PC
provided when you installed TABE-PC on your computer, then click Registration

OK. If you click Cancel, you will exit TABE-PC Registration.

NOTE: You can modify your user name and password once you have signed-on to TABE-
PC Registration.

TABE-PC Registration

3. After signing on to TABE-PC Registration, you will see
the opening screen and menu bar. There are four TABE-PC Registration
drop-down menus in the TABE-PC Registration menu | @roup Student  Options  Help

bar.
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CREATE A GROUP AND SELECT A TABE NORM

Use this command to create a group, which is a collection of tests.

To create a group, follow these steps:

1. Position the cursor on the Group menu and
click on Create Group.

2. You will see the Create Group window
where you can type a group name of up to
18 characters (including spaces) in the Name
box; however, a group name cannot begin
with a blank. Once you have typed a group
name, click on Select. If you click on Close,
you do not create a new group, and you
return to the opening screen. Any existing
groups in the current database, which were
previously defined, will be listed
alphabetically. If this is the first group to be

Mame: |I.'ar|:-t.|:t".-r

Group |

Group 1l
Graup [l
Group [V

Select | Cloze

created, both boxes in the Create Group window will be blank.

3. Once you have named the new group, you
must select which norm (or test) the group
will be using. After you click on Select in the
Create Group window, you will see the Select
Norm to Use window. Position the cursor on
the norm you want associated with this
group, and click on Complete, Survey, or
Cancel:
= Complete selects the long-version of the

highlighted test, and returns you to the
opening screen.
= Survey selects the short-version of the

TABE Ezpafiol

TABE 'WFS

TABE 9 Al Gieom and 5o/ Socs
THEE 9410 dudultl G eneral

TABE 9410 Juweribs

Complete Surveay Cancal

highlighted test, and returns you to the opening screen. If this button is gray, then the

Survey version isn't available.

= Cancel closes the Select Norm to Use window, does not create a new group, and

returns you to the opening screen.
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To specify configuration options, follow these steps:

1.

Position the cursor on the Options menu and select Configuration.

You will see the Configuration window where you can define your specific system

configuration.

Click Display Report ON to
display an examinee’s test
results after each test is
completed and scored. When
Display Report is OFF, the
examinee does not see their
scores.

Click Access to ILS ON to
correlate an examinee’s test
performance to lessons in the
Open Integrated Learning
System (if it is installed on
your computer). Then the
examinee can take the
instructional courseware
lessons needed for the skills
measured by the tests.

Click Mouse Active ON for the examinee to use their keyboard or a mouse when

Scrambled Diztrachors: ™ Dn & O

Carcel
Tmer & on ¢ OH
Save
Expost Percent Mastenr 1 g ¢ O
Regisration System:
™ Lacal Disk ™ Inteiret * USE Diive

Enker Ske Code: |'|5EE'SBE~-EE ™ D4E5EFE

Erter Site Passwend |~

Diizplay Reaport: & On C O Fresceplive Bank
Access ILS System ™ Dn & O Swblest Options
Mowse Acive: & On © OH Flasst

taking tests. When Mouse Active is OFF, the examinee can only use the keyboard to

take the tests.

Click Scrambled Distractors ON to rearrange test items for each student so the set of

correct answer letters is different. When Scrambled Distractors is OFF, the test items

retain the same order from one student to the next.

Click Timer ON to administer a "timed" test. Tests in TABE batteries are usually timed.

When the timer is on, a message will tell the examinees when time is running out. You

can turn the Timer Off for selected examinees to permit an unlimited testing time.

NOTE: If you allow students a different amount of time than is standard, the usefulness of

normative data is compromised.

Click Export Percent Mastery ON to configure the ASCII export file to contain a

percentage value of mastery for each objective. When Export Percent Mastery is OFF

the ASCII export file contains a symbol of mastery (+,-, or P) for each objective.
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Registration System options Indicate whether the TABE-PC registers are on a Local
Disk, the Internet, or a USB Drive. If you select Internet, you must specify the site
code and site password to access the registers. If you are transferring registrations
tokens using a USB Drive, you must first specify the Internet site code and password
so the tokens are available on the Internet computer (web server) to transfer with the
USB Drive to the requesting workstations, which do not need to be connected to the
Internet.

Click Prescriptive Bank to link a prescriptive bank to TABE-PC for each registered
group. The prescriptive report uses this bank to detail appropriate remedial
instruction for each specific skill in need of improvement. You will see a window
listing the TABE prescriptive sources contained in the selected prescriptive bank. Click
to check which sources you will using, then save your selections.

Click Subtest Options define which subtests are to be administered to a specific
registered group. You will see the Subtest Options window where you select whether
you want the student to select the subtest sequence or you want the subtest
sequence to follow the test booklet's order.

Click Reset to change all the configuration options to their original settings.

Click Cancel without saving any changes; you return to the opening window.

Click Save to store the configuration options, and return to the opening window.

REGISTERING EXAMINEES FOR TABE 9 & 10

Use the Registration command in the Student menu to register a student. Registration

includes assigning a student to a group, specifying unique student identification, and

indicating the TABE form and level. After saving the student information, the student can take
the TABE test(s).

NOTE: There is a different Registration window for TABE WFS and TABE Espafiol from TABE 9
& 10 because of the test levels. See the next section, “Registering Examinees for TABE WFS

and TABE Espafiol” for the step-by-step registration procedure.
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To register an examinee for TABE 9 & 10, follow these steps:

1. Position the cursor on the Student menu and select

Register. You will see the Select Group window. Select test to diplay

2. Click on the arrow to the right of the Select test to display — =l
box to see a drop-down list of all the groups in the
database, or the groups that have taken a specific test. To deid

highlight your choice, position the cursor on the group
where you want to register the new student, and click
Select.

3. Type up to 10 characters to uniquely identify this student,
) Seloct Clase
then click OK.

Entes Shedent I10:
e |

4. You will see the Student Information window. Indicate identifying information about the
student and what TABE tests they will be assigned and the test level. Other student
information includes birthdate, ethnicity, education, programs and ESL status.

Student Registration 29 Registrations Remaining
Examine | TII00D Frogram E5L St
[T Adul Bazic Education (™ Hegireing E5L Lieracy
Sile: |Conections BB [~ Adul Comections  BegrringESL
[Last Hame) [First Hame] [T Adul Secondsn ' GED £ l-A:.ﬂi'tﬂTM:iﬂﬂEﬂ.
Mame: | | [ Abemative High S choal " High Intesmediste E5L
I~ Family Litsrscy ™ Low Adbvanced ESL
Foum
I.'-'.l g9 c10 ™ Job Coip :: :'j“-"-d‘-‘-!l‘l]l!ﬂESL
I~ duverits Comechiors e
[Fesdng]  [Math] [Lang] sy
Lsnweds: | 1-| 1-| | w Laber Foice Shabus
= [~ Vocational'T echnical ~ E
Bisth Dater Gerder I Wiakplane Limary ~ u"“"'“'j
‘o .|| € Wi I Other 7 Mot in Labor Force
: ™ Female
Ethiicity HS Diploma Sieclion A% Section BB
. ™ Yoz [ Ho
i Alican Smeican o Black ~ &P ALA "
7 Amenican Indisn or Slaska Hative GED Cetificale 1 1
" Asian e Mo - sM ra2 2
™ Matve Hawssian o Pactic |dlander Pubiic: Assitance MTEPEL 3 3
" Himpenic or Lating ™ ez  Ho
o : Tires:
* Whis & on oo || save | Dose |
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NOTE: At the top of the Student Registration window, you will see how many registration
tokens you have remaining.

5. When you have designated the student's information, click Save. If you did not specify a
test level, you will be asked if you want to assign a Locator Test for this student to
determine their level. After you save the information, you can enter another student ID
and register more students. After registration is complete, the student can take the TABE
test(s).

REGISTERING EXAMINEES FOR TABE WFS AND TABE EspANOL

Use the Registration command in the Student menu to register a student. Registration
includes assigning a student to a group, specifying a unique student identification, and
indicating the TABE WFS or TABE Espafiol test level. After saving the student information, the
student can take the TABE test(s).

NOTE: There is a different Registration window for TABE WFS and TABE Espafiiol from TABE 9
& 10 because of the test levels. See Chapter 2 “The Tests of Adult Basic Education” for
descriptions of the norms and subtests.

To register an examinee for TABE WFS or TABE Espaiol , follow these steps:

1. Position the cursor on the Student menu and select

Register. You will see the Select Group window. Salect test bo displays
[ Giroup =]

2. Click on the arrow to the right of the Select test to display
box to see a drop-down list of all the groups in the

database, or the groups that have taken a specific test. To o
highlight your choice, position the cursor on the group
where you want to register the new student, and click

Select.

= e
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CHAPTER 4

TABE-PC MENUS AND COMMANDS

There are four drop-down menus in the TABE-PC menu bar.

TABE-PC Registration
Group  Student Opkions  Help

GEroup Studenk Options

Zreate Graoup Reqgister Caonfiguration Cankents. ..
Renarme Group Select Modify User Mame Index...
Tag Group Madify 1D Madify User Passwaord
i ) How to Use Help
Unregister Assign Bookmark Password
Delete Group Aboot
Unscare

Load Reqistrations

5 Lisk r Wrikiny
roup Lis d Rermaining Registrations

»
Group Summary Archive and Delete

ASCII Expark Restare
Group Archive

Rebuild Indexes

Cptions

Exit Configuration
Modify User Mame
Madify User Password
Assign Bookmark Password

5B Reqgistrations k

Rebuild Indexes

THE GROUP MENU

The Group menu provides commands for managing groups, which are a collection of
tests that you will associate with examinees during student registration. These
commands let you create, rename, archive and delete groups. You can identify tag
groups, print group reports, and export test results to an ASCII file.

CREATE GRoOuP COMMAND

Use this command to create a group, which is
Create Group

a collection of tests. Position the cursor on the

Group menu and click on Create Group. Name: [Group 003

. Group 001
In the Create Group window, type a group Giroup 002

name of up to 18 characters (including spaces)
in the Name box. A group name cannot begin

with a blank. Select Close

TABE-PC AND TESTMATE TABE USER’S GUIDE 31



Once you have typed a group name, click Select. If you click Close, you do not create a
new group, and return to the opening window.

All groups in the current database will be listed alphabetically. If this is the first group
you are creating, both boxes in the Create Group window will be blank.

RENAME GRouP COMMAND

Use this command to rename a group, which is a collection of tests. Position the cursor
on the Group menu and click on Rename Group.

You will see the Rename Group

the groups in the database.

Position the cursor on the group

Group 002
you want to rename. Click in the Group 003

New Name box, and type a
group name of up to 18
characters (including spaces). A

group name cannot begin with a
blank.

After typing a new group name, Fename Cloze

click Rename. The new group

Mew Mame: |Group 01

name appears in the list, click Close to exit this window and return to the opening
screen.

NOTE: If you try to rename a group to an existing group name, TABE-PC will tell you to
enter a different name.

TAG GRoup COMMAND

Position the cursor on the Group menu and click on Tag Group. You will see a window
alphabetically listing all the students in the selected group(s).

1. Designate a number (0-9) for each (1M - pr—

of the 10 tag groups (K-T) that Select Gioupx [Al Groups |

indicates the tag groups (if any) to T

which a student belongs. Student Hlame Shudzrt Mumbe: ELMMNOPORST
2. Click on the arrow to the right of 31

the Select Groups to include box Haned Jo Laro r1eed

to see a drop-down list of groups. e rooy A 13 8

A Il aikam, Balthes Carmes

In this example, All Groups was Pardeus, Jaima Caz210 212 5

selected, so you see all the student

names in all the groups. e 2
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3. Position the cursor on a student's name, and click Select. You will see the Tag Group
Assignment window. Click on Close to exit the Student List window and return to the
opening window.

Select Group: |,fh,|| Groups ﬂ
Group 001
Group 002

4. In the Tag Group Assignment
fhe Teg
window, click on the arrow to

Pre-est iecoed fppe foe:

the right of a tag group box, Gameo, Sleven

then select a number (0-9) from 10t CATESS

the drop-down list. TagGiopk | =] TagGiowP [ =]
5. After assigning tag group Tegtrowl | =] TeaGowd | =]

settings, click Save to select e | s S e

another student from the list, or r— R

click Cancel to exit the window et | EE et (RE

without saving your changes.

Coc

DEeLeETE GRouP COMMAND

Use this command to delete a group. To delete a group, you must first use the Archive
and Delete command. If you attempt to delete a group without first archiving the group,
TABE-PC will inform you that you must first archive and delete. Archiving data before
you delete the group provides a mechanism for you to restore the data to the current
database.

1. Position the cursor on the Group menu
and click on Delete Group. You will see EeE[ERITCUP
the Delete Group window. e

2. Click on the arrow to the right of the |ﬁll Groups J

Select test to display box to see a drop-

down list of the groups and tests in the
Group 001

database. Graun 002
3. Position the cursor on the group you m_

want to delete from the list and click on
Select.

4. You will see a message asking you to
verify that you want delete this group ol o
. . k
from the list. Click on Yes to delete the Fer | oeE

group; click on No to cancel the

deletion.
5. Click on Close to close the Delete Group window and return to the opening screen.
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GROUP REPORTS COMMAND

Use this command to view and print

Group Lisk Subtest Report
reports on a selected group. Position the Pre-Test Report
cursor on the Group menu and click on Post Test Repart
Group Reports. You will see this Combined Report

Item Analysis Report

submenu listing the report types.
& P P F.ank List Report
NOTE: You can choose to report on an entire group of students or a tag group.

For more information on the TABE-PC reports and examples of the different types, see
Chapter 8.

GRoOUP SUMMARY COMMAND

Use this command to view and print

reports on a selected group. Position the EENREERNS  Pre-Test Summary
cursor on the Group menu and click on Past Test Summary
. Cornbined S
Group Summary, the submenu lists the ombined aUmmary

report types.
NOTE: You can choose to report on an entire group of students or a tag group.

For more information on the TABE-PC reports and examples of the different types, see
Chapter 8.

ASCII ExpORT COMMAND

Use this command to export the contents of the m

currently-active TABE database into an ASCII file.
Position the cursor on the Group menu and click on Sttt o depley
|£I.IIG||:1,|:|5 ﬂ

ASCII Export.

From the Select Group window, you can click on the E:ﬂ’ﬂ H%

arrow to the right of the Select test to display box to
select a group, and then click on the Select button. et L
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You will see the Select Tag Group window where you can Select Tag Group

specify the tag groups and their value that you want to Crante ASCIl e For thec
export. When you have selected the tag group(s), click on

 Entite G
Select. e

% Group K ™ Gioup P
You will see the Open Export File window, which lists the =
text files (*.TXT) in the current folder (directory). Click on

the folder icons to go to the folder where you want to

Groum L ™ Gioup O
" Group M ™ Gioup R

export the ASCII file. Type a filename, and click on Open. If ( Eaph  ( Bups

you select an existing filename, TABE-PC will ask you to O GrowpO 7 GioupT
verify that you want to append the records you're exporting Vaue= [2

to the selected file.
Select Cancel |

When the file export is completed, you will see a message

indicating how many records were exported, click on OK. TABE-PC creates a file with the
name you specified, on the drive and in the directory you specified. The file is in ASCII file
format:

= The first record in the file is the header record
= Each record is one line in the file
= Each field is delimited with quotation marks and commas

WARNING: If you choose to export a group of records to an existing ASClI file, any
duplicates (records with identical Student IDs, test and test dates) will be overwritten by
the records in the current group.

GRouP ARCHIVE COMMAND

Use this command to archive group data from TABE-PC. Position the cursor on the Group
menu and click on Group Archive. You will see the Select Students to Archive window.

To archive a group of student's test results:

1. Click on the arrow to the right of the Select

Test to Display box to see a drop-down list
of the tests.
2. Highlight and click on Select to archive one

Selact test to display:

group, or click on Select All to archive all the
groups.

3. Once you have decided which students you
want to remove to the archive file, click on

Archive.
Select Select Al Cancel
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4. You will see the Archive
TABE-PC window. Specify
a filename and location
for the archive file
(*.DAT). You can access
all the drives and folders
(directories) on your
computer.

5. Type afilename in the
File name box, and click
on Open. If you select an
existing archive, unique

Archive Testhbate Students

Leskirx [ Ao

s FALLDS

_.b PR
My Flocent
Diocuments

[ |
=

[Bsetvse Fie [ DAT)

records in the current database are appended to the file.

WARNING: If you select an existing archive, duplicate records in the current database

overwrite the records in the archive. Duplicate records have the same student

identification, test and test date.

6. You will see a message asking you to verify the number of tests you want to archive;
click on OK in the directions box. TABE-PC archives the student records in the file and

location you specified.

Exit COMMAND

Use this command to exit TABE-PC. Position the cursor on the Group menu and click on

Exit.

THE STUDENT MENU

The Student menu provides commands for managing students (examinees). Use these

commands to select a student, modify student data such as their unique identification

number, assign students to tag groups, and print student’s TABE test results. You can also

archive and delete student information from the current database to another file, and

restore student information from a file to the current database.
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REGISTER COMMAND

Use the Registration command in the Student menu to register a student. Registration
includes assigning a student to a group, specifying unique student identification, and
indicating the TABE form and level. After saving the student information, the student can
take the TABE test(s).

NOTE: There is a different Registration window for TABE WFS and TABE Espafiol from
TABE 9 & 10 because of the test levels. See “Registering Examinees for TABE WFS and
TABE Espafiol” in Chapter 3 for the step-by-step registration procedure.

1. Position the cursor on the Student menu and select

Register. You will see the Select Group window.

2. Click on the arrow to the right of the Select test to
display box to see a drop-down list of all the groups.
Position the cursor on the group where you want to

register the new student, and click Select.
3. Type up to 10 characters to uniquely identify this
student, then click OK.

o o= |

Entes Shedent I10:

Cancel |

4. You will see the Student Information window. Indicate identifying information about
the student and what TABE tests they will be assigned and the test level. Other
student information includes birthdate, ethnicity, education, programs and ESL status.

Student Registration 29 Registrations Remaining
Examner mﬂ Frogram ES5L Shatus:
[ Adult Basic Education " Bagireing E5L Liseracy
Cile: ||:|:\||eclions Bk E [ Adult Comections " Begirearg ESL
[Last Harme] [Firat Mame| [ Adult Secorday GED £ L?MWESL
Mame: | | [ Akemadive High Schodl " High Intesmediste E5L
Fom [~ Foamily Litseacy : Lows Audvancad ESL
0 Il k] [~ Job Coip i :-j'.*.dw-meSL
I~ duverile Conectiors o=
[Feadngl  [Mat)] [Langl M
Lerwals: | j | j l_ll Ry Lk Foice Shabue
_ [~ VocationalTechaical rE
R Goereder: [ wiorkplaos Litsrscy I Uremgloped
' = £ His I~ Ouhee Mot in Labws Fores
-  Famale
Elbracity HE Diploma Section A4 Section BB
.  Yex [ Mo
= Alican Amecan o Black ~ EP ALA A
" Amenican Indisn or &laska Native GED Cetificale | 1
P Asian ™ ez 0 Mo [ 504 2 -3
™ Matve Hawsdan or Paclic |dande Public Astidancs ™ LEP/ELL 3 ra
" Himpanic or Latng ™ Yex Mo
™~ Muki-eihnic

Timai:
il & tn CoOn | swe | Boce
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NOTE: At the top of the Student Registration window, you will see how many registration

tokens you have remaining.

5. When you have designated the student's information, click Save. If you did not specify

a test level, you will be asked if you want to assign a Locator Test for this student to

determine their level. After you save the information, you can enter another student

ID and register more students. After registration is complete, the student can take

the TABE test(s).

SELECT COMMAND

Use this command to select a student so you can view or print their personal information

and test data.

NOTE: To modify a student's ID number, use the Student menu Modify ID command.

1. Position the cursor on
the Student menu and

click on Select. You will Select Groups to Include: | Group 007
see the Select Student Group Marne Student Name
. Giraup 001 onn, Corey
window. Group 001 Baorn, Corey
2. Click h h Graup 00 Bioadhan, Kail
. ick on the arrow to the Giroup 001 Garcia, Aaron
glwﬂ g} naﬂod. Jg;n
H oL iguesa, Carloz
right of the Select pE e, T
Groups to Include box to | |&ee i Ha b achu

see a drop-down list of

all the groups in the Select

=l
Studert Mumber Test Dat=
CAT2 104061
CATZM 101010
CAIN 10402410
CATORE 1006410
CAEZ1S 10/0E/10
CAS435 1006410
CAEES4 10/DEH 0
CATTE2 10406410
CA2457 1002410

Clase

i

database. You can display the students in a specific group or all the students in all the

groups.

3. The list displays the group name, student name, and
student number. To highlight your choice, position the
cursor on the student you want to select, and click on
Select.

4. Click on Close to close the Select Student window and
return to the opening screen.

5. After you select a student from the list and click on Select,
you will see the Select Action window where you can:
= View and print reports.
= Modify and view student data, such as birthdate,

ethnicity, special programs, labor force and ESL status.
= Assign the selected student to a tag group.

Select Action

Ind Studert R epart

Item Analyzsis Report

Pre-Post Report

Prezcriptive R eport

Modify Student Data

Azszign Tag Group

Close

]

For more information on the TABE-PC Student Reports, see Chapter 8.
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Mobiry ID COMMAND

Use this command to modify a student's identification number. Position the cursor on the
Student menu and click on Modify ID. You will see the Select Student window.

NOTE: To modify other personal information for a student, such as birth date or tag
group, use the Student menu Select command.

1. Clickonthearrowto (TN A

the right of the Select

Select Gioups to lrchide: [All Gioups |
Groups to Include box
. Group Mame Shudant Name Shudent Mumber

to see a drop-down list Group 001 Gaca Aaion ChieE
. Growp 007 Hairod, Jokn CARNS
of all the groups in the Group 01 Higuera, Caros CARITS
Graup 001 Jefties, Bob CAEESY
database. You can Group 001 Wiark am, M atihew CAT7EZ
display the students in Garmatn, Sheven CATESS
. Grovp 002 Hangen, Geompe CATIIZ
a specific group or all Giroup 002 Pardevs, J sime CAT10

the students in all the

groups. Select | Cloze

2. The list displays the group name, student name, and student number. To highlight

your choice, position the cursor on the student you want to select, and click on Select.
Click on Close to close the Modify ID window and select another student.
3. If anidentification was not scanned (or manually entered) for this student, TABE-PC
automatically assigns a unique identification.
4. After selecting a student identification to
modify, you see the Modify ID window. You
can type a new alphanumeric identification of Student Number: CA7329
up to 9 characters. Identifications must be Student Name: Can, Sean
unique. If you duplicate an identification, a
message indicates that the student record NewMumber [
already exists.

5. Click on Save to update the database with the Save Cancel

new student identification. You will see a

message verifying that the identification has been successfully update. If you click on
Cancel, you return to the opening screen.
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UNREGISTER COMMAND

Use this command to unregister a student, freeing a registration counter. Position the
cursor on the Student menu and click on Unregister. You will see the Unregister Test
window.

Click on the arrow to the right of the Select Groups to Include box to see a drop-down
list of all the test groups in the database. The list displays the student name, student
number, group name and test date.

Use the buttons at the

bottom of the window to

select students to unregister

for the selected test.

= Click Unregister to
unregister the
highlighted students.

= Click Select All to select
all the students in the list.

=  (Click Close to return to

Select Groups to include: [Ell:q'_'ll d
Student Hame Studert Mumber  Gioup M ame Test Dale
Coaper, Edga 00213 Groaup | 11428410
Frankin Jaks 00EE Group | 1240810
Lamb Chuck, 0= 2 Group | 120810
Cirtesga J aime 0422 Growp | 12/08/10
Wincenz Jos 00356 Geoiep | 12408410

Uneggyzhen Sedect All Cloge

the opening window.

NOTE: You can unregister a student only if there is no data associated with the student's

record. If a student has taken any of the subtests in a test group, you will not see their

name in the Select Test window.

UNScoOrRE COMMAND

Use this command to unscore student subtests. When a test administrator unscores a

student subtest, the next time the student uses TABE Online or TABE Espafiol they can re-
take the test.

40

Position the cursor on the
Student menu and click on
Unscore. You will see the
Unscore Student Subtest
window.

Click on the arrow to the right of
the Select Groups to Include
box to see a drop-down list of all
the groups in the database. You
can display either the students
in a specific group or all the

Unscore Student Subtest

Select Groups to Inchude: |.MI Groups ﬂ
Group Mams Student Name Shudent Mumber
Giroug | Cizneros. Hob
Group | Cooper, Edgar 013
Group | Frankin, Jaks o7as
Group | Jenzon, Kal oz
Group | Lamb, Chisck 00912
Group | Ortega, Jame a2
Group | Vincera, Joa 00356
Group IV Franco, Sheve D543

Select Close

students in all the groups. The list displays the group name, student name, and

student number. To highlight your choice, position the cursor on the student name,
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and click on Select. If you click on Close, TABE-PC closes the Unscore Student Subtest
window and you return to the opening screen.

3. If you select a student who has taken a subtest, you
i . X Unscore Subject Area
will see the Unscore Subject Area window where

you can select a subject area to unscore. Position Algebea

the cursor on the subject area, and click OK. If you
click Quit, you return to the Unscore Student
Subtest window.

4. After clicking OK, you will see the following
message.

Studant subtast has bean unscorad.

[ ]

WRITING COMMAND

The Writing command in the Student menu lets up to three readers score a student essay
on a 4-point scale with condition codes (A-D) for unscoreable essays.

—
Select a student from the BTt ey O IV L

Score Writing Prompt Select Gioup: |Group VI |
window. You will see a split Fiacer Final
window with the selected tusent Heme stoent Huber L
Eumﬂ:s. E-:lb E%E 12 g 3
! sneras, Haob 4
student's name at the top Careros, ob ok E H
of the window, and their E;"‘“D:; el o7 e 2 1
essay in the top half of the ;ﬁﬁﬁ o= e c :
ind ‘willamson Jodhua 00734 1 2 &l
window. \elliamzan Joshis 00734 2 2 4
"W ilkamson Joshua 00724 2 2 4
The bottom half of the
window contains the
scoring rubric for quick

reference. Use the arrows o
o

and sliders at the right of

the window to navigate through the entire essay and rubric.

Readers enter their score by clicking on the arrow to the right of the Score box, and
selecting from the list. The available scores are 1-4. If the essay is unscoreable, there are
condition codes A-D. If Reader 1's and Reader 2's score vary by more than one point, a
third reader (Reader 3) must score the essay.

See “Appendix A: TABE 9 & 10 Writing Rubric” for detailed information about each score
point and condition code.
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ARCHIVE AND DELETE COMMAND

Use this command to archive student data to another file, and remove student data from
the current database.

NOTE: If you intend to copy an archived file for use on another computer, you must copy
both the *.DAT and its corresponding *.IDX from your computer directory to use the
TABE-PC Restore command on the destination computer. If you are saving the archived
file directly to removable media using the Archive and Delete command, TABE-PC will
save both the *.DAT and the *.IDX on your medium.

1. Position the cursor on the Student menu and click on Archive and Delete. You will see
the Select Students to Archive window.

2. Clickonthearrowto  SEEETIEGGCTW

the right of the Select
Groups to Include box szt | =l

to see a drop-down list Shudent Mame Shadent Mumber  Growp Hame Test Dabe

of all the groups in the
database. Display the

: Gecup 001
students in a specific i EEE%}
?. Group 00

group or all the D'r=al, Jagan CA2457 100210

students in all the
groups.

3. Once you have
Aachi Select Al Ch
decided which il ﬁ

students you want to remove to the archive file, click on Archive. To select one or

more students,
= (Click on a student's name.
= Shift-Click to select consecutive names in the list.
= Ctrl-Click to select non-consecutive names.
= Click on Select All to select all the students in the group. The Select All button will
toggle to Select None if you want to de-select all the students.
= Clicking a second time on the student name will de-select your choice.
4. You will see the Archive Students window. Specify a filename and location for the
archive file (*.DAT). You can

Archive Testblate Students

access all the drives and folders Lock e [ esrive 3] - @
(directories) on your computer. KD B

Type a filename in the File o discects

name box, and click on Open. If 9

you select an existing archive, DT_?

unique records in the current e

database are appended to the

A

file.
Fios of tpoe. | st File 70T = Cancel
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WARNING: If you select an existing archive, any duplicate records in the current database
overwrite the records in the archive. Duplicate records have the same student
identification, test and test date.

5. You will see a message asking you to verify the number of tests you want to archive;
click on OK in the directions box. TABE-PC archives the student records in the file and
location you specified.

6. TABE-PC asks if you want to remove the selected tests (students) from the database.
Click on Yes to delete these records from the current database; click on No to return
to the Highlight Students to Archive window without removing any records.

7. Click on Close in the Highlight Students to Archive window to return to the opening
screen.

WARNING: TABE-PC will allow you to delete records from the current database only after
they have been successfully archived. Use the Student menu Restore command to restore
deleted records from an archive (*.DAT) file to the current database.

RESTORE COMMAND

Use this command to restore student data from an archive (*.DAT) file to the current

database.
1' POSition the cursor Archive TesiMate Studenis rl_l!
on the Student menu Lok i [ Archive - B e -
and click on Restore. __‘:j SrRLLOD
2. You will see the My Regerd S
. Choac vt
Archive Students B
window where you Dasktp

specify the filename
and location of the My Dacumaris

database archive file

[y Comprter
(*.DAT). You can =
access all the drives My Mok Fle name: | =]
and folders Flesolyps  [Achive Fie " DAT) -] Carcel

(directories) on your

computer. Type a filename in the File name box, and click on Open. If the archive
file you want to restore is not in the current directory, select the drive and folder
where archive file (*.DAT) is located.

WARNING: If you select an existing archive, any duplicate records in the current
database overwrite the records in the archive. Duplicate records have the same student
identification, test and test date.

TABE-PC AND TESTMATE TABE USER’S GUIDE 43



Restore.

3. After opening an archive (*.DAT) file, you see the Restore Highlighted Students
window; select one or more students,
= (Click on a student's name.
= Shift-Click to select consecutive names in the list.
= Ctrl-Click to select non-consecutive names.
= (Click again to de-select your choice.
= Click Select All to select all the students. The button toggles to Select None if you
want to de-select all the students.
Restore Highlighted Students
Selecl besl o estane:
TAEE 9710 Juvenit] -
Shudent Mamie Student Mumber  TestDate  Test Mame
Crr=in:, Rob [TETT 100208  TABE 940 Juwerals
Helman Stave 00453 10/02/03  TABE 9410 Juverile
Pappas Hecto DOB4S 100203 TABE 9410 Juvarile
willamaon Joshua o7 10208 TABE 2710 Juverie
Resome Select Al Clogs
4,

Once you have decided which students you want to remove to the archive file, click

5. A message asks you to verify the number of tests to restore; click OK in the
directions box. TABE-PC restores the selected student records from the archive file

to the current database and provides a verification message, click OK to return to

the opening window.

NOTE: If you are restoring an archived TABE-PC file copied from another computer, you
must copy both the *.DAT and its corresponding *.IDX to the directory on your
computer before you can use the Restore command. If the file you want to restore was

archived directly to removable media, both the *.DAT and the *.IDX will be on your

medium.
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1. Position the cursor on the

Options menu and select

Configuration. Display Repart * On C O Prezcriplive Bark,
2. You will see the Configuration
. i Access ILS Sysbem ™ Dn & D Subtest Options
window where you can define
your specific system Mo Activec & On © OH Flasat

configuration. ,
Scrambled Diztrachors: ™ On & Of

=  Click radio buttons to turn e
an option ON or OFF. Ter & on © O -
. . I
Click on the Prescriptive AL
Bank and Subtest Options
buttons to specify L
information about these " Laocal Disk I Intsimet % USE Diive
options. Enter Site Code: |15EE3B6-6E 545548 5BF 2
=  |f your registration tokens
Erter Site Paszwoed

are on the Internet, type the

site code and password in
the boxes.
3. When you have finished indicating your configuration options, click:
= Reset to change all the configuration options to their original settings.
= (Click Cancel without saving any changes; you return to the opening window.
= (Click Save to store the configuration options, and return to the opening window.

DispLAY REPORT OPTION

Click Display Report ON to display an examinee’s test results after each test is completed
and scored. When Display Report is OFF, the examinee does not see their scores.

ACCESS ILS SYSTEM OPTION

Click Access ILS ON to correlate an examinee’s test performance to lessons in the Open
Integrated Learning System (if it is installed on your computer). Then the examinee can
take the instructional courseware lessons needed for the skills measured by the tests.

Mouske AcTiVE OPTION

Click Mouse Active ON for the examinee to use their keyboard or a mouse when taking
tests. When Mouse Active is OFF, the examinee can only use the keyboard to take the
tests.
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SCRAMBLED DISTRACTORS OPTION

Click Scrambled Distractors ON to rearrange test items for each student so the set of
correct answer letters is different. When Scrambled Distractors is OFF, the test items
retain the same order from one student to the next.

TIMER OPTION

Click Timer ON to administer a "timed" test. Tests in TABE batteries are usually timed.
When the timer is on, a message will tell the examinees when time is running out. You can
turn the Timer OFF for selected examinees to permit an unlimited testing time.

NOTE: If you allow students a different amount of time than is standard, the usefulness of
normative data is compromised.

EXPORT PERCENT MIASTERY OPTION

Click Export Percent Mastery ON to configure the ASCII export file to contain a
percentage value of mastery for each objective. When Export Percent Mastery is OFF the
ASCII export file contains a symbol of mastery (+,-, or P) for each objective.

REGISTRATION SYSTEM OPTIONS

Registration System options Indicate whether the TABE-PC registration tokens are on a
Local Disk, the Internet, or a USB Drive. If you select Internet, you must specify the site
code and site password to access the registers. If you are transferring registrations tokens
using a USB Drive, you must first specify the Internet site code and password so the
tokens are available on the Internet computer (web server) to transfer with the USB Drive
to the requesting workstations, which do not need to be connected to the Internet.

Reqistration Systen;

" Local Disk * |nternet " USE Drive

Enter Site Code; |1 BE37704-39B6-6654-5548-38F2E 2DETOAC

KEHKARRKXHERERRRRX

Enter Site Pazsword:
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1. Select the location of your registration tokens:
= |f your registration tokens are located on a local disk drive of your computer, click
the Local Disk option.
= [f your registration tokens are located on the Internet, click the Internet option,
then specify the Internet site code and password.
= |f your registration tokens will be transferred from a web server using a USB drive,
click the Internet option, specify the Internet site code and password, and then
click the USB Drive option.
2. After designating the registration system location, click the Save button.

NOTE: If you select Local Disk or Internet (without designating USB Drive), you will see
the Load Registrations command in the Options menu. If you select USB Drive
(designating the Internet site code and password), you will see the USB Registrations
command.

PRESCRIPTIVE BANK OPTIONS

Prescriptive Bank options let you assign any of the prescriptive banks that you have
purchased from CTB. Prescriptive Bank links a prescriptive bank to TABE-PC for each
registered group. The prescriptive report uses this bank to detail appropriate remedial
instruction for each specific skill in need of improvement.

1. Click the Prescriptive
Bank button to see

Select Prescriptive Bank File

Loak, in: |L':) Prescriptions j EF '
the Select 3 3 910CONT
.- . 4§ 5 3 CONTZ010
PreSCl‘IptIVG Bank Flle My Fecent 2 5TEVZ010
. Documents
window where you T
can select from list of Dosktop

available files. N
2. Double-click on a ~y

My Documents

prescriptive bank file

name. g’

My Computer
by Metwork, File narne: I::IZIr'-JT'F'I:I‘I 0 j Open |
Flaces
Filez of type: |Prescripti0n files [*.dat) j Cancel
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3. If you select either CONT2010

or STKV2010, you will see the

[ Achieving TABE Success

Prescriptive Sources window =
where you can select from a list W Buiding Skils wilh TABE

. . I¥ Calculator Essentials
of resources contained in the I Caleuiator Power

[™ Complete GED
™ Complete PreGED
4. Click to check which sources you [ Essertisl GED

selected prescriptive bank.

¥ Essentials of Reading

want to assign, then click Save.

I¥ Foundations

Click Cancel to return to the I GED
. . . [ GED Math Problem Soker
Configuration window.  Intocucton

I¥ Language Buildsr

Math Erercises

<1 T

tath Prablemn Solver

MHL Interactive

Murmber Power

Mumber Sense

On the Edge

PreGED

Reading and 'writing Handbooks

S i (e e

<

Reading Basics

TABE 5w [Skill Workbook)
The Complete GED

Top 50 Math Skills

U

WYocabulary Exercises
Word Power

LCancel

<

SUBTEST OPTIONS

Subtest Options define which subtests are to be
administered to a specific registered group, and the order
the examinees in the group will take the tests.

1. Click the Subtest Options button and select a group.

2. You will see the Subtest Options window where you
select whether you want the student to select the
subtest sequence or you want the subtest sequence to
follow the test booklet's order.

Subtest Options

+ Subtest sequence selected by student

" Subtest sequence in test booklet order

Reading Inciude
b athematice Computation Enclude
Applied Mathematics Euclude
Language Include
Wocabulany Include
Language Mechanics Inciude
S pellin Include

Save Cancel
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|41 Groups |
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Group VIl
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MobIFY USER NAME COMMAND
Use this command to change your user name.

1. Position the cursor on the Options menu and
select Modify User Name.

2. The current user name will be highlighted. Type a
new user name in the box provided (up to 9
characters).

3. Retype your new user name in the bottom box to
verify, and then click OK. If you click Cancel, you
will exit without changing the current user name.

MobDIFY USER PASSWORD COMMAND
Use this command to change your password.

1. Position the cursor on the Options menu and
select Modify User Password.

2. Type your new password in the box provided. A
password can be up to 9 characters.

3. Retype your new password in the bottom box to
verify, and then click OK. If you click Cancel, you
will exit without changing the current password.

Modify User Name

Enter new uzer name:
Fetype new uzer name:

Cancel

Modify User, Password

Enter new pagzword:
Retype new pazsward:

Cancel

NOTE: To turn off password protection, leave both the new password and the password

verification boxes blank, and then click OK.

ASSIGN BOOKMARK PASSWORD COMMAND

Use this command to assign a bookmark password for students taking TABE Online or
TABE Espaiol. While taking a test, the student can set a bookmark and stop taking the
test. When the student resumes taking the test, TABE Online starts the test at the
bookmark. The student will need the password you assign to bookmark their test.

Assign Bookmark Password

If azsighed, thiz password iz required
far a student to bookmark a test,

Enter new password:
Fetype new pazswiard:

Cancel
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1. Position the cursor on the Options menu and
select Assign Bookmark Password.

2. You will see the Assign Bookmark Password
window. Type up to 9 alphanumeric characters in
the Enter new password box. To verify the
password, click in the Retype new password box.
Retype the password exactly as you did the first
time, and click OK.
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3. If you click Cancel, TABE-PC does not assign a new bookmark password and you return
to the opening window.
4. To remove the bookmark password, press Enter in the

Enter new password and the Retype new password
boxes, and click OK. You will see a message indicating Thiz will remerve your password.
that your bookmark password will be removed, click

Yes. If you click No, you return to the Assign Bookmark

Password window.

LoAD REGISTRATIONS COMMAND

Use this command to move registrations from your registration diskette to your
computer's hard disk, or to move registrations from your hard disk to a registration
diskette for use on another computer.

1. Position the cursor on the Options menu and select Load Registrations. You will see
the Move Registrations window.

2. Specify the source drive where the registration counters you want to move are
located.

3. If you are moving registration i ;

. . Move Registrations

counters from diskette, click next

Sedect the zource dive containing the regiztration counbers.

to Drive A or Drive B. If you are

. . . Prazz "Enber” or click "0K" when done.
moving registration counters

from another computer, select Souce:
Hard Disk. Dived: @ ~
4. When you have specified the Dives: | r
Hand Digk: © r

source drive, click OK. Click
Cancel to exit this window % Fo—
without loading any registration
counters. The Number of Counters on source column indicates how many registration
counters are available. The number of counters displayed depends on how many

registrations were ordered when TABE-PC was purchased. Type how many
registrations you want to move in the Number of Counters to move column and click
OK.

5. Specify the destination drive o
Mowe Registrations

where you want to move the

) . Sedect the destination drive to receive the iegebiation counbers.
registration counters. If you are
. . A Prasz Enter or click OF. to continue.
moving registration counters to

diskette, select Drive A or Drive Diestination

B. If you are moving registration g Drivad:

counters to another computer, = DiveB:
r Hard Digk: &

select Hard Disk. When you have
specified the destination drive,
click OK. Click Cancel to exit this
window without loading any registration counters.
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6. You will see a message asking you to confirm

that you want to move the registration counters;

click OK. After TABE-PC moves the registration Aleglelivallion coinlies lrosed secesdull.
counters, a message indicates that the move was
successful.

REMAINING REGISTRATIONS COMMAND

Use this command to see how many registration counters are available on your
computer's hard disk. If you need to load more registration counters, either from the
registration diskette or from another computer, use the Load Registrations command.

Position the cursor on the Options menu and select Remaining Registrations.
A message will indicate how many registration

counters (if any) remain on your hard disk, click OK.
When you first install TABE-PC the registration
counters are 0. The counter increases depending on

Remaining regiskration count: 40

how many registration counters you move to your

computer, and decreases by one each time you
register a student.

USB REGISTRATIONS COMMANDS

When you select USB Registrations from the Options menu you will see a submenu
containing commands that manage TABE-PC registration tokens so that you can use a USB
(flash) drive to move downloaded registrations to the workstations (computers) where
they are needed.

SET CompUTER NAME COMMAND

Use this command to specify a computer name for the computer you are using. To
transfer registrations from one computer to another, you will use this command at each
computer where TABE-PC is installed. For example,

= a3 web-connected computer where you download registrations to the USB drive
= a3 web-connected workstation with a USB port

= alocal-networked workstation with a USB port

= 3 stand-alone workstation with a USB port
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1. Position the cursor on the Options S AGomnNERNamE
menu, USB Registrations, and click
on Set Computer Name. Enter Computer Name:

2. You will see the Set Computer

Name window where you type a Save Cancel

computer name of up to 36

characters (including spaces) in the Enter Computer Name box.
3. Once you have typed a computer name, click on Save. If you click on Close, you do not
set the computer name, and you return to the opening screen.

SETUP REQUEST ON WORKSTATION COMMAND

Use this command at a workstation to request registrations tokens be transferred from
the Internet-connected TABE-PC computer using a portable USB Drive. The Internet-
connected computer with the registrations functions as a Web Server to process
registration token requests from computer workstations that can be stand-alone,
connected to a network, or connected to the Internet.

NOTE: You must have a USB drive inserted in your workstation to setup the registration
token request.

1. Position the cursor on the Options menu, USB Registrations, and click on Setup
Request (on Workstation).

2. Type your registration token request in the

Number of Tokens box.
. 3 . Enter the number of registration tokenz requested.
3. Click on Save, you will see a message asking
if you want to proceed, click on Yes. You Murnber of Tokens: [25
will see a message that the request was

successful, click on OK. If you click on Save Cancel

Cancel, you will be asked to verify that you

want to cancel the operation, click on OK to return to the opening screen.

PROCESS REQUEST ON WEB SERVER COMMAND

Use this command to process requests for registration tokens. When you use this
command, you will see a window displaying token requests on the USB drive. From the
computer where you loaded registrations (web server), use this command to select one or
more workstation requests to process. TABE-PC moves the number of registration tokens
from the web server to the USB drive. You can then physically take the USB drive to the
requesting workstations, and upload the registration tokens.

NOTE: You must have the USB drive with the token request from the Workstation
inserted in your Web Server to process the requested registration token(s).
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Position the cursor on the USB Open Registration Requests on USB Drive F:\

Options menu, USB
Registrations, and click on

Process Request on Web Sl
Server. Open
Open

You will see a window
displaying the Open
registration requests on

the USB Drive, the number Process

of tokens requested at the

There are 53 tokens available and 3 pending requests for a total of 22 tokens.

Tokens Computer Hame

BLOCK, & LABDT
5 BLOCK B ADMINSTRATOR
7 BLOCK A LABDZ

Select Al Cancel

workstation, and the computer name of the workstation that requested the tokens:

= Process fills the token request, transferring tokens from the web server to

the USB Drive.

= Select All/Select None toggles to select and de-select all the token requests

in the list.

= Cancel does not process any token requests, and you to return to the

opening screen.

LOAD REGISTRATIONS ON WORKSTATION COMMAND

Use this command to load registration tokens from the USB Drive to a TABE-PC

workstation.

NOTE: You must have the USB drive with the processed token request from the Web

Server inserted in your Workstation to load the requested registration token(s) on the
Workstation.

54

Position the cursor on the Options
menu, USB Registrations, and click on
Load Registrations on Workstation.
You will see a message indicating how
many tokens have been transferred
from the Web Server to the USB Drive
and are ready to be loaded on this
computer workstation.

Load Tokens from LSB Drive F:\

5 taken(s) will be loaded on this compuker.,

Do wou want ko proceed?

Yes Mo

Click on Yes to load the registration on the Workstation. You will see a message

indicating that the tokens have loaded successfully, click on OK. If you click on No,

indicating that you do not want to proceed with loading the tokens on the

Workstation, you will see a message that the operation was cancelled, click on OK to

return to the opening screen.
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REMAINING REGISTRATIONS COMMAND

Use this command to see how many registration counters are available on your
computer's hard disk. If you need to load more registration counters, either from the
registration diskette or from another computer, use the Load Registrations command.

1. Position the cursor on the Options menu and

select Remaining Registrations.
2. A message will indicate how many registration Remaining regiskration counk: 40
counters (if any) remain on your hard disk, click
OK. When you first install TABE-PC the registration
counters are 0. The counter increases depending

on how many registration counters you move to your computer, and decreases by
one each time you register a student.

DispLAY AcTiviTy oN USB DRIVE COMMAND

Use this command to view the status of USB registration requests.

L. Positon the cursor on the Options

menu, USB Registrations, and click
on Display Activity on USB Drive.

Status Tokens Computer M ame
H H H H Closed 10 BLOCK & L&BM
2. You will see a window displaying Opon g SR B AT T SRR
Filled 7 BLOCK & LaB02

the registration requests on the
USB drive. You will see the status of
the request, the number of tokens

. Cloge
requested at the workstation, and 4
the computer name of the workstation that requested the tokens:

= Open indicates the workstation has requested the tokens, but the web server has
not processed the request.

= Filled indicates the web server has processed the workstation's request, but the
tokens have not yet been loaded onto the workstation.

= (Closed indicates the web server has processed the workstation's request and the
tokens have been loaded onto the workstation.

3. Once you have finished viewing the USB Drive activity, click on Close to return to the
opening screen.
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CHAPTER 5

ADMINISTERING THE TABE TESTS

This chapter provides information about administering TABE tests, and how examinees
will use TABE Online. Sections include:

=  Examiner’s test preparation
= Printed test materials

=  Starting TABE Online

= Responding to test items

= Exiting TABE Online

PREPARATION

It is important that the examiner make a special effort to create a testing atmosphere that
is orderly, yet relaxed. Examiners using TABE-PC Espaiol must be able to read and speak
both English and Spanish.

Tell the examinees that the tests concern basic skills they use in their everyday lives. They
need not make any special preparation for testing because the tests are designed to assist
in discovering their mastery (or lack of mastery) of skills.

Explain that they might encounter some items that they cannot answer because they have
not had experience with the particular content or subject area. Encourage the examinees
to attempt all items.

Examinees with little or no previous experience using computers might be apprehensive
about taking a computer-administered test. Tell the examinees that they do not need to
understand computers to take the test. All instructions appear on-screen, and they can
use the keyboard or a mouse.

PRINTED MATERIALS

All TABE test items must be answered using the computer, but some item’s content
materials cannot be presented on the screen. Printed materials containing the
information are available. The examinee will see on-screen instructions indicating the
page(s) they need to read in the printed materials.
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Keep all materials secure until the testing session begins. Do not allow examinees to
preview the readers before the test. The examiner should check that the examinee has
the correct reader for the tests assigned.

TABLE 5-1: PRINTED TEST MATERIALS FOR TABE WFS AND TABE EsPANOL

TABE Work-related Foundation Skills TABE EspafNoOL

General Form Reader, Level D Level E Reader

Trade/Technical Reader, Level D Level M Reader

Health Reader, Level D

Business/Office Reader, Level D

STARTING TABE-PC ONLINE AND TABE-PC ESPANOL

Each TABE examinee must be registered before beginning the test. The form and level of
the tests administered can be established at the time of registration or the level can be
determined by a Locator test, if one is available for your edition of TABE-PC.

NOTE: There is no Locator test for Work-Related Foundation Skills.

To take a TABE-PC test, follow these steps:

1. Double-click on the TABE-PC icon.
= The TABE-PC Online file name is ONLINE32.EXE. 4 4
= The TABE-PC Espafiol file name is ONLINE32S.EXE. TAEE-PC TAEE-PC
Cnline Esparial

NOTE: TABE Espaiol instructions and questions are in Spanish.
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2. You will see the Student Sign-On window. Type

your student identification (up to 10 characters),
and click OK. If you click Cancel, you will exit ShuderiMumber [
TABE Online. Examiners can provide an

examinee with the correct number. The oK | Cancel |

examiner assigns the ID when registering the
student.

NOTE: If the student enters an incorrect number, a message appears requesting the
proper number.

3. After typing their student identification
number and clicking OK, the student is

asked to verify their sign-on. Click Yes if

this is the correct name; otherwise, click Mathematics Computation
. Applied Matheamatics

No to return to the Student Sign-On Language

window and type the correct student ‘Yacabulany

. P Language Mechanics

identification. Spelling

4. You will see the Select Subject Area

window, which lists all the norms
assigned for the selected test battery. The oK Quit
student highlights a test, and clicks OK. If
the student clicks on Quit, they will see the Test Results window, indicating which of
the assigned tests has been taken. Click Quit in the Test Results window to exit TABE
Online.

5. After selecting a subject area, the student sees a directions box similar to this. Click
Yes to start the sample test. All the tests have a sample test that the student can use

themselves with This test is about undarstanding what you read. You will do two sample ikems.
responding to test When you start working on the test, be sure to read the directions For each item,
questions. If the student Sl L T

clicks No indicating that Ves No |

they are not ready to

begin the test, they return to the Select Subject Area window.

6. Once the student takes the sample test, the selected test starts. The student
navigates the test by using the toolbar at the bottom of the window. The student can
track the time, stop the test, and bookmark the item where they want to return.

Minutes to Go

9:45

41 Go Back ”zcom}' S ReviewLater @ stop Test |iﬁammm] 4 ESmmdl
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7. The student receives a 1-minute warning before
the end of the test. When the test time has
elapsed, the student will see this message. The @ You must stop the test at this tine.
student clicks OK, and returns to the Select

Subject Area window. For information on how

to stop or end the test, see “Stopping TABE

The testing time has ended. El

Tests” later in this chapter.

RESPONDING TO TEST ITEMS

TABE questions can be answered using a mouse or keyboard.

USING THE MOUSE
An examinee taking the test using a mouse follows these conventions:

= Double-click on the boxed letter answer choice; you will move to the next item.

= Click on the numbered icons at the bottom to navigate through the test.

= Scroll lengthy passages using the scroll bar arrows at the right of the window.

=  Toscroll aline at a time, position the mouse cursor on the up or down arrow in the
scroll bar to the right of the passage and click.

= To scroll a page at a time, position the mouse cursor in the scroll bar between the box
in the bar and the arrow for the direction you want to move, and click.

USING THE KEYBOARD

To facilitate testing for examinees unfamiliar with the keyboard, the examiner might want
to place a small colored label on the keys that will be used during the testing, or identify
the keys in some other way that will make them stand out.

The examiner should be careful not to obscure the letters or symbols on the keys:

= A, B, C, D, and E to choose an answer. Press the key twice to enter an answer and
move to the next item.

= 1, 2,3, and 4 to navigate through the test. When an examinee moves ahead without
answering an item, the unanswered item is automatically marked for review.

= Yand N to respond to Yes/No questions.

= T and ¢ press the up- and down-arrow keys for scrolling lengthy passages.

= Enter to move to the next item.

= The keys needed for typing the student identification. (You might want to help
students type the number.)
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THE STUDENT TEST TOOLBAR

The student sees a toolbar at the bottom of their screen while taking a TABE-PC test.
TABLE 5-2 lists the toolbar buttons and their functions. The toolbar looks like this:

{16oBack | RGuArmﬁ}J S ReviewLater @ stop Test | [ Bookmark | < ﬁs-_....-.i[

Minutes to Go

TABLE 5-2: STUDENT TOOLBAR BUTTONS AND ACTIONS

Button

Action

4 1 coBack

i

Each time you click the Go Back button, you move to the previous
test item. If you are at the first item in the test and click the Go Back
button, a test directions box will inform you that you are at the
beginning of the test.

2 Go Ahead

Each time you click the Go Ahead button, you move to the next test
item. If you are at the last item in the test and click the Go Ahead
button, a test directions box will inform you that you are at the end
of the test, and ask if you want to check your answers.

3 Review Later

Click the Review Later button when you want to mark a test item to
review at a later time. Clicking this button puts an asterisk next to
the item number. When you finish the last test item, you will see a
test directions box informing you that you are at the end of the test,
and asking if you want to check your answers. Click Yes to return to
the test items you marked to review. Click the Go Ahead and Go
back buttons to see review all the asterisked items.

@) Stop Test

Click the Stop Test button when you want to stop taking the test.
You will see a directions box asking you to verify that you want to
stop and score the test. Click Yes to return to the Select Subject
Area window; click No to resume taking the test.

ﬁ Bookmark

Click the Bookmark button to set a bookmark where the student left
off. When the student starts TABE Online or TABE Espafiol again,
the program will automatically start the test at the bookmark. The
test timer stops when the bookmark is set, and resumes
automatically when the student returns to taking the test.

- B Sound

Click on the Sound button if it is highlighted to hear a sound file
associated with the current test item. If the Sound button is grayed
out, there is no sound associated with this file.

Minutes to Go

345

The time counter indicates how many minutes and seconds you
have to finish the current test. If the examiner has administered a
test without a time limit, the time counter will be blacked out.
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STOPPING THE TABE TESTS

The student can stop taking the TABE test at any time by:

= Responding to the last test item

= Setting a bookmark to return to the test at another time
= Using the test toolbar Stop Test button

= Reviewing their responses

= Scoring their test

= Reviewing their test results

RESPONDING TO THE LAST TEST ITEM

When the student completes all the test items and Test Directions »

responds to the last item, they will see this directions

box. The student clicks on Yes to review items. The D ET0 € D eI | 2 e

student can use the student test toolbar at the Do you want to check your answers?
bottom of the screen to go back to items that were

. . Yes Mo
marked for later review, or to review answers to all

the questions.

SETTING A BOOKMARK TO RETURN TO THE TEST

The student clicks on the Bookmark button in the student test toolbar to indicate where
they will resume when they next start the test. When the student starts TABE-PC Online
the next time, the program will automatically start the test at the bookmark.

The test timer stops when the student sets a bookmark, and resumes when the student
returns to the test.

The test administrator controls access to bookmarks. From the TABE-PC Registration
program, the administrator uses the Assign Bookmark Password command in the Options
menu. Before a student can bookmark their test, they must correctly enter the
administrator-assigned password. The Assign Bookmark command lets administrators
eliminate any misuse of bookmarking to gain additional testing time for reading passages
or solving math problems. For more information about assigning a bookmark password,
refer to Chapter 4 “Assign Bookmark Command.”
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To set a bookmark while taking the test, the student follows these steps:

1. While taking a test, the student clicks on the Bookmark button in ﬁ Boolinark

the student toolbar.
2. The student types the administrator- _
. . Bookmark Test
assigned password, the clicks OK.
3. The student sees a direction box indicating :SF;:iﬂrLFUSS":"f': is required to
that the test has been bookmarked, and parmarE youriest
clicks OK. TABE-PC Online closes.

Enter passwaord:

Directions

Student test has been bookmarked, 0K Cancel

USING THE STOP TEST BUTTON

During the test, the student can use the Stop Test button in the student test toolbar at
the bottom of the screen to stop at any time.

To stop taking the test, the student follows these steps:

1. While taking a test, the student clicks on the Stop Test button in the @Stop Test
student toolbar.

2. The student sees a direction box asking if they want

to stop and score their test.
3. The student clicks on Yes to stop. If the student
clicks on No, they can continue taking the test. Ves Mo

Do you want ko stop and scare your test?

If the student has not completed any subtests, they will see a message. If they have
completed at least one subtest, they will return to the Select Subject Area window where
they can choose to start another test.
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REVIEWING RESPONSES

To review responses, the student follows these steps:

1. While taking a test, the student clicks on the Review Later button
in the student toolbar. The student will see an asterisk next to

3 Review Later

the test item number, highlighting the item for review.
2. When the student finishes the last test item, they
see a direction box asking if they want to check their

Test Directions

. . . ‘You are at the end of the test,
answers. The student clicks on Yes to review their

. . . (] t to check 7
responses starting at the beginning of the test. £ WO AT B ENSCE YEUT answers

Yes Mo

The student uses the Go back and Go ahead buttons in

the student toolbar to check each response. If the student clicks on No, they will be asked
if they want to stop and score their test at this time.

SCORING THE TEST

When the student chooses to stop the test, a confirmation is required before TABE Online
will score the test.

NOTE: Once a student chooses to score their test, they are no longer allowed to respond
or change any of their responses.

If for any reason the examiner needs to unscore a student's test, they can use TABE-PC
Registration's Unscore command in the Student menu.

REVIEWING TEST RESULTS

The examiner must have used the TABE-PC Configuration command in the Options menu,
turning on the Display Report option for a student to see their test results. For more
information, see Chapter 4 “Configuration command.”

When the examiner has set the Display Report option on, the student can view their
score after each test is completed and scored. When Display Report option is off, the
examinee cannot view their score.
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