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ICS SKILLS ATS FREQUENTLY ASKED QUESTIONS

MAKING THE SWITCH TO ICS SKILLS ATS
Q. What is ICS Skills ATS ?
A. ATS is ICS Skills Automated Testing System.  It was introduced in September 2009 for ECDL Syllabus 5 for quality assurance reasons and to improve and simplify the management and administration of ECDL for our test centres.  
Q. I want to use the new system immediately what is the first step?

A. Email support@ics.ie with your request. Our support team will organise your changeover. 
Q. How long will changing over take?

A. Changing over to the ICS Skills ATS is instantaneous once you have informed ICS Skills and confirmed your computers meet the minimum requirements.  Making the switch to ICS Skills ATS is absolutely free.
Q. Will I receive training in using the new system ?
A. YES. ICS Skills run free nationwide ATS training sessions to train you in every aspect of the system.  Further information, user support documentation and videos are available through our ATS website: http://www.ics-skills.ie/ats/ .  An on-site training session can be arranged for groups.  ICS also have a dedicated support team to deal with any further queries by email (support@ics.ie) or telephone (01 775 3003).
How do I prepare to introduce ICS Skills ATS in my centre?
1. Attend an ATS training session. Visit http://www.ics-skills.ie/atssessions to view and book onto a session.
2. Prepare computers for testing.  Download systems requirements and prerequisites for testing documents from http://www.ics-skills.ie/ats/usersupportATS.html and confirm minimum requirements are met.
3. Once you are ready to change over email support@ics.ie with the request.
4. Ensure all trainers and testers have attended an ATS training session and are familiar with changes as a result of implementing ATS.
5. ICS-Skills can arrange a visit to your centre at any stage during the implementation of ATS. To request this please email support@ics.ie.
USING THE SYSTEM
Q. Where is automated testing used?

A. ICS Skills ATS is used to test ECDL and ECDL Advanced programmes.

Q. Will ICS Skills ATS run on my computers?

A.  ICS Skills ATS will operate on computers  with Microsoft  XP, Vista and Windows 7 operating systems.  Automated tests are available for Microsoft Office 2003, 2007 and 2010. Download the ATS System requirements document from http://www.ics-skills.ie/ats/usersupportATS.html for a full list of requirements.

Q. Do we still have to fill out paper Skills Cards when using the ATS?

A. NO, once you start using the ICS Skills ATS the skills card you purchase will be electronic.  The management of ECDL and ECDL Advanced candidates from initial enrolment through to certification is now carried out entirely online, virtually eliminating any paper record-keeping.
Q. Can we still continue to fill out skills cards that are in use?

A.You have the option to continue to manually record the candidates information or to enter their details onto the new ATS system.
Q. Do we still require two accredited testers in our centre to run ECDL using ICS Skills ATS?
A.  Yes. The requirement to have a minimum of two accredited testers associated with your centre remains the same.
Q. What format do the questions take in the ATS?

A. There are three types of questions on the ATS system. 1) Hot-spot, 2) In-Application and 3) Multiple choice.
Q. What is a diagnostic test?
A. Diagnostic tests are available for every module. They act as a knowledge check encompassing every element of the chosen module.  Diagnost tests have no time limit and can be suspended therefore a candidate can complete it at their own pace as they progress through a particular module or when they have complete their learning.  When the test is ended a full printable review is available outlining incorrect answers and suggested solutions.  

Q. Can diagnostic tests be repeated?

A. Yes. Diagnostic tests can be purchased and repeated as many times as you so wish.   However once a candidate chooses to end the test you must use a new test credit if you wish to repeat the test.
Q. Are diagnostic tests mandatory?

A. No.

Q. Are certification tests selected randomly ?

A. Yes.

Q. Is the “Help” function on the PC disabled ?

A. No. Candidates can still access the Help function on the PC as with manual testing.
Q. What happens if my internet connection is lost during a test?

A. The test will be there once you log back in. In the event of an interruption to a test no information is lost and the candidate can resume from where they left off.

Q. What happens if my PC crashed during a test?

A. The test will be there once you log back in. In the event of an interruption to a test no information is lost and the candidate can resume from where they left off.

Q. Is there a time limit to restarting the test in the above cases ?

A. No. You can log back in at any stage and continue the test.

Q. Is there a time limit to the number of times a candidate can repeat an exam?

A. Each ATS will have a bank of four possible tests for each module. If a candidate has tried all four please contact ICS Skills for further information on repeat tests. All tests must be completed within a three year period.
Q. Do I have to use electronic courseware?

A. Electronic courseware is not mandatory.  ECDL and ECDL Advanced manuals can be purchased by visiting shop.ics-skills.ie or tutors can create their own notes.
Q. Will there be practice tests available for tutors?

A.Yes – demonstration accounts can be set up for tutors. Please contact support@ics.ie
PRICING AND PURCHASING UNITS
Q. How much will it cost me to make the switch?

A. Making the switch is ABSOLUTELY  FREE.
Q. How much will it cost me to purchase tests, skills cards, online courseware?
A. Skills cards, courseware and tests can all be purchased directly from our online shop . Log into the shop ( https://shop.ics.ie/index.php) using your co-ordinator username and password to see your centre prices. Alternatively email support@ics.ie to request a quote for your centre. 
Q. What is the most economical way of purchasing tests?

A. The most economical way of purchasing ECDL tests is to buy a test  bundle which comprises one skills card, seven certification tests and access to ECDL eLearning.  Every certification test comes with a FREE diagnostic test when placing your FIRST order online.  
Q. If I buy a bundle for a particular candidate and they don’t use the tests, can those tests be allocated to another candidate?

A. Yes, your centre receives a bank of tests that can be allocated as you so wish.
Q. Is there a minimum order for ordering tests?

A. Most centres find it convenient to purchase sufficient tests to cover the requirements of their enrolled candidates; however, ICS Skills will always facilitate individual centre needs.
COORDINATOR

Q. How do I ensure that the tests will run on the computers at my centre? 
A. Ensure that you have completed the system requirements test on ALL computers.  This will check to ensure that the correct settings have been applied locally and that the correct applications are present on the computer.
Q. Are my testers automatically set up as invigilators on the system? 
A. Accepted testers for your centre are automatically set up as Invigilators for your centre. To accept testers please log  into www.ics-skills.net and visiting the “manage testers” section. If you have not accepted your testers prior to being set up on the ATS they must be added manually. Please see the ATS User-guide for details on how to do complete this task.
Q. Do testers need to re-attend Tester Training to use ICS-Skills ATS?
A.  No.  Provided testers have an Accredited Tester Certificate issued within the last 5 years, they do not have to re-attend a tester training session in order to use ICS-Skills ATS. We do advise all testers to attend our training sessions on using the ATS system. To receive a list of planned ATS trainings sessions please email support@ics.ie. 
Q. Can I add a new candidate to a class that is already submitted to the ATS ? 
A. YES. Candidates can be added to a class at any stage. The candidate will automatically inherit the same number of test credits as all other candidates in that class.
Q. My candidates are ready for certification. What should I do ? 
A. Please visit the “Manage Certificate” section on www.ics-skills.net. Here you can search by candidate / class / skills card and automatically apply for certificates for your candidates.  Further details can be found in the ATS User-Guide.
Q. Can candidates who have been tested at a different test centre be entered onto the ATS for my centre?

A. Yes. Their prior records can be entered onto your system for testing. ICS Skills will transfer the candidate details across to the new centre.

Q. What if I have candidates who have already  passed manual tests for some modules  but will continue their ECDL tests using automated tests?
A. There is no delay for these candidates. You can assign them to a class and enrol them using their current skills card number. They may continue their tests using the new ATS. The manual results from their previous tests can be added into the ATS system and their certificates can be applied for online.
Q. Do I need to transfer all my old candidate data into the ATS?
A.  NO. The option to do this is available, but not necessary. We recommend any current candidate details be transferred into the ATS  so these candidates can continue their tests using ATS. Previous candidate data  stored in your centre database should be kept for ten years.
INVIGILATOR

Q. What should I do if my candidate’s computer crashes during a test?
A. Restart the computer immediately. The candidate should log back into the testing site as before. The test will have suspended at the moment that the computer crashed. The candidate will be able to begin the test again immediately by clicking on the same link that brought them into the original test. No time will be lost in this situation. 

Q. What should I do if my candidate’s Internet connection crashes during a test ?
A. Close both the browser window and the Microsoft application immediately.  Re-open the browser window.The candidate should log back into the testing site as before. The test will have suspended at the moment that the Internet connection was lost.  The candidate will be able to begin the test again immediately by clicking on the same link that brought them into the original test. No time will be lost in this situation.

Q. What should I do if the Microsoft Appliction ( word, excel ) crashes during a test ?
A. Close both the browser window and the microsoft application immediately.  Re-open the browser window.The candidate should log back into the testing site as before. The test will have suspended at the moment that the application failed. The candidate will be able to begin the test again immediately by clicking on the same link that brought them into the original test. No time will be lost in this situation.

Q. Is there a time limit to restarting the test in the above cases?

A. No. You can log back in at any stage and continue the test.

Q. Is there a time limit to the number of times a candidate can repeat an exam?

A. Each ATS will have a bank of four possible tests for each module. If a candidate has tried all four please contact ICS Skills for further information on repeat tests. All tests must be completed within a three year period.
Q. How do I track my candidates tests results when using the ATS?

A . Candidates results can be accessed quickly by visiting the “Manage Certificate” section on www.ics-skills.net. Here you can search by candidate / class / skills card and view their results to date. Further details can be found in the ATS User-Guides.
Q. How do I track my candidates progress on the Learning Management System?

A . Summary data is available on the LMS which outlines a candidate’s progress through the online learning modules.  Further details can be found in the ATS User-Guide “Administer Online Learning”.
Q. Do diagnostic tests require an invigilator’s log in details?

A. No. Candidates can access diagnostic tests from any location.

Q. Is there a demonstration test available?

A. Yes. A demonstration test is available free of charge, outlining the interface for each module. Diagnostic tests are also available for each individual module.

Q. Will there be practice tests available for tutors and testers?

A. Yes – demonstration accounts can be set up for tutors. Please contact support@ics.ie
CANDIDATE
Q. What is the time limit for each individual candidate’s ECDL testing using the new system?

A. The time limit has not changed. Each candidate has three years to complete their ECDL.
Q. Can candidates access the online learning and diagnostic tests from home ?

A. Yes. All are web-based therefore they can access from anywhere with an internet connection.
Q. Do candidates need Office on their home PC to access the online learning from home ?

A. No. All learning material is web-based, therefore they do not access any applications.
Q. How do I ensure that diagnostic tests will run on a candidate’s home computer? 
A. Ensure that they have complete the system requirements test on their computer.  This will check to ensure that the correct settings have been applied locally and that the correct applications are present on the computer.  If they have been assigned Office 2003 tests they must have Office 2003 on their home computer. Likewise if they have been assigned Office 2007 tests they must have Office 2007 on their home computer.
Q. Can candidates use the undo command to clear an “in-application” answer?

A. Yes. Their final answer is recorded when they click  “Answer”. Any activity within the application prior to this is not recorded.
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