Expiration of Assessments
An assessment goes through the following "life cycle" in the system:

1. An assessment is ASSIGNED to a candidate.
2. The candidate COMPLETES the assessment.
3. The user VIEWS the assessment results report.

If, for some reason, the candidate DOES NOT COMPLETE the assessment in step 2, the
assessment could be in one of the following states:

ASSIGNED

The assessment remains in the state from step 1--that is, the assessment is simply
ASSIGNED to a candidate. If the candidate never takes the assessment, it will eventually
expire (by default, 30 days from the assignment date). If you know that a particular
assigned assessment will not be used, you can expire the unused assessment.

ACTIVATED (STARTED)

The candidate accesses but does not complete the assessment. This leaves the
assessment in an ACTIVATED (STARTED) but not complete state. An assessment in
this state will NEVER EXPIRE. If you need to prevent a candidate from accessing the
started assessment, you will need to "Withdraw" the assessment. See Handling Started
Assessments for details.

EXPIRED

Assessments that were never started will automatically expire 30 days after the assignment
date. The default assessment expiration setting is 30 days. This setting can be modified within
the Client Information settings for your account.* An automatic job runs nightly to expire any
assessments that were assigned over 30 days ago. For example, an assessment with an
assigned date of 10/03/2011 07:17 PM CDT would expire just before midnight on 11/2/2011,
because 11/2 is 30 days past the assignment time, and the record became eligible for expired
status at 11/02/2011 07:17 PM, but didn’t actually update until the job ran just before midnight.
Assessment expiration is based on the current setting of the Assessment Expiration field within
the Client Information settings (regardless of what the setting was at the time the assessment
was assigned).

* Contact your Pearson account representative for help in modifying this value.

See Reclaiming Expired Inventory for more details.

Expiring Unused Assessments

If you have assigned an assessment to a candidate but the candidate does not take the
assessment for some reason, you will want to reclaim the assessment and assign it to another
candidate.

To do this, you will need to “Expire” the assessment:

1. Click Results to access the Results pane and the Product Status Matrix.
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Product Status Matrix

: Product Title o Awailable Assigred [ Complated [ Eupirad ‘Withdrawn

Advanced Murnerical Reagoning Aparaigal 5 & 3 ] 1 ~

2. Click the number in the “Assigned” column for the assessment you wish to expire.
The Assigned Detail window will appear.

3. Find the record or records in the list for the candidate(s) whose assessment(s) you wish to
reclaim. Check the box to the left of their name(s).

4. Click the Select Action drop-down list to display the list of available actions, as shown
below:

Bennett Mechanical Comprehension Test - Form S - Assigned Detail

Search: Date Range: 04/07/2010 |= ™ 08/05/2013 |=| -- Select Group -- - \ Search

First Mama Last Mame Login D Date Assigned Assigned By Date Activated Launizh

Randy Acosta racostaloginlD 1018201 gz:z::; 20 =
Wilton Agner wagnerLoginlD 04/09/2012 Rose Ena 0411012012 Launch | |_
Heather Jennings HeatherJennings 07i26f2012 Heather Jennings | 07/26/2012 Launch

tast pETSON ahfinashfdaahfa 013152012 Super2A User 01r3172012 Launch

Resend Assignment Email Template: Tester Assigned - English -

Actions: | Select Action [] | Apply

Salect Action

Resend Assignment Email

Sand Reminder Email

Expire Asssssment Close
Withdraw Assessment

Resend Assignment Email: Resend the assignment email to the candidate using

the Tester Assigned email template selected under the Resend Assignment Email
Template option. The assignment email usually contains a link to the assessment so

the candidate may re-access the assessment in order to complete it. See Email Templates
for more details on using email templates.

Send Reminder Email: Send the reminder email (using the Tester Assigned Reminder
email template) to the candidate. This email also typically contains a link to the
assessment.

NOTE: The display of the Resend Assignment Email and Send Reminder Email
options is based on your Client settings. If you do not see these options and you would like
to, contact your Pearson account representative.

Expire Assessment: Use this option to expire the assessment so it can be reclaimed and
assigned to another candidate (see step 5 below).

Withdraw Assessment: Remove the assessment from the Assigned Detail
window and place it in the Withdrawn list.This action also disables access to the
product from any assessment links given to the candidate. This option is only
available for assessments that have already been started (have a date listed in
the Date Activated column). See Handling Started Assessments below.
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5. Select “Expire Assessment” from the Select Action drop-down menu to expire the
assessment. Then click the Apply button. You will see a prompt asking you to confirm
the expire operation. Click OK to confirm the action. You will then see a notice
confirming the expiration. Click OK again. The record(s) will be removed from
the Assigned Detail window and placed into Expired status.

NOTE: The “Expire Assessment” option will not be available if the assessment

has been activated (started). You can tell an assessment has been started if a

date appears in the “Date Activated” column on the Assigned Detail window. See Handling
Started Assessments below.

6. Click the Close button to return to the Product Status Matrix. You will see the number
under the "Assigned" column reduced and the number under the "Expired" column
increased by the number of assessments expired.

To reclaim the inventory that has been expired, see Reclaiming Expired Inventory.

Handling Started Assessments

If a candidate accesses but does not complete an assessment, the assessment is left in
a started but not completed state. Assessments that have already been started are
spoiled inventory and should not be used for a different candidate. Demographics and
question item data may have already been filled in and the timer may have been
started on timed assessments. In a started state, you will see a value in the Date
Activated column in the Assigned Detail screen.

Additionally, An assessment that has been started will NEVER EXPIRE. If you need to
prevent a candidate from accessing the started assessment, you will need to

"Withdraw" the assessment using the "Withdraw Assessment" option from the Actions
menu in the Assigned Detail window. See the information below about the options on the
Actions menu and withdrawing an assessment.

To view started assessments:

1. Click the Results tab to bring up the Product Status Matrix. Click the number in the
“Assigned” column for the assessment you wish to view.

Product Status Matrix

Product Title a  Awailable Assigred Complated Exupirad ‘Withdrawn

Advanted Hurmercal Reasoning Aparaisal 5 & 3 ] 1

2. The Assigned Detail window will appear (see example below).
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Bannatt Machanical Comp nsion Test - Form S - Assigned Detail

Search: Date Range: 04/07/2010 | [=| to 08/05/2013 E -- Salect Group -- - & Search
1 ===
First Mame Last Name Login ID Date Assigned Assigned By Date Activated Launch
Randy Acosta racostaloginiD 1071852011 g‘;ffz::: 11r1120M Launch |
Wiltan Agner wagnarLaginiD 04972012 gﬂ:ez::: 0471072012 Launch 3
Haathar Jennings HeatharJannimgs arr2ef2012 Heather Jennings 072672012 Launch
1est person ahfioashidoahfo 013172012 SuperQA User 0173172012 Launch

Resend Assignment Email Template: Tester Assigned - English -

Actions: Select Action - Apply

Close

3. Started assessments will have a value in the Date Activated column. The Select Action
menu has the following options:

Bennekt M | Comprahension Test - Form S - n.::::::ignmj Datail
Search: Date Range: 4/07/2010 |&= ™ 08/05/2013 |[=| -- Select Group -- - « Search
i | = >
First Name Last Mame Login I Diate Assigned Assigned By Date Activated Launch
Rose Ena i =
Randy Acosta racostaloginlD 10MBA20M Ganzalez Tzm Launch
. : Rose Ena
Wilton Agner wagnerLoginlD 04/08/2012 Gonzaler 0411042012 Launch 3
Heather Jennings Heatherlennings 07/26/2012 Heather Jennings | 07/26/2012 Launch
tast pETSON ahfinashfdaahfo 3152012 SuperdA User 0173172012 Launch

Resend Assignment Email Template: Tester Assigned - English -

Actions: | Select Action [*] | Apply

Select Action

Resend Assignment Email

Sand Reminder Email

Expire Assessment Close
withdraw Assessment

Resend Assignment Email: Resend the assignment email to the candidate using

the Tester Assigned email template selected under the Resend Assignment Email
Template option. The assignment email usually contains a link to the assessment so

the candidate may re-access the assessment in order to complete it. See Email Templates
for more details on using email templates.

Send Reminder Email: Send the reminder email (using the Tester Assigned Reminder
email template) to the candidate. This email also typically contains a link to the
assessment.

Expire Assessment: Use this option to expire the assessment so it can be reclaimed and
assigned to another candidate. This option is only available for assessments that have NOT
been started (have no date in the Date Activated column).

Withdraw Assessment: Remove the assessment from the Assigned Detail window and
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place it in the Withdrawn list.This action also disables access to the product from any
assessment links given to the candidate. If the candidate accesses their assessment link

after the assessment has been withdrawn, they will receive the following message:

@ Withaeawe - Mozily Frefon = | =
Pearson U5 QA Demo Podal - Produc. = | Prarsan L0 (A Demnes Portal - Candid ‘Withdrsn AL
= tapemeiedom ! «| 2

Ll

& Mot Vnited et Ttarbed alM B Google Hictrmaill il Pearpen Paeend Pearion PL Bl QA Demo Prod E Qlcbal e Desk Tulenitlans Temeptheut TTe UAT

@mmns [ Progress ]

Your session is no longer available. Please contact the person or company that assigned you this
session if you have questions.

Parired by
AWM

& TALK Compary

4. Click the Close button to return to the Product Status Matrix. If you have withdrawn any

assessments, you will see the number under the "Assigned" column reduced and the
number under the "Withdrawn" column increased by the number of assessments
withdrawn.

Viewing Withdrawn Assessments

To access a list of withdrawn assessments, click the Results tab to access the Product Status
Matrix. Then click on the number in the "Withdrawn" column to access the Withdrawn Detail

window (see example below).

There is no further action that can be performed with a withdrawn assessment.

Advanced Numerical Reasoning Appraisal - Withdrawn Detail *
First Mame Last Mame Login ID Date Assigned Agsighad By Date Withdrawn
Barbra Bean bhean_loginid oero9rz011 Auto 092852011

I Cloze
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