Air War College Distance Learning (AWC/DL) Examination Instructions
Introduction:  AWC/DL students are evaluated utilizing comprehensive, written, on-line exams via the Air University Student Information System (SIS).  The base testing office is the primary location for these tests to be administered. A request by the student to use an alternate, individual proctor is secondary and must have AWC approval. The student must coordinate with the testing office to arrange a schedule for this test (with typing).  The base Testing Officer needs to control when these test are administered for least disruption to other testing. The examinations require a computer connected to the internet for the student to complete the testing requirements.  All examinations are closed book exams; students should have pencils and scratch paper available to make notes, but should not remove any materials from the testing room.
Student Responsibility:  
1.  Students should coordinate with the test center for a time to take the examination.   Most test centers have a method for the student to request testing via an on-line request.   The student will insure they have indicated, in their student record, the TCF they will be testing at and also indicate TCF as the ‘test monitor’ for their AWC on-line examinations.  Students should review the specific exam instructions prior to arriving at the test center and again when the test is being opened by the test monitor at the test center.  If the student has questions about the instructions during testing, they should access and review those instructions via the Resources menu.   
2.  The examinations are timed, with the system establishing and tracking the amount of time permitted.  No examinations will be longer than 3.5 hours.  The student is provided a timer on the exam screen with the amount of time remaining in the testing session.  This will assist the student in managing their testing session time.  

3.  During testing, the student can answer questions in any order and should ‘Save and Do Not Submit’ after each question is answered and for longer answers, every 5-10 minutes.  The system will ‘autosave’ data every minute while internet connectivity is maintained.  The student should check the bottom left of the screen for “AutoSave…Done (time)” periodically to insure the internet connection is open and data is flowing.  The autosave time will change every minute after the 1st minute of the exam and will resume one minute after a student does a ‘Save and Do Not Submit’.  Failure of the student to follow these instructions can result in lost exam data and possibly the entire exam.  If the autosave displays as “Autosave…Error (time)”, there is most likely an internet connectivity problem.  The student must log out of SIS, close the browser, reconnect to the internet, log-in to SIS, and open the exam as originally done when beginning the exam.  All exam data will be saved up to the time internet connectivity was lost. 
4.  Once done, the student should review their answers for completeness, check to be sure autosave is still running properly, and when ready ‘Save and Submit’ which will begin the process of closing the exam and submitting it for grading.   Should the time for testing expire, the student will receive a pop-up message informing them their test session time has expired.  Once they acknowledge this message, the system will submit the exam for grading without further actions by the student or test monitor.
Test Monitor Responsibility:  
1.  Provide a date and time to test, as well as an internet capable computer for the student.  Total exam time should not exceed 4 hours; 30 minutes of test monitor administrative time and 3.5 hours maximum testing time.  Most exams will be less than 3.5 hours testing time.  The student can tell the test monitor how much time is needed by reviewing their student guide and/or exam instructions.  However, the system will not permit more than the time AWC has allotted for the particular test being administered.  SIS will provide the correct amount of testing time and keep the student informed via a timer on their exam screen.  Should the student lose internet connectivity, once the exam is reopened, the timer will resume at the point connectivity was lost.
2.  Check SIS for the authorization to take the exam.  This will be an entry on the ‘Students Awaiting Tests’ report displaying the student’s data and the ‘Unlock Code’.  The ‘Unlock Code’ will be used to open and close the student’s on-line SIS exam.  
Testing 

· Provide pencil and scratch paper for the student to use during the exam and collect the scratch paper after testing and destroy any notes

· Provide a computer with internet access capability and have the student log-in to their AWC  SIS Student Record 

· The student will click on ‘take test’ for the course they are testing for, which will lead to a screen asking for the ‘Unlock Code’.  Enter this code as requested, in the exact format provided in the ‘Students Awaiting Tests’ report.  This will open to 2-3 messages; one informing the student to review test instructions and another concerning loss internet connectivity.  The student can review the exam instructions at this time or proceed to testing.

· Once the exam opens, the timer will begin.  The student can answer questions in any order desired and should type answers into the space provided.  After one minute into the testing session, the student should note ‘Autosave….DONE (time) on the bottom left of their screen.  This indicates test data is automatically being saved by the system.  The time indicated should change every minute as data will be transmitted every minute to the AUSIS server at Maxwell AFB.  The student can also submit test data periodically by utilizing the ‘Save and Do Not Submit’ button at the bottom of the test.  IF the  autosave indicates ‘Autosave…ERROR (time), there is an internet connectivity problem and no more test data will be saved.  The student should log out of SIS, close the browser and begin the test process again (connect to internet, log into SIS, click on ‘take test’, reenter unlock code, and open test).  All test data will be saved up to the time of lost internet connectivity.
· The student must monitor the ‘Autosave’ and utilize the ‘Save and Do Not Submit’ button to prevent losing exam data and having to repeat entering answers or having to retake the entire exam at another time.  The testing timer will run even if internet connectivity is lost, but will recalculate the remaining test time once the internet connectivity is reestablished.  
· Once the student is finished testing, they should notify the test monitor, then do a ‘Save and Submit’, confirm they are ready to submit the test, then have the test monitor enter the ‘Unlock Code’ to close the testing session.  NOTE:  allow sufficient time (1-2 min) for the data to transmit before closing the browser.

· Should problems occur during testing which can not be resolved by following these guidelines, contact AWC/DL at DSN: 493-6093/5633/5741 or commercial (334) 953-xxxx.  Should test time be lost due to circumstances beyond the test administrator or student’s control, contact AWC/DL .
· For test centers without internet capability for testing, the student should be directed to contact their AWC/DL instructor at awc.dl@maxwell.af.mil for assistance in arranging an alternate method of testing.
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