Skate Australia
Electronic Proficiency Test Forms

User Notes

Note that this version 44 adopts a revised file name format to control the length of file name.  This was brought about by allowing people to decide where their data files would be held.  This caused some path names to be too long, and Windows could not open the files.  There are validation tests in the file to restrict the length of path names.

The date format has also been changed to a 2 character year rather than a 4 character year.  Therefore it is best to ensure that ALL CLUBS ARE USING THE SAME VERSION OF THE SPREADSHEET TO ENSURE THAT NO PROBLEMS ARISE.

General concept of these forms.

For Club Art Reps

These forms were developed to enable you to prepare your test nomination forms electronically.  The forms look much the same as the old hand-written forms.  However, the files created can be zipped and emailed to your Artistic VP.  This is the expected method of transmission.  You are not expected to print and mail hard copy.

These user notes assume that the person completing the forms is familiar with computer software, and understands concepts such as “zipping” and file names.

Art VP

The Art VP receives the electronic files from each Club, assembles them all, prints the judges marking sheets and, if required, the referee marking sheet (see instructions below re the referee sheet).  All files are taken to the test centre.  Some people organize all of the tests in folders for each test, eg freeskating number 1.

Test Supervisor

Before the test starts the test supervisor will load all of the test files onto the test centre computer in folder c:\temp.

Detailed Club Art Rep Actions.

1. To use these test forms, you must have Microsoft Excel on your machine.  The forms have been tested with both Excel 2003 and Excel 2007.
2. Save the file “SA Proficiency Test Form Rev 44.xls” in a convenient location on your hard drive.  
3. Open the spreadsheet.  If you get a security warning about macros, click the “Enable Macros” button.  If you receive a security message that won’t let your machine open the file, then you need to reduce the security setting on your machine.
4. Enter the test details on the tab called “Data Entry”.  You can only enter data in the yellow cells.  This is the only place you need to enter data.  All data will be automatically placed in the correct places in the Test Marking Sheet, Test Application Form, and, if the test is freeskating or precision, in the Contents List.

5. When you enter the test number, the test requirements will be entered for you.  This reduces your data entry and eliminates data entry errors.  You cannot change this data, You can only change the test number.

6. For Solo Dance Star tests, leave the requirements blank.  The test dances must be drawn at the test centre.  The Test Supervisor can then enter the test dances and print the relevant test forms.

7. Note that, when entering test number, there are now error tests applied to this, so that only correct test numbers can be entered.  There have been instances of people using the space bar to delete test numbers.  However, the space bar does not delete data but puts a blank in the cell.  This is no longer permitted and an error trap will catch this. 

8. Before saving the skater data, fill in the field under “Where do you want to save this test centre”.  This allows you to save the data anywhere you want to.  However, there is a limitation on the length of the path name.  If you exceed this path length, you will get an error message.

9. When all data has been entered, click on the button called “Save Skater File”.  A copy of the spreadsheet will be saved in the directory that you entered in step 8.  This file will include in the name of the file, the skater’s name, the test being skated and the date of the test.  Do not change this file name.
10. If you want to print a hard copy of the forms, press the print buttons for each form that you want to print.  However, as noted above, it is not the intention that these forms be mailed as hard copy, but that the files are submitted electronically by email.

11. After saving the file, you may clear some data from the form by pressing the “New Test” button.  This will delete skater name and number, partner, and content list data, as well as test number and test fee.  
12. Repeat this for each test.

13. As each test file is saved, a record is added to a file called “SA Proficiency Test Summary Sheet – Test Date” which is in the same location as you set in step 8.  This file should be sent with your test files to the Art VP.  It includes a summary of all tests that you have prepared, including the cost of the tests.

14. When you have finished all tests, take all of the files from your save folder, including the summary sheet above, and email them to your Artistic VP (or whoever runs your test centre).  You should zip these files to reduce the size before sending.
15. For all freeskating and precision tests, where a contents list is required, print the Referee’s Marking Sheet, and have the skater sign the contents list on this page.  This page MUST be taken to the test by the skater and presented to the Referee when he/she marshalls in.

Artistic VP (or delegated responsible person) actions.

1. Upon receipt of the files from the Club Art Rep, you can open each file in turn, and print the Judges Marking Sheets.  Do this by scrolling down the Data Entry tab and click on the button labeled “Print Marking Sheets”.  Three separate sheets will be printed, with contents lists.  The contents lists will be empty for events other than freeskating and precision.  The judge number is indicated at the top of each sheet.
2. Alternatively, you can print all sheets at once by opening one of the files, ensuring that the Data Path is set to where you have saved the files, and clicking on the “Print All Judge/Ref Sheets”.  This will print all of judge1 marking sheets, then judge 2, judge 3 and the referee sheets.
3. If the test is a freeskating or precision test, the skater is required to present the Referee’s Marking Sheet, with contents list, signed, when they marshall in.
4. Do not print the Application Form at this time.

5. Prepare your test program in the normal way.

6. Be sure to take all of the files to the test.  The files can be organized in any way that suits you, eg in subfolders for each discipline and test number.
Test Supervisor

1. At the test, whoever is completing the paperwork will enter the marks to the tab called “Application Form”, just as they would enter them manually on a paper copy.  Also enter the judges’ names to this sheet.  The judges’ names will not print on the Application Form presented to the skater.
2. Select “Pass” or “Fail”.  The form will not print unless you have selected either Pass of Fail.

3. After the marks are entered, print a hard copy for the referee to check and sign, and for handing to the skater.  This is the equivalent of the Pink copy in the old system that was handed to the skater.
4. If you need another hard copy for your records, print as required.

5. At the end of the test, open any test form, and press “Prepare Summary Results”.  Note that the test venue may be entered differently by different clubs, for example, Runaway Bay, Runaway Bay Sports Centre, or Runaway Bay Sports Complex.  The test venue in the test form to be used for the results sheet must match the folder name that has been sued for assembly of the individual test files.  To ensure no problems, it is suggested that a clean test form spreadsheet is opened, and the test venue and test date entered, and that this clean sheet be used to run the results sheet.

6. Pressing the “Prepare Summary Results” button will then open every form in the data path that you have entered, and its subfolders, for this test centre, and assemble a results sheet that can be printed.  This is in a new spreadsheet that will include the summary results, plus a copy of the Application Form for every skater.  It will be saved in the same location as the test files.
7. The summary spreadsheet should be zipped and forwarded to the CAOC Chairperson – Pat Wallace (copy to the AAC Chairperson – Rosemary Wilkins).  This is the only file that needs to be sent, since it contains all of the results data, and zips to a small file.
8. When this summary spreadsheet is opened, you will be asked if you want to update the data.  The answer is NO.  If you answer yes, it will look for the original files to update the data.

Warning:  To use this version 44 of the spreadsheet to assemble a summary results file for a test using an earlier version, change the date in the test centre folder to read, eg 8 Feb 09 instead of 8 Feb 2009.

If any questions, please contact Chris Clough on (07) 3800 1109 or at cloughc@bigpond.com

