MyGateway Large Group Testing Procedures
The vendor has written the software used on MyGateway in such a way that testing a large group simultaneously may cause errors or slowness.  The problems arise from too many students accessing the same test at the same time.  To mitigate any problems, please follow the guidelines below when simultaneously testing a large group in MyGateway.

Instructor Preparation
· Build in some extra exam time to allow for technical difficulties.
· Build in some extra exam time to allow for staggered test access (see below).
· Checking the “Allow Multiple Attempts” in the test options will allow students to access the exam again without an instructor reset in the event they have a problem.
· Carefully set exam length, display times, and password to control student access and provide equitable time limits.
· If scheduling more than one simultaneous classroom for a MyGateway exam, please notify the Faculty Resource Center as they may wish to have additional tech support available during your testing time. 

Classroom Procedures
· Let all students login to MyGateway before any student tries to access the test.
· Stagger test access by letting small groups of students access the test at one time.  This could be done by row.  Building in extra exam time and then setting the time limit appropriately will ensure each student has the same amount of the time to complete the exam. The timer starts when they successfully receive the test in their browser.

· Have each student in the small group check their exam for completeness before moving to the next group.  They should scroll down and verify they have the correct number of questions and that they have a Submit button.  If necessary, retry any failures.
· Continue checking out exams by small group.  If exams begin to arrive very slowly, try to patiently allow MyGateway to catch up.  If exams quit arriving completely, call tech support immediately.
· Vigilantly check that the first completed exam submits back to MyGateway properly.  Students will likely stagger their check ins naturally, but too many simultaneous check ins could cause errors as well.  If the first checkin receives an error message, have all students hold their submissions and contact tech support immediately.  Students can continue to work on their tests, without submitting, while support is troubleshooting.
· Tech support may attempt to fix some problems by completely restarting MyGateway.  However, all students must hold their submissions until the system is completely back online.  If the students wait with their exams showing in the browser, they should still be able to submit after a restart.

· The very last resort would be to print out a student’s exam if it cannot submit.  Because the exam will not come out of the printer with a name associated, it may be difficult to assign ownership.  Also, hand grading a large number of random questions may be an insurmountable task.  Therefore, try to work with tech support for a better solution.
Troubleshooting
Below is a short list of problems and resolutions previously seen by tech support. Use it as troubleshooting guide.

	Problem
	Resolution

	Slowness
	Stagger student activity and wait for system to catch up

	Incomplete exam (bad checkout)
	Check exams for completeness as soon as they are accessed.  If incomplete, have student go back and checkout the exam again.  This may involve an instructor reset via the course Control Panel if Allow Multiple Attempts was not checked.

	Submit failure (bad checkin)
	If an exam fails to submit after a short wait, attempt it one more time by hitting back in the browser and clicking submit once more.  If second try fails, click back in the browser, keeping the exam safely in the browser window, and contact tech support.

	Internal server error
	Stop all student activity, allow a brief time for system to catch up, and then retry one student’s attempt.  If still getting internal server error, contact tech support immediately.

	Anxious students (or instructors)
	Do not panic!  Tech support can usually find the best work around to the problem.  If exams can be recovered within the MyGateway system, that would be the ideal goal of tech support.  There may also be optimal ways, outside of MyGateway, to best mitigate exam loss or grading complexity.  Always contact support immediately, while exams are still safely in the student browsers.


Patience and cooperation of our MyGateway users are greatly appreciated in this matter.  The MyGateway team is currently working with the vendor to resolve these testing issues.  Hopefully planned software and hardware upgrades will alleviate this problem in the near future.  

Kelly Crone-Willis, Systems Administrator (cronek@umsl.edu)

MyGateway Support Team (mygateway@umsl.edu)

Additional Contact Information

Faculty Resource Center (frc@umsl.edu)

105 Computer Center Building 
(314) 516-6704

Technology Support Center (helpdesk@umsl.edu)

211 Lucas Hall

(314) 516-6034
MyGateway Large Group Testing Procedures
Page 1 of 2

