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INTRODUCTION 
 
 
CommuniCoach combines media playback with text-based evaluation, so that instructors and students 
can view recordings of activities and build or view evaluations that are linked to the recordings. Within the 
text of an evaluation, comments can be linked to specified portions of the recording, providing a synthesis 
of review and evaluation.   
 
Because recording activities is such an important early step in using CommuniCoach, we provide some 
technical tips for making the very best media files possible.  Detailed sections then follow, each 
discussing an aspect of CommuniCoach functionality.  A troubleshooting section closes the manual. 
 
This manual is important .  We recommend reading it all the way through first, then working each 
detailed section at your convenience and in the order you prefer.  
 
CommuniCoach® is a registered trademark of Isoprime  Corporation. 
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            COMPUTER REQUIREMENTS 
 

Overview 

 
CommuniCoach for the web requires a Microsoft-based web server to hold the evaluations database and 
the related videos.  Students and instructors can work with the evaluations and videos through a 
Microsoft Windows PC or Apple Mac PC, using the built-in web browsers (Internet Explorer and Safari 
respectively). 
 
 

Web Server 

 
CommuniCoach is designed to be installed and hosted on a Windows  2003 Server (or later) 
computer.    This needs to be done once by someone experienced in the setup of web-based 
applications.  Please consult the CommuniCoach for the Web Installation Guide for instructions on 
hardware requirements and installation of the host software. 
 
No CommuniCoach software needs to be installed on the student or instructor’s PC.   
 
 

Windows PC 

 
Students and instructors will need the following minimum configuration in order to use CommuniCoach on 
their Windows PCs: 
 
- Microsoft Windows® 2000, XP or Vista 
- Pentium 4 or above 
- 256 MB RAM 
- Screen resolution of at least 1024 x 768  
- Sound Card 
- Windows Media Player 9 or later 
- Internet Explorer 6.0 or later 
- Adobe Acrobat reader 
- High-Speed (non-dialup) Internet Connection 
 
No other web browsers, including Firefox, are supported on the Windows PC. 
 
 

Mac PC 

 
If videos are uploaded into CommuniCoach in the Microsoft WMV format, a Mac PC can also be used to 
work with evaluations.   No other video format is supported for CommuniCoach on the Mac. 
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Basic Requirements 
 
Students and instructors will need the following minimum configuration in order to use CommuniCoach on 
their Mac PCs: 
 
- Mac OS X Version 10.3.9 or later 
- QuickTime version 7.0 or later (7.1.6 or higher recommended) 
- Safari 
- Screen resolution of at least 1024 x 768  
- Sound Card 
- Adobe Acrobat reader 
- High-Speed (non-dialup) Internet Connection 
 
No other web browsers, including Firefox, are supported on the Mac PC. 
 
 
Flip4Mac 
 
As noted above, only videos uploaded into CommuniCoach in the Microsoft WMV format can be used in a 
CommuniCoach evaluation on the Mac.  In order to use videos in this format, the Mac user will need to 
download and install a tool called Flip4Mac from Microsoft. 
 
The link to for this download is available through CommuniCoach itself.  This link, and additional 
information on Flip4Mac, can also be found at:  
 
http://www.microsoft.com/windows/windowsmedia/player/wmcomponents.mspx 
 
Please note that no native Mac video formats, including QuickTime (MOV) are supported by 
CommuniCoach and again, only the Microsoft WMV format is supported for Mac users of 
CommuniCoach. 
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RECORDING VIDEOS 
 
 
Prior to setting up student lists, classes, activities, comment categories and standard comments you 
should make and save a brief digital recording that you can use, or get one ready for import that you 
already have in digital form.  Some sample videos are also provided for you on the install disks. 
 
If you are new to digital recording and storage, the following section may be of use to you.  If you are 
experienced in digital recording, storage and sharing, you may wish to move on to the sections devoted to 
setting up CommuniCoach® features. 
 

Recording and Storage Tips 

 
Regardless of the activity, the best possible recording is desirable.  Situational factors and equipment 
vary so widely that a perfect recording will be difficult to achieve.  However, there are some simple tips 
users of CommuniCoach® can follow to help ensure the best recording is made. 
 

Camera Type 
Either digital or analog cameras may be used to capture video to tape or directly to hard disk (our 
preferred method).  In any case, the camera ought to be well maintained (lens cleaning, etc.)   
 
Lighting 
Video is often best in quality when the lighting is ample.  Do everything possible to take advantage of 
artificial and natural light, positioning the performer so that the main light sources are NOT directly 
behind or to the side of the performer. 
 
Tripods 
A high quality, durable tripod is recommended.  Handheld shooting tends to be jerky and difficult to 
watch.  Tabletop tripods are less obtrusive, but make sure to place the tripod on a sturdy table.  In 
some cases, simply placing the camera on the table with no tripod can suffice. 
 
Microphones 
Camera mounted mics are sufficient if the activity is occurring no more than 6-8 feet away, but such 
mics tend to pick up ambient noise to a high degree. Some form of remote mic-ing is suggested if 
distances to camera are great.  Good audio is as important as good video!  We prefer a wireless mic 
or a cabled extension mic run directly into the camera or sound card of a PC. 
 

Media Types Supported by CommuniCoach 

 
On Windows PCs, CommuniCoach supports all common media formats that are playable by Windows® 
Media Player 9 or higher.  The latest version of Widows Media Player is highly recommended, and is 
available for free download at the Microsoft® web site www.windowsmediaplayer.com 
 
IMPORTANT NOTE: Only the Microsoft WMV format is supported on CommuniCoach for Mac PCs.  If 
you plan on having students or instructors use Mac PCs to work with evaluations, you must ensure that 
only video files in WMV format are uploaded to CommuniCoach.   The WMV format is the most widely 
used for Microsoft videos and is the one recommended for use in CommuniCoach – regardless of 
whether Mac PCs will be used. 
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Options for Creating Media Files 

 
Depending on your equipment and software, you may wish to choose one of the following: 
 
Record directly to hard disk 
Using any type of video camera (digital or analog) and a PC setup for video capture, recording directly to 
a hard drive is simple.  The drive can be present in a laptop or mobile PC (e.g., on a media cart).  The 
advantage of this method is that the media file is immediately available for quick naming, storage, and 
retrieval.  A good webcam is perfect for this configuration.  A special cable may be required if you use a 
VHS camera to connect directly to your PC.  These cables are available from companies such as 
Pinnnacle for under $100. 
 
Digital Camera Tape or Memory Stick 
Digital cameras are small, powerful, and easy to use.  Their high mobility is an advantage over recording 
directly to your computer.  However, as in this and all other options, some subsequent downloading of the 
media files to a computer will be necessary to place them on a host drive for retrieval by users.  This is 
easy with digital cameras, but it does take a little extra time compared to the first option.  Recording to 
media such as “memory sticks” does make downloading to computer a breeze.  Digital tape takes longer 
to dub than memory media. 
 
VHS Camera Tape 
This method takes advantage of the mobility and availability of VHS cameras, but is time consuming 
because the video recording then has to be transferred to the host drive in real time, making the 
digitization process very slow in comparison to the first two options.  Quality of the recording tends to 
diminish somewhat during the digitization process, so the original recording should be as clear and sharp 
as possible. 

 
 

Storing Files for Easy Retrieval:  Memory Demands 

 
The CommuniCoach team strongly recommends storing video in the Windows® Media for Video format,  
(.WMV) available using Windows® Movie Maker (included with Microsoft Windows® .)  Among media 
formats, it appears to be the best compromise between lower memory requirements and sufficient quality.  
Using other capture formats is acceptable, as long as the format is playable in Windows Media Player 9 
or higher.  However, keep in mind that the WMV format is the only one supported when using 
CommuniCoach on the Mac. 
 
Digital media formats vary widely in their use of memory.  Files known as .avi, for example, are voracious 
in space use.  An .avi file might demand 100 MB or more of storage space per minute.  Various forms of 
the .mpg format are far less hungry, but still demand great amounts of space compared to our current 
favorite format: Windows Media for Video (.wmv).  This excellent space-saver allows sufficient video and 
audio recording quality using 1 to 3 MB / min.  
 
The current resolution recommended is approximately 320 x 240 at a bit rate of 340 Kbps, with 30 frames 
per second. 
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 QUICK TOUR 

 

 
CommuniCoach users have 3 types of evaluations available.  This is true for instructors and students.  In 
the descriptions below, you will find instructions for creating and editing evaluations that are: 

·  Segment-based 
·  Checklist-based 
·  Text-based 

All 3 types allow instructors and students to make remarks, and the remarks are uniquely formatted to 
identify whether the comment was made by the student or instructor. 
 
The option to create a multiple choice test, based on a video, is also available. 
 
 

Logging In 

 
First Time: 
 

1. Open the CommuniCoach page in Internet Explorer. 
 
2. Enter your User ID and Password. 

 
3. You will be shown the license agreement.  Read the agreement, and click on I Agree. 
 
4. Since this is the first time you’ve logged in you will be asked to provide a new password.  Enter a 

new password and click Submit to continue.  You can change your password at any time by 
clicking Change Password on the menu bar at the top of the screen (Note: If you are using Active 
Directory or LDAP authentication the Change Password feature is disabled.  For more information 
on Active Directory authentication see the Installation and Administration Guide). 

 
5. End your session by clicking Logout on the menu bar.  You should always log out when leaving 

CommuniCoach. 
 
 

 

Sample Speech Class 

 
If you are like us, you want to experiment with new software and see what it does.  After all, you can read 
all of the documentation later, right?  To get a feel for what you can do with CommuniCoach, run through 
this tour using the pre-loaded Sample Speech Class.   (If you do not wish to tour CommuniCoach this 
way, move onto the next section: Feature Setup).  Follow these steps as we build a video segment 
evaluation of an informative speech on “mushroom farming.”  (This is just one type of evaluation you can 
do with CommuniCoach). 
 
Starting a New Evaluation 
 

1. Open the CommuniCoach page in Internet Explorer. 
 

2. Log in as User ID “demo” with password “isoprime” (Note that if this is the first time you’ve logged 
in using this account you will be prompted to change the password). 

 
3. Go to Evaluations > New > Evaluation 
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4. The Evaluation Details window opens; enter the following details: 

a. From Class section pulldown, select Sample Speech Class: Section 1. 
b. From Activity type, select Informative Speech. 
c. For student, select Jefferson, Thomas. 
d. For Evaluation Type, select Segment. 
e. Click Save.  You will see several new buttons appear.  
f. Before you can view the evaluation you must provide a video to use.  This can be done 

by choosing a shared video (see later section on creating Shared Videos) or by uploading 
a new video.  To upload a new video click the Upload New Video button, click Browse 
(Mac users click Choose File), browse to the location of the video you want to upload, 
and click the Upload button.  You will see a progress bar appear while the upload takes 
place, and this screen will close when your upload is done.  You can not do anything else 
in CommuniCoach while the upload is taking place.  You can upload a new video or 
choose a shared video at any point in time and the old one will be replaced.  A short 
sample video named Mush.wmv is included on the program installation CD if you would 
like to use it. The “Mushroom” speech provided on the CD was performed packed with 
obvious flaws and a few good features for purposes of evaluation training.   

g. You will now see some information under the section titled “Video Information” including 
the date and time you uploaded the video and the file size.   

 
5. Click the Evaluate button to get into your new evaluation. 
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Selecting a Video Segment for Comment 
 

1. To begin, play the movie through, or long enough to get the feel (the sample runs 3 minutes).  
Then return to the start of the video. 

 
2. To mark the first 15 seconds or so, click Segment Start. 
 
3. Play about 15 seconds of the video, pause the video, then click Segment End. 
 
4. Click Insert; observe that a new “Video Segment” line appears in the evaluation window on the 

left. 
 
 

Linking Comments to a Video Segment 
 

1. Double-click the video segment to play just that segment. 
 
2. Leave the Video segment highlighted (one click). 
 
3. From the Comment Categories Dropdown menu choose DELIVERY. 
 
4. Double click any of the comments listed at the bottom left of the screen to insert them under this 

Video Segment. 
 
5. The comment will appear linked to the video segment in the evaluation window. 
 
6. Repeat this process as many times as you like, selecting different video segments and comments 

 
 
 
Composing and Saving Original Comments 
 

1. Highlight a video segment in evaluation window by clicking on it once. 
 
2. Click on the Compose Comment button. 
 
3. Type a comment of up to 1,000 characters and press OK to insert it under the highlighted video 

segment. 
 
4. Option:  Right-Click on your new comment and choose Add to Standard Comments to put it into 

your list of standard comments for later use. 
 
The above example describes entry of a video-based evaluation.  You are also encouraged to create 
practice evaluations using the text and checklist-based evaluation choices.  To do so, return to “Starting a 
New Evaluation” under “Quick Tour” and select either Text or Checklist as the evaluation type. 
 
 
Video Player Tip 
On Windows PCs, one very useful feature of the video player is the ability to right click on the playback 
window and control the playback speed.  This makes detailed review (e.g., of hand gestures, signing, 
nonverbal cues, etc.) very easy.  Also, if one wishes to do a quickened review, speeding up the clip is 
handy.  Vocal pitch is maintained even as the playback speed changes!  These features are not available 
on Mac PCs. 
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So That’s How It Looks! 
Browse through the comments and categories, and experiment with adding comments to inserted video 
segments.  Don’t worry about messing things up.  Anything can be deleted from the evaluation by simply 
right-clicking it and choosing Delete.  The original movie file is not altered.  The activity types, comment 
categories, and standard comments have all been provided in a Sample database.  These sets of choices 
can be copied to new courses as you develop them and may be edited to custom-fit a particular course or 
instructor. 
 
This ends the Quick Tour.   The remainder of this guide is a set of detailed instructions for using each 
major feature. 
 
 
 

SIGNING INTO COMMUNICOACH 
 
Open the CommuniCoach page in Internet Explorer. 
 

 
 
 
Each instructor and student will have their own unique User ID.  They will also have a password that is 
known only to them.  Not even a system administrator can retrieve your password. 
 
If you forget your password click the Forgot My Password link at the bottom of the Login screen, and a 
temporary password will be emailed to you.  The Forgot My Password link will not be visible if the 
CommuniCoach administrator has not entered settings for an email server (see the Installation and 
Administration Guide for details on this).  Also, this feature requires that an email address has been 
associated with your User ID.  
 
If your password is the same as your User ID, or you are using a temporary password, you will be 
requested to change your password immediately. 
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You also have the option to change your password at any time by using the Setup > Change My 
Password menu option (Note: If you are using Active Directory or LDAP authentication the Change 
Password feature is disabled.  For more information on Active Directory authentication see the Installation 
and Administration Guide). 
 
Any instructor can reset a student’s password by using the Setup > Students > Manage Students menu 
option to get to the required screen.   The password will be reset to the student’s User ID.    Any instructor 
who is an Administrator can reset another instructor’s password by using the Setup > Instructors menu 
option to get to the required screen.   The password will be reset to the instructor’s User ID.    (Note: If 
you are using Active Directory or LDAP authentication the Change Password feature is disabled.  For 
more information on Active Directory authentication see the Installation and Administration Guide). 
 
The Connection Speed option defaults to High Speed.  Use of CommuniCoach with a low speed (dial-up) 
connection is not recommended.  With a low speed connection, it can easily take an hour or more to 
download a video before it can be viewed or evaluated.  In addition, a low-speed connection does not 
allow you to skip to different spots in the video before it is completely downloaded.   However, if a low-
speed connection is all that’s available, and you can live with the limitations, select the Low Speed option 
before logging in. 
 
 
 
 

FEATURE SETUP 
 
Classes, activities, comment categories, and standard comments are drawn out of the database 
depending on which instructor is logged in.  Instructors can create and then tailor these features to their 
own needs, classes, and tastes. An instructor can set up features one at a time, or import them wholesale 
from another course.  We suggest you perform the setup in the order described below. 
 

In General 

 
Adding, Updating, and Deleting Information 
 
In most cases, the information you need to setup CommuniCoach (classes, students, rosters, comments, 
etc) is presented to you in the form of a grid (similar to a spreadsheet).   To change existing information, 
click on the Edit link for that line, type into the grid cell containing the data you want to change, and click 
the Update link to save your changes.  (Note that some information, such as User IDs cannot be changed 
once they have been entered).  To add another entry, press the Add button and a screen will be 
displayed allowing you to enter the new information.   To delete an entry, press the Delete link on the row 
to be deleted.  
 
Active Checkbox 
 
You’ll notice that most of the setup screens have an Active checkbox associated with each entry.   This 
checkbox can be unchecked in instances where you no longer want that item to appear on the selection 
lists, but you are unable to delete the item since it is used elsewhere in the database.    For example, you 
may want to de-activate a Class so it is no longer selectable, but you want to save evaluations that were 
done for that class. 
 
Sorting Information 
 
On most screens that present information in rows and columns (like a spreadsheet) you have the ability to 
sort the information by any column by clicking on the column header.  For example, on the Classes 
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screen you can sort the list of classes by the Class Name by clicking on the column header of that 
column.  The first time you click, the list will be sorted in ascending order.  If you click again, the list will be 
sorted in reverse order.   An arrow to the right or below the column name will indicate the column being 
used for the sort and the direction of the sort.  Click on any column header to sort the list by that column. 
 
Managing Lists 
 
On many screens that present information in rows and columns (like a spreadsheet) you have the ability 
to control what is displayed on the list.   The top part of each screen provides several control options. 
 

 
 
For example, the top of the Manage Student screen allows you to select the number of items displayed 
on each page.   Increasing this number will reduce the number of pages required to display the list, but 
will require scrolling down to see the entire list.   Also, many screens provide options to “filter” the list (i.e. 
to reduce the number of items listed).  For the Students list, you can limit the list to students whose last 
names start with a particular letter or groups of letters (or a specific last name).  Finally, the display of the 
Search Criteria can be turned on and off by clicking on the up or down arrows on the header bar.  Hiding 
the Search Criteria will provide more room for listing items on the screen. 
 
  
 

Instructors 

 
Only those instructors with administrative authority are allowed to add, change or delete instructors.  
Please see the CommuniCoach Installation and Administration guide for more information. 
 
 

Classes 

 
Classes must be created before the creation of class sections and rosters. 
 

1. Select Setup > Classes. 
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2. Click the Add a Class button, then type in the Class ID (e.g. SPCH 108) and Class Name.  Do not 

designate section number since the sections will be created later. 
 
3. Ensure that the “Active” box is checked. 
 
4. Click Save 

 
Notes about classes: 
 
- Classes are shared between instructors.  That means that if you define a class called SPCH 108 

any instructor can create their own sections of that class without having to re-add the class. 
 
- When you delete a class that has sections created only by you, all of the related class sections 

and evaluations will also be deleted.  The same holds true for any activities or templates you 
have created for that class.  You will not be allowed to delete a class if sections, activities or 
templates have been created by other instructors for that class. 

 

Students 

 
Before students can be added to a class section, it is necessary to place the student on the master list.  
Students can be entered manually by typing-in their information or imported from another system.  To 
enter them manually: 
 

1. Select Setup >  Students > Manage Students. 
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2. Before adding a student, you will want to see if they have already been added.  The student list 
can get very long, so to limit the number of names listed, start typing the last name of the student 
you would like to find in the Start of Last Name field.  When you press the Search button, all 
students whose last names begin with the letters you typed will be listed. 

 
3. Click Add a Student and enter the student’s first name, last name, and a User ID.  The student 

will enter their User ID to log in to CommuniCoach.  When you create a new student their 
password is temporarily set to their User ID.  They will be required to change this temporary 
password the first time they login.  If you enter the student email address, the student will be able 
to request information that allows them to reset their password if they forget it.   If you would like 
to place the student into a class section right away, you can select the section on this screen. 

 
4. Click Save 
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5. When you delete a student who is only in your class sections, they will be removed from all of 

your class sections and all of their evaluations will be deleted.  You will not be allowed to delete a 
student if they are on the rosters for class sections created by other instructors. 

 
6. You can reset the student’s password by clicking the Reset Password link next to their name.  

Their password will be reset to their UserID 
 

Note:  The UserID is limited to 20 characters.  Also note that this list of students is universal.  If two 
instructors are both evaluating the same student that student only needs to be listed once here.  When 
the student signs-in they will see a list of all of their evaluations from all of their different instructors and 
classes. 
 
 

Class Sections 

 
Now that you have prepared a list of students and a list of classes, you can create a class section.  This 
represents the specific class section and students that you are teaching. 
 

1. Select Setup > Class Sections. 
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2. From Class dropdown, select the class for which you want to add a section. 
 
3. Click the Add a Class Section button. 
 

 
 
4. Enter a section name (e.g., SPCH 108-01) and a start date for that section.  Click Save to create 

that section. 
 
5. Click on the Edit Roster Link for your new class section.  This will take you to the class roster for 

this section where you will select the students for the class section. 
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6. To add students to this section click the Add Students to Roster link. 
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7. You will see the full list of all students that are not on your class section roster.  When you locate 
a student you want to add, click the associated Add To Roster link to add them to the class roster.  
When you select a student for your roster, they will no longer be listed for selection from the 
master list. 

 
8. To delete a student from a class section roster, click the Remove link for that student.  When you 

delete a student from a roster, all of the evaluations done for that student in that class section will 
be deleted.  

 
9. To delete a section (including the roster) return to the class section screen and use the Delete 

button.  When you delete a class section, all of the evaluations done for students in the class 
section will be deleted.    

 
Note:  There is no limit to the number of sections of a class, the number of students in a section, or the 
number of sections that a student can be enrolled in.  Also note that removing a student from a class 
section’s roster does not remove that student from the CommuniCoach master list of students. 
 
 

Importing Students 

 
Instead of manually entering students into the master list, and then adding them to a class section, you 
can import student information into CommuniCoach.  There are two ways to import students: either from a 
file on your computer or from your organization’s Active Directory system.   
 
1) Importing from a CSV File 
 
The file must be in the CSV (comma separated values) format which is a common format for exporting 
and importing information. 
 
To import students into CommuniCoach, use the Setup > Students > Import Students > From CSV File 
menu option.  
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Follow the step-by-step instructions on the screen to identify the class section, file location, file format, 
and processing of the import. 
 
After the import has run, a screen will popup describing the number of students successfully imported.   If 
not all students were successfully imported, you can run a report of the import problems by selecting 
Reports > Student Import Errors from the menu.    
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Each import that has problems will have a batch description to allow easy selection of the errors that were 
encountered.   After correcting any problems, delete the old batch of errors using the Delete Batch button. 
 
2) Importing Students from Active Directory 
This option is only available if the administrator has set up CommuniCoach to use Active Directory 
authentication (for more information on using Active Directory Authentication see the Installation and 
Administration Guide).   
 
To import students into CommuniCoach, use the Setup > Students > Import Students > From Active 
Directory menu option.  
 
To add a student as a CommuniCoach user simply click on their Add link.   Once the student is added to 
CommuniCoach via “Import from Active Directory” they will be able to log in using their university 
username and password. 
 

Activities, Categories and Comments 

 
Each instructor has their own set of activities, comment categories, and comments for a particular class.   
These have to be created in a particular order.   Activities must be created first, then comment categories 
(since they apply to a specific activity).   Comments can then be created for particular comment 
categories. 
 
There are many copy functions available that can speed-up the process of creating activities, categories 
and comments.  They are described below. 
 
Quick Setup for Activities, Categories and Comments 
 
The quick setup function allows you to copy all of the activities, categories and comments from another 
class or instructor. 
 
For example, when you first install CommuniCoach there will be three sample classes in the database: 
Fundamentals of Speech Communication, Sample Transliterating Class, and Healthcare 
Communications.  All of the pre-defined activities, categories, and comments for these classes can be 
copied to any other class by an instructor. 
 
Follow these steps to copy the data from another class. 

 
1. Go to Setup > Quick Setup. 
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2. Under Copy To select the target class. 
 
3. Under Copy From, select the instructor and class from which you’d like to copy.    

Note: The instructor named “Demo Instructor” has a number of commonly used activities, 
categories, and comments already set up.  We highly recommend copying these comments 
from the Demo Instructor to help you get started. 

 
4. Click Copy.  When the copy is complete you will see a message confirming that it has been done.  

You should not attempt to do anything else until you see the confirmation message. 
 
5. You can now edit all the activities, categories, and comments to suit your own needs without 

affecting the original data you copied from.   
 

Note: You can copy activities, categories, and comments from any instructor and class and add them to 
your own at any time. This means that you can copy comments from as many different classes or 
instructors as you like into your class to build your own database of comments.  If you already have an 
activity, category, or comment with the same text as one being copied, the one being copied will be 
ignored; you will NOT get duplicate data. 
 
If you prefer, activities, categories and comments can be created manually.  Activities must be created 
first then comment categories (since they apply to a specific activity).   Comments can then be created for 
particular comment categories.   

 
 
Activities 
 
Activities are a way to organize evaluations.  When you create an evaluation you specify the activity that 
the student was doing such as “Informative Speech,” “Physician-Patient Interaction,” or “Transliterating 
Test #1.”  There are two ways to add activities to a class: copy someone else’s or enter them yourself. 
 

1. Select Setup > Activities. 
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2. Select the class you want to work with from the dropdown list. 
 
3. To Copy Activities from another class choose the instructor and class to copy from on the right 

side of the screen and click Copy.  You can even copy your activities from one class to another.   
Once the activities are copied, you will see them appear on your list immediately.   You also have 
the option to copy the related categories and comments. 

 
4. To add a new activity click the Add an Activity button, enter a description for the new activity and 

click Save. 
 
5. To delete an activity, use the Delete button.   When you delete an activity, all the related 

comment categories and comments will also be deleted.   You will not be able to delete an activity 
if it is used on an existing evaluation. 

 
 
Comment Categories 
 
Comment categories are used to group your frequently-used comments so they are easier to find.  When 
you use a standard comment on an evaluation, the comment category can also be automatically included 
if you like.   When you set up your standard comments, comments must be assigned to a comment 
category, so if you don’t want to use more than one category you can setup a single category such as 
“Comment” or “General”.  To add or maintain your comment categories, use the same process as you 
used for activities.   If you delete a comment category, all of the related comments will be deleted. 
 
 
Standard Comments 
To add or maintain your standard comments, use the same process as you used for activities and 
comment categories.  However, there are three additional fields related to standard comments. 
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The Points  field can be set to assign points to a particular comment.  When these comments are used in 
an evaluation, CommuniCoach can automatically count the points associated with all the comments.    
For example, you might setup three rating comments such as “Excellent (3)”, “Average (2)”, and “Poor 
(1)”.   If you use these rating comments in an evaluation, CommuniCoach can total all the points 
associated with each comment (eg: 3 points for “Excellent (3)”, etc.).   Be sure to include the point value 
in the Comment Text so that the point value of the comment is clear when you use it in an evaluation. 
 
The Count In Text Eval  checkbox is used when you would like CommuniCoach to count the number of 
times a comment is used in a text evaluation.   A typical example here is using a text evaluation to mark-
up the script of a sign language interpreter exercise.   When an error is noticed in the video, you can 
insert a standard comment within the script of the exercise to note where the error occurred.  Typically an 
instructor has a set of shorthand markings that identify types of errors.  When the evaluation is done, 
CommuniCoach can scan the script of the exercise and count the number of times each comment was 
used in the evaluation (if the standard comment has been setup with the Count In Text Eval option turned 
on). 
 
The last special field is the “# of Uses ” field.   This field is used by CommuniCoach to track the number of 
times that you have used the comment in an evaluation.  It gives you a rough idea of the most widely 
used comments and can also be used in an evaluation screen to sort your most commonly used 
comments to the top of the selection list (for easy access).   You can reset the # of Uses back to zero by 
editing a particular comment, setting the number of uses box to 0, then clicking Update.  You can reset all 
of the listed comments back to zero by pressing the Clear All Usage button. 
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Checklists 

 
Sometimes it is more efficient to use a checklist to evaluate an activity rather than divide the video into 
segments and evaluate each segment.   Checklists are pre-defined and then selected when you create 
an evaluation.  Checklists are universal to all users, so multiple instructors can all use the same checklist.  
If you wish to customize a checklist for yourself you can Copy an existing checklist by clicking the “Copy 
to New” button next to the checklist you want to copy.   
 
To Create a Checklist: 
 

1. Select Setup > Checklists. 
 

 
 
 
2. Click Add to enter a new a checklist. 
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3. Type a name for the checklist (e.g., Business Presentation).   You also have the option of 

entering points to be used in the checklist.   When a checklist is used to evaluate a video, the 
evaluator will have the option of selecting Yes, Yes (however), No, and Not Applicable for each 
checklist item.   CommuniCoach can automatically calculate points for the evaluation by adding 
all the points for each checklist item.   On this screen, the user can specify how many points a 
“Yes” selection is worth and how many points a “Yes (however)” selection is worth.   These are 
used to assign points to each checklist item as the evaluator makes their selection for each item.  
“No” and “Not Applicable” are automatically worth 0 points and cannot be changed.  When you 
have entered everything click Save to save this checklist. 

 
 
4. Once you’ve entered a name for the new checklist, you’ll need to add the checklist items.  Click 

the Edit Items button.   
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5. To add more items click either the Insert After or Insert Before links on the list of items to add the 

new item in the appropriate place on the list. 
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6. Use the Show Checkbox option to indicate whether a checkbox should be displayed with this item 

on the evaluation.   This option can be turned off if you want to use the entry as a group heading 
for a set of checklist items.   Use the Allow Segments checkbox to indicate whether the evaluator 
will be allowed to insert video segments under this item in an evaluation.   This item will usually 
be turned off for group headings. 

 
7. By turning off the show checkbox option, you can also use a checklist as an outline for criteria 

that you want to rate (using comments) or highlight (using video segments).   Instead of using the 
checkbox itself to note a rating, you can select from your standard comments and even highlight 
video segments.   If your standard comments have been set up with assigned points, 
CommuniCoach can automatically count those points for you. 

 
8. To delete a checklist item use the Delete button on the checklist items screen.   Note that if you 

delete a checklist item, that item will still be present on any existing evaluations that were created 
from that checklist. 

 
9. To delete a checklist, use the Delete link on the checklists screen next to the checklist you want 

to delete.   You will not be allowed to delete a checklist if any existing evaluations or templates 
were created from that checklist. 

 
10. To create a copy of an existing checklist (useful if you want to create a customized checklist 

similar to an already existing checklist without affecting the existing checklist) you can click the 
“Copy to New” link next to the checklist you want to copy. 

 
Note: Changing a checklist will NOT change existing evaluations that use that checklist, it will only 
affect future evaluations created using the new version of the checklist. 

 

Multiple Choice Tests 

 
Multiple choice tests are available as a different type of tool within CommuniCoach.  They can be used to 
test a student about the content of a video they view within CommuniCoach.   
 
Multiple choice tests are pre-defined and then selected when you create an evaluation.  Multiple choice 
tests are universal to all users, so multiple instructors can all use the same test.  If you wish to customize 
a test for yourself you can Copy an existing test by clicking the Copy link next to that test’s name.   
 
To Create a Multiple Choice Test: 
 

1. Select Setup > Multiple Choice Tests. 
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2. Click the Add a Test button and enter the name of your test. 

 
3. To add or change the questions and answers for a test, click the Edit Items link for that test. 
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4. To add more questions and answers, click either the Insert After or Insert Before buttons to add 

the new item in the appropriate place on the list.   
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5. Select the type of entry (Question or Answer), enter the text for the item, and click Save.  You will 

need to enter your own question and answer numbers/letters as part of the text for the item.  
CommuniCoach will automatically indent the answers under a particular question. 

 
6. To delete an item from the test, use the Delete link.  Note that if you delete an item, that item will 

still be present on any existing evaluations that were created from the multiple choice test.   Also, 
if you delete an item, that item will still be present on any templates (and associated answer keys) 
that you created from the multiple choice test.    

 
7. To delete a multiple choice test, use the Delete link on the multiple choice tests screen.   You will 

not be allowed to delete a multiple choice test if any existing evaluations or templates were 
created from that test. 

 
8. To create a copy of an existing test (useful if you want to create a customized test similar to an 

already existing test without affecting the existing test) you can click the “Copy to New” link next 
to the test you want to copy. 

 
Note: Changing a multiple choice test will NOT affect existing evaluations that use the test, it will only 
affect future evaluations created from the test. 

 
 
 
 

Shared Videos 

 
If a single video will be used on multiple evaluations it does not need to be uploaded into each evaluation.  
Instead, a shared video can be created and simply referenced on all the evaluations.   This can be useful 
if you would like the entire class to evaluate the same video, or if you would like one student to evaluate 
the video of another student. 
 
To create a shared video: 
 

1. Select Setup > Shared Videos. 
 

 



 

Page 32 

 

2. Select the class for which you would like to view or create a shared video.  Each instructor has 
their own shared videos and those videos are assigned to a class.  They can be used for any of 
your class sections for that particular class. 

 
3. Click the Add a Shared Video button. 

 

 
 

4. You can now enter a description of the video and denote whether your students are allowed to 
use that shared video in evaluations that they create. 

 
5. After you press the Save button you can upload the video.  Once uploaded, the shared video can 

be selected on an evaluation as an alternative to uploaded a video for that specific evaluation. 
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EVALUATIONS IN DEPTH 
 
The heart of CommuniCoach® is the Evaluation Screen.  It has many features that change based on the 
type of evaluation you are doing.  The techniques for using each of the evaluation types are described in 
this section. 
 

Working With Evaluations 

 
Evaluation List 
 

 
 
The evaluation list (Manage Evaluations) can be accessed by selecting Evaluations > Edit/View. This 
screen will list all of the evaluations that have been created by (or for) the instructor who is signed on.  
Here are some features of this screen: 
 

1. To edit an existing evaluation click the Open link for that evaluation 
 
2. There are many options for reducing or filtering the list of evaluations.  This can be done by 

selecting from the various dropdown boxes on the top of the screen.  For example, to see all of 
the evaluations for one particular student, select that student name from the Student dropdown 
and press the Refresh List button. 

 
3. To sort the Evaluation list by a particular column, click on the text in the column header.  For 

example, to sort the list by activity, click on the word “Activity” at the top of that column. 
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4. If a Multiple Choice Test has been automatically graded, and that test has a failing grade, the 
number grade will be listed in red.   Number grades that were manually entered by the instructor  
(evaluation was not automatically graded) will be listed in black. 

 
5. There is a lot of information associated with an evaluation – more than can fit on one line.  So, 

you have the option to configure which fields will be displayed for each evaluation.  To do this, 
click the Show or Hide Columns link in the lower right corner of the Search Criteria box. 

 

 
 

6. Use the checkboxes to indicate which fields you would like displayed on your list.   If you select 
more than can fit on the screen, a horizontal scroll bar will allow you to scroll over to see the 
remaining fields.   Use the Reset to Default button to reset the list of fields to what was originally 
provided when CommuniCoach was first installed. 

 
 

 
 
Evaluation Details 
 
To add an evaluation you can use the Evaluations > New > Evaluation menu option from the main 
screen.   At this point, you also have the option to create a new evaluation from a template.  This can 
save a lot of time and we’ll describe templates and their use later in this guide.   You can also press the 
Create New Evaluation button on the Manage Evaluations screen to create a new evaluation. 
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The Evaluation Details screen is used to describe the evaluation and create an entry in the evaluation 
database.  Here are the details that you can enter: 
 

1. The class section, activity type, student, activity date, and evaluation type must be entered.   The 
class section and evaluation type cannot be changed after the evaluation is created. 

 
2. The optional grade fields can be entered by the instructor at any point.  If it is a checklist 

evaluation, and the instructor would like CommuniCoach to automatically calculate points, the 
checkbox should be checked.  Points will then be totaled if the “Yes” and “Yes (however)” entries 
were assigned points when the checklist was originally setup (refer to Page 26 for more 
information on assigning points to checklist options), or if standard comments are used in the 
evaluation and those comments had points assigned when the comments were originally setup. 
The option to have CommuniCoach automatically calculate points is not available for both text 
evaluations and multiple choice evaluations.  

 
3. The optional locked date/time is the point at which a student can no longer save changes to the 

evaluation.  The instructor can still make changes, but the student will not be able to save after 
this date/time.  The student will still be able to view and print after the locked date/time. 

 
4. The Evaluation Complete checkbox can be used by the instructor or student to indicate that work 

has been completed.  Checking this box will not prevent the student or instructor from working on 
an evaluation.  It is simply a communication tool. 

 
5. After the evaluation is created (by pressing the Save button when all the appropriate selections 

have been made), you will have buttons available to Upload New Video or Choose Shared Video.  
You are allowed to upload a new video or change to a shared video at any time.   
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6. You are not allowed to perform an evaluation without uploading a video or choosing a shared 
video. 

Viewing the Video and Marking Segments 

 
All of the evaluation types allow you to view the video.  Also, most of the evaluation screens allow you to 
identify segments of the video and insert them into your evaluation.  This section describes how to use 
those functions. 
 
 
Video Player 
 
 

 
 
 
 
All of the evaluation types allow the user to control playback of the video.   The controls on the video 
player are very similar to those on a VCR.  Here are a few tips (Note that the Mac version will look slightly 
different): 
 

1. The video player is located in the top right section of each evaluation screen. 
 

2. Use the slider bar directly under the video display to move quickly to a spot in the video. 
 
3. Use the “Move 1 Second” buttons to move the video forward or backward in one second 

increments. 
 
4. (Windows Only) Right click on the video display to control the playback speed of the video.  The 

speed can be varied without affecting the pitch of the audio. 
 
5. To pause the video in place, press the Pause button.  On a Windows PC, to stop the video and 

reset to the beginning of the video, press the Stop button.  On both the Windows and Mac PCs 
you can position the video to any spot, including the beginning, by using the slider bar. 

 



 

Page 37 

 

 
Marking Video Segments 
 
Some of the evaluation types allow you to mark segments of the video and move those markers into the 
evaluation window for further comment.   Here are some tips on marking video segments: 
 

1. Segment Start and Segment End buttons are used for marking the start and end of segments to 
insert into evaluations.   

 
2. Once you identify a segment start and segment end (by pressing those buttons while the video 

plays) click the Insert button to add the video segment to your evaluation.  These can be used 
while the video is paused or running. 

 
3. Clicking the Capture button will automatically insert a clip of the designated length into the 

evaluation.  For example, if the segment length is 10 seconds and you click the capture button at 
the 1:22 point of the video, a segment from 1:12 to 1:22 will be inserted into your evaluation.  This 
saves you the trouble of identifying the exact start and stop times.  You can change the segment 
length to be any number of seconds.   

 
4. If you double click on a video segment that has been inserted into the evaluation window, the 

video player will play that segment of the video. 
 

5. On checklist evaluation, if Auto Capture is checked, a video segment will be automatically 
inserted into the evaluation when a checklist item is marked as “Yes” or “Yes (however)”.  This 
feature is typically used to identify where the instructor was in the video at the time when an item 
was checked (to indicate where the instructor observed the behavior noted in the checklist item).   
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Segment Evaluation 

  

 
 
In a Segment Evaluation, video segments are identified and comments are then made for each segment.  
For information on viewing the video and marking segments, see the previous Viewing the Video and 
Marking Segments section.  
 
Here is a description of the other components of the Segment Evaluation screen: 
 

1. The header indicates student name, activity type, activity date, and grade. 
 
2. The Evaluation box in the upper left combines video links and time codes with comments. 
 
3. Double-click on any video segment to play that segment, and only that segment.  
 
4. Right-click on any comment to change it, delete it, or add it to your list of standard comments. 
 
5. Instructor-entered comments are shown in black, and student-entered comments are shown in 

blue.  Instructors cannot change or delete student comments and vice versa. 
 
6. The Comment Category dropdown displays categories of standard comments, or headers for new 

comments you compose along the way. 
 
7. Use the “Include Comment Category With Insert” checkbox to indicate whether you want the 

comment category inserted into the evaluation along with the comment itself. 
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8. The grid at the bottom left lists comments under the Comment Category chosen.   The “Used” 
column shows the number of times you have inserted that comment into an evaluation. 

 
9. Double-click any comment to place it directly into the evaluation under the currently selected 

segment. 
 
10. The Compose Comment button opens a writing screen for up to 1,000 characters of text.  This 

can be used to write a free-form comment that is not listed with your standard comments.   First, 
select an item to insert the comment under, then click Compose Comment.  Enter your comment 
into the box, choose a Comment Category, and click OK to insert it into the evaluation.  Once a 
composed comment is added to the evaluation, you can right click it and select Add to Standard 
Comments.   This will copy the new comment to your list of selectable comments and make it 
available for future selection. 

 
11. Click Print from the Evaluation menu to display a print this evaluation.  You will either be 

prompted whether you want to Save or Open (Windows), or the evaluation will be downloaded as 
a PDF and then opened (Mac) 

 
12. Click Save and Exit to save your changes and return to the evaluation details screen.  Click Save 

to save your changes, but remain in the evaluation screen.  Click Cancel to return to the 
evaluation details screen, discarding any changes since your last save. 
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Text Evaluation 

    

 
 
 
A Text Evaluation can be used to write free-form comments on a video.  The text entry section in the 
upper left can act as a simple word processing window for the entry and formatting of text.  You can 
highlight text and use the buttons above the window to control font, size, color, bold, italic, underline, 
background color, and more. 
 
The Text Evaluation can also be used to evaluate a script-based exercise.   This technique is typically 
used in Sign Language and Interpreter Training programs but can also be used to evaluate any type of 
scripted activity.  The script is first pasted into the evaluation window and then comments or markings are 
inserted into the script.  A pre-defined text-based evaluation form can also be pasted-in. 
 
For information on viewing the video, see the previous Viewing the Video and Marking Segments section 
on Page 36. 
 
Here are some tips on using the Text Evaluation for a script-based exercise.   
 

1. Paste the script into the text window using the standard Windows Cut and Paste techniques.   
The script text will be a black color. 

 
2. To make a note or mark an error within the script, position the cursor at the correct point in the 

script and double click on one of the standard comments displayed in the comments list.  That 
comment will be inserted into the cursor position within the script. 
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3. Instructor comments are shown in red and surrounded by < >, and student comments are shown 

in blue and surrounded by [ ].   
 
4. When the evaluation is complete, the Count Corrections button can be used to count the number 

of occurrences of each comment (if the “Count” checkbox was checked when the standard 
comment was created) and include a summary at the bottom of the evaluation. 

 
5. Students cannot edit the script.  Also, students can only edit and delete a comment they inserted 

by selecting it and either right-clicking or using the edit and delete buttons at the top of the 
screen.  Students select one of their comments by clicking anywhere within the comment.   
Instructors can edit and delete comments directly within the script.  

 
6. Instructors can edit and delete any text or comments directly within the evaluation window. 
 
7. The Comment Category dropdown lists categories of standard comments, or headers for new 

comments you compose along the way.  
 
8. Instructors can add a comment to their list of standard comments under the currently selected 

category by selecting the text, right-clicking and choosing “Add to Standard Comments”. 
 
9. The Compose Comment button opens a writing screen for up to 1,000 characters of text that can 

be inserted at the cursor location. 
 
10. Click Print from the Evaluation menu to display a print this evaluation.  You will either be 

prompted whether you want to Save or Open (Windows), or the evaluation will be downloaded as 
a PDF and then opened (Mac) 

 
11. Click Save and Exit to save your changes and return to the evaluation details screen.  Click Save 

to save your changes, but remain in the evaluation screen.  Click Cancel to return to the 
evaluation details screen, discarding any changes since your last save. 
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Checklist Evaluation 

 

 
 
 
In a checklist evaluation, a pre-defined checklist can be used to perform an evaluation based on certain 
criteria.    Video segments and comments can be inserted underneath a checklist item to provide 
additional feedback to the student. 
 
The checklist items can also be used to list items that you want to search for in the video. When the 
observation is noted in the video, a video segment can be entered under the checklist item.  One example 
might be to note the occurrences of different types of errors within a sign language exercise.  The 
checklist items could be all of the different types of errors.   Another example might be for a law practice 
to note the occurrences of different words, phrases, or concepts within the video.  The checklist would be 
the phrases or concepts and when they are noted in the video, the related video segment could be 
entered under the checklist item. 
 
The option to automatically calculate points is typically used with the checklist evaluation.  The process 
for using this feature is described below. 
 
For information on viewing the video and marking segments, see the previous Viewing the Video and 
Marking Segments section. 
 
Here are some additional tips on using the checklist evaluation: 
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1. As you view the video and observe a behavior that should be noted in the checklist, right click on 
the appropriate checklist item and make a selection: 

a. Selecting “Yes” places an X in the box 
b. Selecting “Yes, however…” places a slash (/) 
c. Selecting “No” leaves the box empty 
d. Selecting “N/A” places a light oval in the box 
 

2. If “Yes” or “Yes, however…” is selected, and the Auto Capture box is checked, a video segment 
ending at the current point in the video will be automatically inserted under the item marked.  The 
length of that segment is determined by the value (in seconds) entered in the Segment Length 
field. 

 
3. Video segments and comments can be inserted under a specific checklist item.   See the 

Segment Evaluation section above for information on how to add video segments and comments 
to an evaluation.  Instructor comments are shown in black, and student comments are shown in 
blue. 

 
4. If the Automatically Calculate Points option was checked when the evaluation was created, the 

current number of points will be displayed next to the Compose Comment button.  There are two 
sources for accumulating points: 

 
a. If the checklist is setup in a traditional mode (i.e. checkbox next to each checklist item), 

points can be accumulated by selecting “Yes” or “Yes, however” using the method 
described above.  Whatever points have been assigned to the two “Yes” options will be 
accumulated by adding points for each checklist item.   The number of points associated 
with the “Yes” options are established when the checklist is initially created. 

 
b. If the checklist is setup in more of an evaluation topics mode (i.e. no checkboxes but 

simply a list of evaluation criteria that will be rated), points can be accumulated by 
selecting standard comments that have related points, or composing a comment and 
assigning points.  Points for the standard comments are established when the standard 
comments are initially created (see Page 23).  You can also assign points when you 
compose a new comment (if the evaluation has been set to Automatically Calculate 
Points). 

 
5. Click Print from the Evaluation menu to display a print this evaluation.  You will either be 

prompted whether you want to Save or Open (Windows), or the evaluation will be downloaded as 
a PDF and then opened (Mac) 

 
6. Click Save and Close to save your changes and return to the evaluation details screen.  Click 

Save to save your changes, but remain in the evaluation screen.  Click Cancel to return to the 
evaluation details screen, discarding any changes since your last save. 
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Multiple Choice Test 

 

 
 
 
Multiple Choice Tests are available as a different type of tool within CommuniCoach.  They can be used 
to test a student about the content of a video they are viewing or about concepts that relate to the video.   
 
For information on viewing the video, see the previous Viewing the Video and Marking Segments section. 
 
Another feature of multiple choice tests is that they can be automatically graded by CommuniCoach.  See 
the following sections on Evaluation Templates and Grading Evaluations for details on grading. 
 
Here are some additional tips on using Multiple Choice Tests. 

 
1. To select an answer, click on the checkbox to the left of the answer.  
  
2. More than one answer can be selected under a question. 
 
3. Click Print from the Evaluation menu to display a print this evaluation.  You will either be 

prompted whether you want to Save or Open (Windows), or the evaluation will be downloaded as 
a PDF and then opened (Mac) 

 
4. Click Save and Exit  to save your changes and return to the evaluation details screen.  Click Save 

to save your changes, but remain in the evaluation screen.  Click Cancel to return to the 
evaluation details screen, discarding any changes since your last save. 
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Evaluation Templates 

 
Overview 
 
Evaluation templates can be created which can be used as the source for new evaluations and to 
facilitate automatic grading of multiple choice tests.   When a template is created, all of the information, 
except for the student, is identified.  The template can then be used to create an evaluation for any 
number of students.   
 
Templates are available for two primary purposes: 
 

1. To speed-up the process for creating new evaluations for students through the use of a “New 
From Template” function under the Evaluations menu option.   This can be particularly useful in 
creating script-based text evaluations since it eliminates the need to paste the script into each 
evaluation. 

 
2. To act as the foundation for an Answer Key for a multiple choice test which can then be used to 

automatically grade a multiple choice test. 
 
 
Creating a Template 
 
Templates can be created by selecting the Setup > Evaluation Templates from the menu bar.    
 
The creation of a template works the same way as the creation of an evaluation.  You will make all of the 
selections associated with an evaluation except for the student.     
 
Templates require that you select a Shared Video.  However, you may want to use templates to create 
evaluations that will reference each student’s video. After you create an evaluation from a template, you 
can change the reference to the Shared Video by uploading the student’s video on each evaluation. 
 
After the template has been created, you can add text, video segments or comments.  You can even 
enter answers to sample questions on a multiple choice test template.    This is done using the same 
techniques as those used to work with a normal evaluation.   All of the material added to a template 
evaluation will be copied to a regular evaluation when the template is used to create the regular 
evaluation. 
 
 
Using Templates to Create Evaluations 
 
To use a template, select Evaluations > New FromTemplate from the main menu bar.     
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When you select a class, the list of templates you have created for that class will be displayed.   Click the 
Select link to work with that template.   
 

 
 
You have two options for creating evaluations from the selected template.  You can create an evaluation 
for each student within the entire class section with one command.   Or, you can create an evaluation for 
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one student at a time by selecting the specific student from the dropdown list.  Press the Create button to 
proceed. 
 
If you create evaluations for all of the students in a class section, you will be taken to the Manage 
Evaluations (evaluation list) screen where you can work with the individual evaluations.  If you create an 
evaluation for a specific student, you will be taken to the evaluation details screen for the evaluation you 
just created.    In both cases, the evaluation details will be automatically filled with the values pre-defined 
from the template.  However, you are free to change or add any details at any time. 
 
 
 
 

Grading Tests 

 
Overview 
 
Multiple choice tests can be automatically graded by CommuniCoach.  There are a number of 
components involved in the generation and grading of multiple choice tests.   Each component builds on 
the previous component.    The components and their relationships are described below. 
 
 

multiple choice test 
 
The structure for the grading of multiple choice test starts with creating the test itself.   See the previous 
section on how to Setup a Multiple Choice Test. 
 
 

multiple choice test   �    template 
 
A template is then created which references the multiple choice test.   See the previous section on how to 
create a Template Evaluation.    Think of the template as the master from which the student tests will be 
copied and given to the students. 
 
If a test is to be automatically graded, it is recommended that the locked date and time be set on the 
template so that the students have a time by which the test must be completed and so that they cannot 
change their test after it has been graded. 
 
When you create the template you have the option to enter information in addition to the test itself.   For 
example, you may want to enter the answer for a sample question.   However, the text for the questions 
and answers on the test cannot be changed on a template.   The changes must be made in the multiple 
choice test and then the template must be regenerated. 
 
 

multiple choice test   �    template   �    answer key 
 
An answer key is then created that will be used to grade the tests.   The answer key is based on the 
template and is created by marking each answer as either blank or checked.  More than one answer can 
be checked under a question if there is more than one correct answer.   If you regenerate a template, you 
must regenerate the answer key. 
 
When an answer key is created, you have the option to set the “number allowed to be incorrect” in order 
to get a passing grade.  You can also set a number of retries which will automatically create a new test if 
the student fails the test.  Finally, you can note whether each question is counted as one point, or if each 
answer is counted as a point. 
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multiple choice test   �    template  �   answer key 
    
     �  

 
  student test 

 
In order for a student test to be automatically graded, it must be created from a template.  See the 
previous section Template Evaluations to learn how to create an evaluation from a template. 
 
 

multiple choice test   �       template  �   answer key 
      
    �  
   
   student test �   grading process �   graded test 

 
After the student takes the test, the instructor can request that it be graded.   This is done by opening the 
evaluation and pressing the Grade Evaluation button on the Evaluation Details screen.  
 
The student or instructor can see the results of the grading by viewing the test itself.   Each answer that is 
incorrect will be highlighted in red.   If an answer should have been checked and was not, it will be in red; 
if an answer was checked and should not have been, it will also be in red. 
 
 
Step by Step 
 
As a summary, here are the steps required to setup, create and grade multiple choice tests: 
 

1. Create the multiple choice test.   See the previous section on how to Setup a Multiple Choice 
Test. 

 
2. Create a template which references the multiple choice test.  See the previous section on how to 

create a Template Evaluation.  
 
3. From your list of templates, click the Create Answer Key link on the template you just created. 
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4. On the Grading Guidelines screen: 
 

a. The grading process can determine if the score results in a failing grade.  To use this 
feature, you enter the “Number of Items Allowed to be Wrong” which represents the 
number of points the student can lose and still have a passing grade.  If you do not want 
to set a passing level, enter the maximum number of points allowed on the test.  The 
result will be that no tests will be marked as failed. 

 
b. If you want to allow a student to retake a test after they fail, enter a number into the 

Number of Test Retries field.   If a student fails this test, a new copy of the test will be 
automatically generated for them to take again.  The student will not be able to view the 
prior graded test.  If you do not want to allow any retries, enter 0. 

 
c. Select the Grade by Question or Grade by Answer option.    If you select Grade by 

Question, each question will be assigned 1 point and if any answer is incorrect, the 
question will be marked as incorrect.   If you select Grade by Answer, each potential 
answer will be assigned 1 point.  This is useful if multiple selections are required for one 
question. 

 
d. Press the Save Values and Proceed to Answer Key button. 
 

5. In the evaluation screen, enter the answers into the answer key by checking the correct 
selections under each question.  This key will be used to compare against the student tests for 
automated grading. 

 
6. Create the student tests from the template you created.  See the previous Template Evaluation 

section on how to create a student test from a template. 
 
7.  When a student has completed their test (or the Locked date/time has passed) the test can be 

graded by the instructor by Opening the test from the list of evaluations and pressing the Grade 
Evaluation button on the Evaluation Details screen.   The total points allowed and points correct 
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will be listed on the details screen when grading is complete.  The instructor can manually enter a 
letter grade. 

 
8. If the system administrator has enabled the “Allow Students to Grade Evaluation” option, when 

the student leaves their evaluation, they will be asked if they want it graded.  If they answer OK, 
the test will be graded and locked.   If they fail the test, a new test will be created automatically up 
to the Number of Retries that was entered when the instructor created the answer key.   The 
option to automatically grade the test when the student exits will eliminate the need for the 
instructor to go into each test and press the Grade button.  

 
9. Open the evaluation itself using the Evaluation button on the Details screen to see the results of 

the grading.  Either the student or instructor can do this.   Each answer that is incorrect will be 
highlighted in red.    

 
 
 

Students Working With Evaluations 

 
Students can work with evaluations created by their instructors or create their own evaluations.  For 
example, they can record their own video and upload that video into CommuniCoach – just as an 
instructor would.   The evaluation could be completed by an instructor, or the student could do a self-
evaluation of the video. 
 
Students log into CommuniCoach with their unique ID and password and can only work with their 
evaluations.  They cannot view the videos or evaluations of other students.   
 
When students work with an evaluation they have many of the same options that an instructor has.  
Students can edit evaluations in the same way as an instructor except they cannot change anything the 
instructor has entered.  Students will not be able to change comments or scripts created by instructors 
and will not be able to change grades assigned by instructors.   Also, student comments and student-
selected video segments will be noted in a different color (blue) within the evaluation and in a different 
font on printed evaluations.  Finally, students can print an evaluation using the File > Print menu option. 
 
 
 
 

REPORTS 
 
A number of different reports can be run by the instructor from the Reports selection of the top menu bar. 
 
 

Evaluations 

 
Either the student or instructor has the option to print an evaluation when viewing that evaluation.  
However, to print all of the evaluations for an activity or a class section the instructor can use the 
Evaluations report selection. 
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Grade Reports 

 
Report by Student 
A report listing all students in a selected class section and the grade for each activity is displayed.  There 
is also an option to print the grades for a specific selected student in the class section. 
 
Report by Activity 
A report listing all activities in a selected class section and the grade for each student is displayed.  There 
is also an option to print the grades for a specific selected activity in the class section. 
 
 

Multiple Choice Performance Report 

 
This report will summarize the results of the automatic grading that has been done for tests using a 
selected Multiple Choice Test.    The report will print each answer for the multiple choice test and show 
the percent of students who got the question correct and the percentage incorrect.   At the bottom of the 
report, the number of tests taken will be listed. 
 
 

Student Import Error Report 

 
When students are imported into CommuniCoach using the Setup > Students > Import Students menu 
selection, there is a chance of errors occurring.   These errors are typically caused by trying to import 
from a file that is not formatted correctly or by trying to import the same student more than once. 
 
When errors occur, they are logged in the database as a batch.  The Student Import Error Report can 
print any of these batches so that the results of the import can be validated by the instructor.   
 
Once the instructor has reviewed the errors, and will no longer need to see them, they should delete the 
batch by pressing the Delete These Errors button. 
 
 
 
 
 
 
 
 



 

Page 52 

 

 

TROUBLESHOOTING 
 
 
1. No sound  

Confirm the proper configuration of your sound card, speakers, headphones and Windows mixer.  
Make sure the sound is not muted. 

 
2. Screens off edge of the monitor  

Ensure that your monitor resolution is set to 1024 x 768 or higher.  You can do this by clicking Start 
�  Settings �  Control Panel (Start� Control Panel for Windows XP) and opening the Display control 
panel (Windows XP Users might have to click "Switch to Classic View" to see the Display control 
panel).  Click on the Settings tab and ensure that the slidebar under "Screen Resolution" is set to at 
least 1024 x 768.  

 
3. Movie playback not working 

Ensure you have the latest version of Windows® Media Player installed (9.0 or higher required) plus 
appropriate media codecs.  If you use the .wmv format for your videos, codecs should not be an 
issue.  If you use a different format, and need to learn about codecs, the following is an excellent 
resource:  http://www.microsoft.com/windows/windowsmedia/mp10/codecs.aspx 

 
4. Movie playback quality is low 

Check your video capture configuration; set it to compromise between file size and acceptable 
quality.  We recommend the “Video for Broadband 340 kbps” setting when using Windows Movie 
Maker to capture video. 

 
5. The video is not showing up in Netscape/Firefox/Moz illa (Web Version Only). 

Internet Explorer 6 or later is the only browser supported at this time for Windows PC and Safari is 
the only one supported for the Mac..   

 
6. I keep getting a message telling me that my session  has timed out .  What does that mean? 

Once you log in you are able to use CommuniCoach for as long as you want without logging out.  
However, if you are idle for 60 minutes CommuniCoach will automatically log you out.  When this 
occurs you will see a message telling you that your session has "timed out".  If you are working on an 
evaluation for longer than 60 minutes you can prevent this by saving periodically.  You should save 
your work at least every 15 minutes. 
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This document is available as online documentation for instructors through the Help menu option.  Also, customized 
help text can be setup for students and instructors in your organization.   Instructions for doing this are included in the 
Installation Guide. 
 
 
 
 
 

CONTACT ISOPRIME  

 
 
 
If you have an active maintenance and support package you can contact Isoprime technical support by 
phone at 630-955-0033 or through our web site.    
 
General contact numbers: 
 

Sales: 630-955-0022 
Fax:  630-955-0088 
TTY:  630-955-0055 
Isoprime on the web:  www.isoprime.com 
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SOFTWARE LICENSE AGREEMENT 
 
 
By using the CommuniCoach® software, the customer (licensee) agrees to this license agreement, with Isoprime Corporation 
(vendor), under the following terms: 
1) Software  
The terms of this agreement cover the use of the Vendor product known as CommuniCoach (“Software”).  The Software consists of 
components including operating code, software updates, add-on components, user documentation, technical documentation, 
database design and any other material related to the design or operation of the Software (“Software components”). 
This application uses NeatUpload which is covered by the  
Lesser General Public License.  The source code for NeatUpload is included in the NeatUpload folder on the installation disk 
2) License Grant  
Vendor grants to Licensee, a non-exclusive, non-transferable, perpetual license to use the Software, under the terms and conditions 
set forth below, solely for its own internal operation, and solely to process its own data.  This license does not include any rights to 
sub-license to others or transfer in any way, the Software components or any other proprietary information of Vendor.   If licensee 
purchased a departmental license, this license allows use in the one department for which it was purchased.  If licensee purchased 
a site license, this license allows use in all departments. 
3) Copies  
One copy of the installable code and one copy of the user guide are provided.   The server components of the product (those that 
operate on the web hosting server) may be installed on only one server computer for live use.   The server components may also be 
installed on an additional server for the purpose of testing.    Licensee may make copies of the User Guide to support its use of the 
software and make copies of all other components for the purpose of backup and disaster recovery.     All copies made by Licensee 
are also bound by the terms of this license agreement.   
4) Ownership  
All Software components, and any authorized copies thereof, shall be and will remain the exclusive property of Vendor. 
5)  Warranty  
Vendor warrants that the Software will operate in accordance with its User Guide, published at the time the Software is delivered to 
Licensee, for a period of 14 days.  If the Software does not so operate, Vendor’s only responsibility will be to use it best efforts, 
consistent with industry standards, to cure the defect. 
6) WARRANTY AND LIABILITY LIMITATIONS  
EXCEPT AS SET FORTH ABOVE, NO OTHER WARRANTIES, WHETHER EXPRESS OR IMPLIED, INCLUDING, WITHOUT 
LIMITATION, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, ARE 
MADE BY VENDOR.   IN NO EVENT SHALL VENDOR BE LIABLE FOR ANY SPECIAL, INCIDENTAL, INDIRECT, OR 
CONSEQUENTIAL DAMAGES WHATSOEVER (INCLUDING, BUT NOT LIMITED TO, DAMAGES FOR LOSS OF PROFITS OR 
CONFIDENTIAL OR OTHER INFORMATION, FOR BUSINESS INTERRUPTION, FOR PERSONAL INJURY, FOR LOSS OF 
PRIVACY, FOR FAILURE TO MEET ANY DUTY INCLUDING OF GOOD FAITH OR OF REASONABLE CARE, FOR 
NEGLIGENCE, AND FOR ANY OTHER PECUNIARY OR OTHER LOSS WHATSOEVER) ARISING OUT OF OR IN ANY WAY 
RELATED TO THE USE OF OR INABILITY TO USE THE SOFTWARE, THE PROVISION OF OR FAILURE TO PROVIDE 
SUPPORT SERVICES, OR OTHERWISE UNDER OR IN CONNECTION WITH ANY PROVISION OF THIS AGREEMENT.  
    NOTWITHSTANDING ANY DAMAGES THAT LICENSEE MIGHT INCUR FOR ANY REASON WHATSOEVER (INCLUDING, 
WITHOUT LIMITATION, ALL DAMAGES REFERENCED ABOVE AND ALL DIRECT OR GENERAL DAMAGES), THE ENTIRE 
LIABILITY OF VENDOR UNDER ANY PROVISION OF THIS AGREEMENT SHALL BE LIMITED TO THE AMOUNT PAID BY THE 
LICENSEE UNDER THIS AGREEMENT. 
7) Indemnification  
Licensee will indemnify and defend or, at its option, settle any claim against Vendor or its employees arising from Licensee’s use or 
operation of Software. 
8) Annual Maintenance Service  
Licensee may pay an annual maintenance fee to extend the warranty noted in Section 5 (subject to all limitations specified in this 
agreement) for a 12-month period.   The annual maintenance fee will also allow licensee to access Vendor telephone support during 
normal business hours, access Vendor  web site, and receive any new versions of Software that are released by Vendor during the 
12-month period covered in the Annual Maintenance Service.    
    Licensee shall  be totally responsible for implementing any changes to Software components provided under Section 5 or the 
Annual Maintenance Service.  
9). Proprietary Rights  
Licensee acknowledges that the Software components are unpublished works on which Vendor holds the sole and exclusive 
copyright.  Licensee shall maintain all copyright notices on the Software components and shall reproduce such notices on any 
copies of Software components. 
    Licensee acknowledges that the Software components constitute valuable trade secrets of Vendor and agrees not to disclose 
them or use them for any purpose not contemplated by this agreement, and agrees to maintain them in the strictest confidence. 
10). Default and Termination  
In the event that Licensee is in default under any of the terms of this agreement, vendor may suspend or withhold any activity due 
under the terms of this agreement.  In the event that such default is not cured within twenty (20) days after notice, or immediately if 
Licensee breaches any of its use restrictions or confidentiality obligations under the agreement, Vendor may terminate this 
agreement and pursue all other remedies available to it, under law. 
    Upon termination of this agreement, Licensee agrees to immediately terminate its use of the Software and to return to Vendor all 
copies of the Software. 
    Termination of this agreement shall not relieve either party of the obligations arising hereunder, including the responsibility for 
paying previously accrued License Fees and the responsibility for not disclosing the Software components, and for returning the 
items to Vendor. 
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11). Miscellaneous  
a) Severability 
If any of the provisions of this agreement, or portion thereof, are found to be invalid by a court of competent jurisdiction, such 
provisions may be severed from the agreement and the remainder of the agreement shall remain in full force and effect. 
b) Heading Not Controlling 
The headings used in the agreement are for reference purposes only and shall not be deemed a part of this agreement. 
c) Governing Law 
This agreement will be governed by and construed in accordance with the laws of the Sate of Illinois applicable to contracts entered 
into and wholly to be performed within the State of Illinois by residents of Illinois. 
d) Assignment 
This agreement may not be assigned by Licensee without the express written approval of Vendor 
e) Entire Agreement 
The parties have read this agreement and agree to be bound by its terms, and further agree that it constitutes the entire and 
exclusive agreement of the parties and supersedes any and all previous communications, representations or agreements, either oral 
or written, between them.  No representation of Vendor, which are not stated herein, shall be biding on Vendor. 
f) Communication and Enforcement by Licensee 
Licensee agrees to communicate the terms of this agreement to all users authorized by Licensee to use the software (Authorized 
Users) and to ensure that none of the authorized users violate the terms of this agreement. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Copying this Manual 
 
This manual is provided exclusively to licensed users of CommuniCoach® software and may be 
copied only for the authorized uses by the licensee.  Unauthorized reproduction or distribution of 
this manual may be a violation of the license agreement as well as applicable copyright laws.�
 
 
© 2009, Isoprime Corporation. 


