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Step Details 

To Reschedule or Cancel an Appointment: 
Important: The Cancel and Reschedule buttons in the TCFlow application are the only way that a TCA can cancel or reschedule 
an appointment on the day that it is scheduled. However, the exam cannot be rescheduled or cancelled if the examinee’s ID has 
been entered into the system at the workstation. By selecting either button, the system will delete the selected appointment from 
your site’s database so that it cannot be signed on at the workstation. TCFlow will then load the Scheduling tab and perform a 
cancellation or load the examinee’s profile and begin the rescheduling process. After cancelling or rescheduling an examinee, you 
must run Pulse in order to update the roster.  
12 To reschedule or cancel an appointment, locate the examinee using Search. Then click Exam Activity on the bottom 

right hand side of the screen. 

 

13 A list of all scheduled and taken exams appears for that examinee. Select the exam to be rescheduled or cancelled.  
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Step Details 

14 If you are cancelling an exam, you will see this message. When acknowledged, you will return to the exam listing. 

 

15 If you are rescheduling an exam, you will be prompted to select a date, time and seat. 

16 After the reschedule/cancel, run Pulse to update the system. 

Searching for Exam Information 
Table 22 Searching for Exam Information. 

Task Details 

Use the Scheduling tab to find out exam specific details. 

Main Exam 
Information Screen 

Use the drop down boxes to select the:  
•  Client Name 
•  Program 
•  Exam Number/Name 
•  Language 
•  Currency                                                            
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Task Details 

Sample Exam 
Information 

The specific Exam Information displays. 

Managing Site Management from Your Admin 
Table 23. To Manage Site Operations. 

Details 

This section deals with managing your site using the Site Management tab. You can click on the applicable options from the 
menus that go across the screen just under the main tabs. 
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To View/Modify Your Site’s Calendar: 
Table 24. To View/Modify Your Site’s Calendar. 

Option Procedure 

Calendar  From the main calendar screen, click on the date you wish to adjust. Then, use the boxes at the bottom of the 
screen to add time or reset that date.  

 

 

To View/Modify Your Site’s Standard Hours: 
Table 25. To View/Modify Your Site’s Standard Hours. 

Option Procedure 

Standard 
Hours 

To modify the Standard Hours, click on Edit next to the desired date to change the site hours for that day. Run 
Pulse. 
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To View/Modify Your Site’s Exception Hours: 
Table 26. To View/Modify Your Site’s Exception Hours. 

Option Procedure 

Exception 
Hours 

To change the hours on a single day, click on the calendar icon next to the Day field to select the desired date. 
Then enter your desire Start and End times. Run Pulse. 

To View/Modify Your Site’s Seat Availability: 
Table 27. To View/Modify Your Site’s Seat Availability. 

Option Procedure 

Seat 
Availability 

Click on Availability Date next to the calendar icon to select the date. Next select the seat and Edit or Range to 
modify.   
Note: Range means date range. 
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To View/Modify Your Site Information: 
Table 28. To View/Modify Your Site Information. 

Option Procedure 

Site 
Information 

Click in any of the boxes to edit the information. You can also edit or add additional contacts for your site. 

 

To View/Print Forms: 
Table 29. To View/Print Forms. 

Option Procedure 

View/Print 
Forms 

You may select any of the four listed forms to open that form in a printable PDF format. 
These forms are available: 

•  Blank Regulations Form 
•  Daily Schedule 
•  Sign-in Log Sheet 
•  Orphaned Appointments Record 
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Workstation Demos 
Table 30. Workstation Demos. 

Details 

Workstation Demo 
Exams 
Some demo tests can be 
launched from the 
workstation to assist with 
site readiness. 
 
Use the Demo Exam tab to 
schedule demo exams. 
Highlight the desired exam 
and click Start the Exam. 

 

TCFlow Scheduler/Site Management Web Access 

Web Scheduler Procedure 
Table 31. Starting TCFlow Web Scheduler. 

Step Procedure 

Use the steps below to access the TCFlow Scheduling and Site Management features from the web. You may notice some slight 
differences in naming convention but all procedures are the same as using the TCFlow functions from the admin. 

1 To start the Scheduler, enter https://itswr.prometric.com in your Internet browser. 
2 The Scheduler Log On dialog box opens. 

 

3 Enter your User name and Password: 
           •  User Name = your center site ID code  
           •  Password =  your Pulse password  

4 Choose Log In to continue.   
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Step Procedure 

5 Use the dropdown menu to select your site code. The main scheduler applications appear. This consists of two main 
functional areas: 

•  Schedule   
        Search – Look up examinee information and/or schedule new appointments. 
        Exam Information - Look up exam information. 
•  Manage Site 
        Includes these functions to assist you in managing your site operations: 
        Calendar 
        Standard Hours 
        Exceptions Hours 
        Seat Availability 
        Site Information 
        View and Print Forms  

 

Potential TCFlow Error Issues (may appear when using 
either Your Admin or the Web) 

.Net Error Messages 
Table 32. .Net Error Messages. 

Details 

•   
 
 

TCFlow will fail to open on a testing or admin station if the Microsoft .Net Framework version 2.0 is not installed.  
You will see one of two messages, depending on whether no version of .Net is installed or you have an older version 
installed. 

•   
 

This error message will appear if no .Net framework is installed.  
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Details 

•   
 

This error message will occur if you have an older version of the framework installed. 

Solution: 
•   

 
•  To install the Microsoft .NET Framework Version 2.0 for Windows 2000, Windows XP, or Windows Server 2003 go to 
http://www.microsoft.com/downloads/details.aspx?FamilyID=0856eacb-4362-4b0d-8edd-aab15c5e04f5&DisplayLang=en 
and follow the instructions. 
•  Once the Microsoft .Net installation has completed, reboot the station and confirm that TCFlow loads correctly. 

Browser Compatibility Error Messages 
Table 33. Browser Compatibility Error Messages. 

Details 

•   
 

If the message indicated by the arrow (or a similar error message) appears, you have a browser compatibility issue. 
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Details 

Solution: 
•   

 
•  TCFlow requires Internet Explorer 7.0. Although the scheduling tool will allow use of Firefox, the TCFlow admin 
application loads the installed version of Internet Explorer through the Scheduling and Management tabs.  Download 
Internet Explorer 7 for Windows XP at: http://www.microsoft.com/downloads/details.aspx?FamilyId=9AE91EBE-3385-
447C-8A30-081805B2F90B&displaylang=en 
•  If you are not able to install Internet Explorer 7.0 on the computer where you are using TCFlow, and wish to use the 
TCFlow Scheduler website on that computer: 

Go to the Tools menu, then select Show Desktop so that you can access your other Windows applications.  
Once you have done that, install Firefox from http://www.getfirefox.com if you have not already done so.   
Launch Firefox, and follow the instructions on loading the Scheduler from https://itswr.prometric.com.  
Note: If you are doing this on a station used to deliver tests, you will need to close all Firefox windows and select 
Hide Desktop from the Tools menu to avoid warnings about unauthorized applications when you sign on an 
examinee. 

 

Adobe Reader Error Messages 
Table 34. Adobe Reader Error Messages. 

Details 

•   If you do not have adobe reader installed or the version is not supported by the system, this message will appear: 

 

Solution: 
•   Download and install Acrobat Reader from http://get.adobe.com/reader/ 

 
 




