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1. Creating a New Test

1. Login to your district page in DataMate.

2. Under the “Tasks” heading, select the “Test Management” tab.

DRIVEN BY DATA Your Race to the Top P-20 Data System Learn More

Home | Preferences | Feedback | Usage Log | Logouf -

Return to Data Mate Admin

LEXICON

-
<8

STUDENTS

()

SCHOOL
REPORTS IMPROVEMENT

Tasks DataMate is your

Print an answer sheet ROCQT
to the Op
Test Management $-20 Data
Preview Online Tests System
Y cnate - ine Test Get your share

File Store :; :ahuu.?iﬁm
Downlosd district data file federal funding.

Instructional Files and Videos

DataMate Instructions for Administrators
DataMate Instructions for Teachers

— 3. To create a new test, click on “Add Test” (Clicking on “Show All” next to the search window near the top of the

page will bring up all of the available assessments for your district. Alternatively, you may type in the name of
the test you want to assign in the search window. )

DRIVEN BY DATA Your Race to the Top P-20 Data System Learn More

Home | Preferences | Feedback | Usage Log | Logout ——

Test Management | Online Testing Administration
Test: IType search content here Show All \| Add Test |

?
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3. This will take you to the “Test Details” layout.

DRIVEN BY DATA

Your Race to the Top P-20 Data System Learn More

~~

Return to Data Mate Admin

o

STUDENTS

Home | Preferences | Feedback | Usage Log | Logost — "3

SCHO LEXICON

oL
REPORTS IMPROVEMENT

Test Management | Online Testing Administration

Test Name: |

Short Test Name: |

Grade: Any v

Subject Area:

BookiSection Titles: | | (separate with a comma)
[J Disabled

Current Test Files:
To add files, first save the test.

Fill in and select all necessary fields. This should look something like this:

Test Name: |Math Grade 4 Interim Assessment #1
Short Test Name: |Math 4 1A #1

Grade:

Subject Area: [Math v

Book/Section Titles: |Eluok 1.Book 2

[ Disabled
Current Test Files:
To add files, first save the test.

| (separate with a comma)

| Save || Cancel |

A

Hit the “Save” button.

4. After saving the new test, you have the option to attach files to it (e.g. soft-copies of the assessment book(s),
test maps/answer keys, or teacher directions) for easy reference.

Current Test Files: None
Upload File: Browse... Upload

Update || Cancel |
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5. Return to the test management layout by clicking on “Test Management” at the top of the page. Tabs that
appear green have been filled in; tabs in red need to be filled in; tabs in white are optional.

Test Management | Online Testing Adminisiration

Search Tests: [Math Grade 4 Intenm Assessment &1

Show Al

Test Details
References
Cluestions
Scorng
Test Directions

Test Book Directions

Testing Dates
Add Date

Online Testing

Online Assignment

Online Administration

Paper Testing
Paper Test Booklet

Paper Assignment

Upload Scanned Tests

KeyMerify Test Data

Log

Delete Test Records

Add Test

6. The “References” tab: This is where you will add and format ELA reading passages so that they can be linked, as
references, to sets of questions in your assessment. For other subjects, references may be used to link graphics
(such as graphs, tables, images, charts etc.) to sets of questions. Students will have access to a reference on
every question the reference is linked to. How exactly this is done will be explained later in this document.

Let’s say you’re working on an ELA assessment and want to add reading passages. Clicking on “References” will
bring you to the following layout:
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List of References: Add MNew Beference

Mame:

Reference text will be available for editing after reference has been added

| Add Reference

Type in the name of the reference (e.g. the title and author of the reading passage) and click on “Add
Reference”.

ELA Grade 4 Interim Assessment #1

List of References: Add New Reference

Excerpt from Alice's Adventures in Wonderland by Lewis Carroll

Name: | Excerpt from Alice’s Adventures in Wonderland by Lewis Carroll

Images to be embedded in Reference
Choose Image: Browse.. | Upload Image

Text: {do not include any guestions numbers in the reference, they will be automatically prefixed the the reference)
B J U == == |rFomat IR T =N R R

=S | R« | | b EA-2-

o | | | | |— e[| = x [= i | 2 &y o

Ll

Path:

Update Reference | | Delete |
Reference has been saved
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The reference will now appear in the List of References and the reading passage may be copied and formatted in

the text box.

Add the passage header how it will appear on the assessment, such as Reading Passage Title, Author, Type of

Passage etc.

In order to include line or paragraph numbers on a reading passage, a table should be used. Click on the symbol

in the left corner of the text box:

|

A window will be up where you will specify the number of columns and rows for the table. In this case, it should
be 2 columns and 1 row. Hit “Insert”.

mages to be embedded in Reference
Tex o ; Geners| Advanced i o
: o : General Properties S
B Jf U & |S& = = Columins Rows
- i= =~ Cell Padding |:| Cell Spacing |:|
Alignment Border El
S| e [ ] Height [ 1
Class [-- Mot Set -- [~ ]
A Table Caption [ ]
You should now see this:
B 7 U[E|=E]==redngz -/| X G203 006|300
i = fF« |9 | D E|A-%-
™ | | | | |— e[| = x |=|id | 2 & s

Alice’s Adventures in Wonderland
By Lewis Carrall
Adapted excerpt from Chapter 1: Down the Rabbit Hole
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This is the table that needs to be filled in:

The first column will contain the paragraph or line numbers. The second paragraph will contain the text of the
reading passage. You may type it in manually or copy/paste from a document.

Start by entering the text in the second column. It will look like this:

Bfuﬂlgggglparagmph '|h-._‘|_ﬁ.l."ﬂ_|‘£1|ﬂ"|
| U E|A-W-
|I']'11 11?' L |:=ﬁ..j|_ -‘lx’ x

.rl____t +_i|3.1:£u"'7"

Alice’s Adventures in Wonderland

Ey Lewis Carroll
Adapted excerpt from Chapter 1. Down the Rabbit Hole

Alice was beginning to get very tired of sitting by her sister on the bank, and of having nothing
do. Once or twice she had peeped into the book her sister was reading. But it had no pictures

conversations in it. “And what is the use of a book,” thought Alice, “without pictures or
conversation?’|

Suddenly a White Rabbit with pink eyes ran close by her. There was nothing 20 VERY

remarkable in that. Nor did Alice think it so VERY much out of the way to hear the Rabbit say t
itself, *Oh dearl Oh dearl | shall be latel” But when the Rabbit actually TOOK A WATCH OUT (
ITS WAISTCOAT-POCKET, and looked at it, and then hurried on, Alice got up to her feet. She
had never before seen a rabbit with either a waistcoat-pocket, or a watch to take out of it. Burn

with curiosity, she ran across the field after it. Fortunately, she was just in time to see it pop do
a large rabbit-hole under the hedge.
€

Path: table s thody » r=td = p

>

Now click with the cursor in the first column and add some spaces. Right click in the first column and go to “Cell”
-> “Table Cell Properties”

and book-shelves. Here and there she saw map
down a jar from one of the shelves as she passs
but to her great disappointment it was empty.

“helll” thnunbt Alice to herself. “After such a fall

A mnsetfEdit Table  syen off the top of the house! Hol
™ Table Properties

¥ Delete Table ywn. Would the fall NEVER comg
call b =] Table Call Properties ust be ge
Row v 5 split Merged Tablz Cells
{ Column ¥ 0 Merge Table Cells

Path: table » thody » ir = td
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Select Top from the drop-down field Vertical Alignment and hit Update.

TGeneral || Advanced
General Properties
Alignment Cell Type
Vertical Alignment Scope
width [ ] Heigh: [ |
Class [-- Mot Set - [ ]

[Update Current Cell

i

—— Your cursor is now aligned properly on top of the column in order to add paragraph or line numbers.

Alice’s Adventures in Wonderland

By Lewis Garrall
Adapied excerpt from Chapter 1. Down the Rabbit Hole

— | Alice was beginning to get very tired of sitting by her sister on the bank, and of having
nothing to do. Once or twice she had peeped into the book her sister was reading. But it h
no pictures or conversations in it. *And what is the use of a book,” thought Alice, “without
pictures or conversation?”

Suddenly a White Rabbit with pink eyes ran close by her. There was nothing so VERY
remarkable in that. Mor did Alice think it so WVERY much out of the way to hear the Rabbit ¢
to itself, *“Oh dearl Oh dearl | shall be latel” But when the Rabbit actually TOOK A WATCH
OUT OF ITS WAISTCOAT-FPOCKET, and looked at it, and then hurried on, Alice got up to
her feet. She had never before seen a rabbit with either a waistcoat-pocket, or a watch to
take out of it. Burning with curiosity, she ran across the field after it. Fortunately, she was |
in time to see it pop down a large rabbit-hole under the hedge.
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This should look something like this:

Text: {do not include any questions numbers in the reference, they will be automatically prefixed the the reference)

BIuml%%E%l%ragmph 'lxﬂ.‘]ﬁﬁﬂlﬂﬂ|

S EER G |9 o L ®|A-w.
|_|_||:.'u:g.-=""|l']"r1 11I']'-'r|:ﬂ:-j|_ -dlxa K‘l-z'l._._f +_1|.'1.] :ﬂ]'—‘"’
MUl -F MO Y W I I T W W I ] I I
By Lewis CGarrall ”~

Adapted excerpt from Chapter 1: Down the Rabbit Hole

1 Alice was beginning to get very tired of sitting by her sister on the bank, and of having
nothing to do. Once or twice she had peeped into the book her sister was reading. Butitr
no pictures or conversations in it. *And what is the use of a book,” thought Alice, “without

pictures or conversation?”

2 :Suddenly a White Rabbit with pink eyes ran close by her. There was nothing so VERY
remarkable in that. Mor did Alice think it so VERY much out of the way to hear the Rabbit
say to itself, “Oh dearl Oh dearl | shall be latel” But when the Rabbit actually TOOK A
WATCH OUT OF ITS WAISTCOAT-POCKET, and looked at it, and then hurried on, Alice
got up to her feet. She had never before seen a rabbit with either a waistcoat-pocket, or a
watch to take out of it. Burning with curiosity, she ran across the field after it. Fortunately,
she was just in time to see it pop down a large rabbit-hole under the hedge.

3 In another moment, down went Alice after it, never once considering how in the world she™

- ki R R R

5 - =
Path: table = thody = fr=td = p

IUpdate Reference | | Delete |
Feference has been saved

Hit “Update Reference” once done and then on “Test Management” to return to the previous layout.

] ] b

Test Management | Online Testing Administration
ELA Grade 4 Interim Assessment #1
Preview Online Test Add Question  Bulk Edit Questions Browse Bank  Print List

Name Book Category Cluster Cat Type Ans Pts Core Weight Exclude DOK P-val
A

7. The “Questions” tab: Here you will add questions to your assessment.

Option A Click on “Add Question”.

This will bring you to the following layout:
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© Educati

ELA Grade 4 Interim Assessment #1
Return to Question List

Question: Add Question

Question Name: | | Question Order: 1

Test Book: [Book 1 V] DOK: ]
Report Category: | | Report Cat Rounding:

Cluster Category: | | Cluster Rounding:

Question Type:  |[Multiple Choice v

Question Weight: [1 og | Pvalue I:|

Description:

Core Codes: Nong

f manually entsring core codes, separate with 3 semicolon ()
[ Excluce this question from calculations
[ 8how on Performance Profile even if excluded

Images to be embedded in guestion or answers:

Choose Image: Browse... Upload Image
Question:
B Z U & =E===|rFoma X G @ A= s = | | .
™ | | | | | — <& % x| B |A-2-0 WY
< >
Path:

Add Answers A-D Add Answers 14 Add Answer

References:

[JuUse the reference: Excernpt from Alice’s Adventures in ] ] :
Wonderland by Lewis Carroll [ 8how before guestion while taking test

Tools for Online Testing:

ClRuler: Maxvalue:| | Majorticks:[ | Minortick Minor minor ticks: || Scale:[ |

CProtractor: Qutside arc width: Inside arc width:

Online Testing Preview:
ELA Grade 4 Interim Assessment #1

[1 Come back later
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Fill out or select the following fields:

Question Name: Question 1, Question 2, Question 3 and so on...

Test Book: Select Book 1 or Book 2 from the drop down (for ELA, Book 1 might contain all multiple choice items;
Book 2 might contain constructed response items)

Report Category: e.g. Multiple Choice, Constructed Response, Essay, Short Response, Extended Response etc.
Reports of Student Data will group scores per specified report category (e.g. questions 1 through 10 are report
category multiple choice, a combined raw score will be given for all questions under this report category etc.)
Cluster Category: Optional Field to enter a question’s cluster, e.g. for CCSS 4.RL.1 the cluster category would be
entered as Reading Lit.: Key Ideas and Details.

Question Type: Choose between Multiple Choice and Points Question.

Answer: For MC questions, enter the correct answer (e.g. A, B, C,Dor 1, 2, 3, 4 etc.)

Question Weight: Default of 1.00; may be changed if for example an essay should be weighted double.
Description: You may enter keywords relating to the item content here (e.g. key details/inference; character
actions; word meaning etc.)

Core Codes: enter CCSS in the following format 4.RL.2; 4.L.4a; 4.Rl.3 etc. You may manually enter them or click
on “None” to select the question’s code from a list.

DOK: Depth of Knowledge or Rigor (1-4 or leave blank)

Points: Default of 1 for multiple choice. Change to any point value desired for the item that is being created.
P-value: If you have information on the P-Value of your item, this may be entered here.

This should look something like this:

Question: Select w| Add Question

CQuestion Name: |Questi|:|n 1 | Question Order: 1

Test Book: [Book 1 v| DOK: |:|
Report Category: |Multiple Choice | Report Cat Rounding:

Cluster Category: |Qeading Lit.: Key ideas and 39tai| Cluster Rounding:
Question Type: |Multiple Choice v |

Question Weight: [1 o | P-value |:|

Description: kv details/inference
Core Codes: MNone
|4RL1| x

f manual W =ntsr ng core CDOEE, 52 paratz with 3 s=micolan [
[ Excluce this question from calculations
[ show on Performance Profile even if excluded

Scroll down and type or paste the question into the text box, as pictured below.
10
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Cuestion:

B J U | ES=S|rregaph - | X DBG@E®AN[EE][Ew|9 o |
B ) X 3 F 1
A | | | | | — <[Elid bx x| BA-Z-2 8%
At the beginning of the story, which is true about Alice and her sister? A
W
< >
Path: p
Add Answers A-D Add Answers 1-4 Add Answer
Depending on whether your assessment has answer choices A-D or 1-4, click on “Add Answers A-D” or “Add
Answers 1-4”. Four new text boxes will appear:
B 7 U & | SS=S|romt - | X 52000 8a%%|EES|FE«| e
o | | | || — <[ | x |2 |A-Z- Q8%
| A
.
W
< >
Path:
B 7 U &|S===|romt ||| X G @0 0|8 EE]EE| [ v
o | | | | | — [l |x x| |A-¥-Q &%
sl
B}
W
< >
Path:
BZU|SE=S=S=|rmt [ X a@@@E AN|EE|EE«| [ o
o | | | | | — <[ | x| |A-2-Q 8%
fa)
]
W
< >
Path:
B 7 U&|SESSS|Fomt | X G @008 [EES|-E«| =
| | | | | — [ |x x| % |A-2-0 8%
~
b_|
W
< >
Path:
Add Answers A-D Add Answers 1-4 Add Answer Remove Answer
You can remove answers (e.g. if your item only has choices A-C) or add answers (E, F, G etc.).
Type in or paste the answer choices into each separate box.
11
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B J U SS==|[regeh - X GB@EGRA|EE| E«|9 o |m
| | | | | — <[ bx x| % A-2-0 8
Alice is more adventurous than her sister. ~
-—\ :
v
£ >
Path: p
B 7 Uk SS=S|racosph - X 2B @HALIEE|EE« |9 o |
| | | | |— <[ Hx x| 2(A-w-QHY
Her sister is more bossy than Alice. A
w
< >
Path: p
BJ U SSESS|reegh - | X @@ A |ISE|FEaw|9 o |mm
| | | | |— <[ bx x| 2A-Z-QNY
Meither girl enjoys being outside. A
-C :
v
£ >
Path: p
B J U SS=SS|reowh - | K DBGEGERG|SIE|IEEC|D & [wm
A | | | | | — <[ i bx x| 8 A-%-0 84
Alice is more content than her sister. s
v
£ >
Path: p
IAdd Answers A-D Add Answers 14 Add Answer Remove Answer
References:
& Use the reference: Excerpt from Alice’s Adventures in - M— —
Wonderiand by Lewis Carroll [+l Show before question while taking test

Here is also where you will add items to their corresponding reference (in this case, the reading passage you
created earlier). For the first question of a reading passage, check both boxes for “Use the reference: Name of
Reference” and “Show before question while taking test”. For subsequent questions that are linked to this
passage, only the first box should be checked. This way, the passage will only appear before the first question of
the set of questions it is linked to. For online tests, the reference will be available to view with each question it is
linked to through an embedded linked above the question.

At the bottom of the page, you will now see a question preview the way it would appear in an online test:

12
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Online Testing Preview:

ELA Grade 4 Interim Assessment #1

Question 1

Excerpt from Alice’s Adventures in Wonderland by Lewis Carrall - Click to View

At the beginning of the story, which is true about Alice and her sister?

A Alice is more adventurous than her sister. X)Wrong
B Her sister is more bossy than Alice. X)Wrong

QcC Neither girl enjoys being outside. X Wrong

OD Alice is more content than her sister. X)Wrong

[l Come back later

As you can see above, in an online test, the reading passage reference will appear like this above every question
that the reference is linked to and is accessible by “Click to View.”

Hit “Save” on the bottom of the page. The question will be saved to your assessment and automatically take you
to the empty ‘Questions” layout again to enter information for Question 2 and so on.

Click on “Return to Question List” to see an overview of the questions and its specifications.

3 3 ]

est Management | Online Testing Adminisiration

ELA Grade 4 Interim Assessment #1
Return to Question List

Preview Online Test Add Question  Bulk Edit Questions  Browse Bank  Print List
Mame Bock Category Cluster Cat Type Amns Pts Core Weight  Exclude 0o P-val
Cluestion 1 Book1  Multiple Cheice Raading Lit.: Kay |de=s and Detsils MC A 1.00 4.RL.1 1.00 Mo 1 Edit Delste Drowen

Description: key detailsinference

13
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Option B You may also use the “Bulk Edit Questions” tool to set up an initial test layout by adding the

number of questions / question type at once.

Preview Online Test
Name Bock Category Cluster Cat

T
Add Qluestion  Bulk Edit Questions  Browse Bank
Type Ams Pts Core Weight Exclude Dok P-Wal

Print List

Clicking on “Bulk Edit Questions” will display the following page:

Test Management | Online Testing Administration

ELA Grade 4 Interim Assessment #1

Add multiple choice questions Add
Add constructed respense questions Add

Question Book Category Type Ans Valid Pts Core Wght DOK P-Val Cluster Cat Description

Return to Cuestion List

Save

You now have the ability to add up to 30 multiple choice items and 10 constructed response items at once via

the two drop-down menus.

\

_m.iuuu.._f STUDENTS I '|.I=F“$-'-EUE"IT]
2
Test Ma|3 ent | Online Testing Administration
4
E ?‘ fe 4 Interim Assessment #1
L1 ]
7
a Efurm to Cuestion List
g
Add multiple choice questions Add
Add[3 | :‘I; nstructed response guastions Add
luestion BEook Category Ty :Ilj Walid Pts Core Wght DOK P-Val Cluster Cat Description

© Educational Vistas, Inc.
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In the scenario below, 8 multiple choice questions and 2 constructed response questions were added via the
drop-down menus (please note that you have to add the MC and CR questions separately by clicking “Add” next

to the item type.

Return to Cuestion List

Add multiple choice questions Add
Add constructed response quastions Add

Question Book Category Type Ans Valid Pts Core Wght DOK P-Val Cluster Cat Description

[Questicn 1 |[Bock 1 | [Muttiple Choice|[MC v||j§\EI‘.I:.D.". I+ ]l | K | | I |
[Questicn 2 |[Book 1 | [Muitiple Choice|[Ma ~][ ][aBNp~ |[1 ]| | EN E I |
[Question 3 |[Bock 1 | [Multiple Choice|[ MG~ ||:||A,EI,E:,ETN’1_“ | KN I |
[Question 4 |[Bosk 1 ~|[muttiple Choice[Me w][ |[sBCD |N| | [ |
[Question 5 |[Besk 1 V| [muttiple Choice[ME V][ [[arcns [T N | [ |
[Question 6 |[Book 1 v][muttiple cheice[Me V[ JlaBcns [T [N\ KN O | I |
[Question 7 |[Book 1 ~|[muitiple Choice[ME ~ ][ [[aBcos 1| NI [ I |
[Question 8 |[Book 1 ~|[muttiple Choice[ME ~ ][ |[aBcos 1| NI I |
[Question 2 |[Book 1 v|[Extended Rasp|[Fi= ] [0.1.2.4 || ||1\L1 ||:|| I |
[Question 10 |[Book 1 v|[Extended Resp[[Pts ] ([oaza |z N I |

Save

For Multiple Choice category questions, you now have to add each correct response in the “Ans” column before
you are able to save your progress by clicking on the button below.

You may also adjust “Valid” answer options from A,B,C,D to 1,2,3,4 or add / remove options if
more or less answer choices are need. The asterisk * means that more than one answer per
guestions is accepted (e.g. if the test is given per answer sheet on paper, and the student
bubbles in two answers on a question). The comma after the asterisk means that no answers on
a question are acceptable (e.g. a student does not select an answer for a question).

You may now also adjust the Category Names, Point Values, add Common Core Codes, DOK,
P-Values, Cluster Categories, and Descriptions for each item (Refer back to page 10 for

additional information on each column).

© Educational Vistas, Inc.
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Below is an example of a completed test layout map.

Question Book Category Type Ans Walid Pts Core Woht DOK P-Val Cluster Cat Description

[Question 1 |[Back 1 ~|[Muttiple Chaice[MC v][a |[aBcos |1 [4RL [* ][ ][ing Litersture |[draw =n inference |
[Question 2 [Bock 1 ~|[Muttiple Croice[MC v][a |[aBcos |1 |aRLz " Jz ][ ][ing Litersture |[isentity theme |
[Question 3 |[Back 1 ~|[Muttiple Creics[MC v][8 |[aBcos |1 |[4RL " Jz ][ ][wing Litersture |[draw =n inference |
[Question 4 |[Bosk 1 v|[muttiple Croicz|[Mc D |[aBcDs |1 |[4RL [1 |1 ][ |[ing Litersture |[arsw =n inference |
[Question 5 |[Bosk 1 v|[muttiple Croicz|[Me v][a  |[apcDs 1 |[4RL [1 |1 ][ |[ing Litersture |[arsw =n inference |
[Question & |[Bosk 1 v|[muttiple creicz[MC (e |[aBcos |[1 [[aRLe [1 J2 ][ |[wing Litersture |[gurstive langusge |
|Question 7 |[Bock 1 v|[Muttiple Cheice|[MC V][ |[aBcDs |1 |[4RLe [ Tt ][ [wing Litersture |[auther POV |
|Question & |[Bock 1 v|[Muttiple Choice [MC V][c] J[aB.cos |1 |[4RLT [ J2 ][ |[wing Litersture | relste graphic to text |
|Question @ |[Bock 1 v|[short Respensi[Fis V]| |forza |z [4Ritewz 1 3 ][ [weiting ||draw n inference |
[Question 10 |[Bock 1 v|[Extended Resp|[Fis V]| |[o1zasa]+ [4Rizewz 1 & ][ [weiting ||esxplore character trait |

Hit the button after making all desired adjustments on the “Bulk Edit Questions” tool.

Now, click on “Return to Question List” to get back to the
original Questions tab layout.

Test Management | Online Testing Administration

ELA Grade 4 Interim Assessment #1

Return to Question List

Add multiple choice questions Add

Add constructed response questions Add

To create the questions and answer choices, click on “Edit” on the first question and follow the steps outlines on
pages 9 through 13.

Weight Exclude DOK PVE S

Mame Book Category Cluster Cat Type Ans Ptz Core
Cluestion 1 Book 1 Multiple Chaoice Reading Literature M A 1.00 4RLA 1.00 Na 1 Edit Del=te Dhowm
Cescripfion: draw an inference
Optlon C: Alternately, if you want to select passages with questions/question sets from the DataMate™
Item Bank, click on “Browse Bank”.
Preview Online Test Add Question  Bulk Edit Questions  Browss Bank  Print List
MName Book Category Cluster Cat Type Ans Pts Core Weight Exclude OOk P-Val
16
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You may browse the item bank by selecting the Grade, Subject, Source, DOK, Type (MC or CR), Keywords, and

Common Core Codes.

Name Book Category Cluster Cat Type Ans Pts Caore Weight Exclude DOK  P-Val
Question 1 Book 1 Multiple Choice Reading Lit: Key ldess and Demils MC A 100 4RLA1 1.00 Mo Edit
Description: key detsilsinference

Grade: |Any v|  Subject: [N/A wv|  Source:|Any ~| DOK: Type: [All v
Keywords: | | Core:| | Notused in: Find
Questions Question Groups

Uelete

For Math, you may select and add individual items to your assessment. For example, filter for Grade: 4, Subject:

Math, Source: EVI, DOK: 2 and hit “Find”.

The search found 332~ Keywords: | | Core:| | Mot used

individual items that are

. ti 332 Ciuestion G 0
appropriate for Grade 4 Questions (332) uestion Groups (0)

Use the ruler above to answer the following question. Add to Book 1
Math, and have a depth of g9 Add to Book 2
knowledge of 2. DOK: 2
mast Care: 4.MD.1
Correct: C

To add an item to the
assessment, click on Book 1

or Book 2.
\What is the height of the mast of the sailboat, to the nearest cm.?
A Bom.
B d4cm
c  3cm.
D 2cm
Add to Book 1
A Add to Book 2
-
12 _- | DOK: 2
- -~ 6 Core: 4.G.1
L | Correct: B

Grade:[4 ~|  Subject: [Math wv|  source:[EWI v] DOK:[2 ~| Typer[al V]

For ELA, you will not find individual items but rather question groups to add to your assessment. A question

group contains a reading passage/reference and a set of questions that pertain to it. For example, filter for
Grade: 4, Subject: ELA, Source: EVI, DOK: All, Type: Multiple Choice and hit “Find”.

© Educational Vistas, Inc.
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Type: [Multiple Choice w

Reference: Fipé

Dofogirr o Mhornlns Does At

y Deforarnen

Grade:|4 | Subject: ELA v|  Source:[EVI v | DOK:[All v
Keywords: | | core:| | Notusedin:
Questions (0) Question Groups (47)
Reference: The Serpent and the Jfaal View Reference To add a question group to
the assessment, click on Book
1orBook 2.
Reference: The Runawgf Reference

Find

Add Group to Book 1
Add Group to Book 2

\ Add Group to Book 1

Add Group to Book 2

Add Group to Book 1
Add Group to Book 2

Add Sreain tn Bonle 4

V4
The search found 47 Question

Groups that are appropriate
for Grade 4 ELA, and contain
multiple choice items only.

To view the reading passage itself, click on “View Reference”.

To view the items on the passage, click on the name of the reference (e.g. “Reference: The Serpent and the

Eagle”).

After you’ve finished building questions and/or selected questions from the item bank, return to the “Test

Management” layout.

8. The “Scoring” tab: Here you can specify whether you’d like to convert the raw score to a scale score and set

performance levels based on the scale scores. Below is the default setting:

Test Management | Online Testing Adminisiration

ELA Grade 4 Interim Assessment #1

[ Hide Raw Score Data Hide Scale Score Data

Save

[ Hide Performance Level Daia

© Educational Vistas, Inc.
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9. The “Test Directions” and “Test Book Directions” tabs:

With this feature, many item details may also be modified and updated at once at any point in the test creation

process.

Online Testing Directions:

B J U === == | Fomat iR AL =N RN

S s = | | b ¥ |A-®-

4 | ; | ; |— @@ x x =il | §2 (& e
)
W

< >

Path:

Paper Test Directions:

B J U === == | Fomat iR AL =N RN

S E|FEiFE e« | b E|A--

A | ; | ; |— @@ x x =i | 2 (& e
T

The layout is the same for both. Depending on whether the assessment will be administered online or on paper,
type in the directions in the appropriate text window.

Test Directions may be Tips for Success, reminders to show work where appropriate and to read all questions
carefully before choosing or writing answers. Test Book Directions are applicable to each separate book, if
there’s multiple, or parts of a test, e.g. for Book 1 saying it’ll be multiple choice only and to use the answer
sheets; for Book 2, that it contains constructed response questions and to write down the answers in the spaces

provided.
19
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10. The “Testing Dates” tab. Click to add a date for administration.

ELA Grade 4 Interim Assessment #1

A test assignment must be created for each "test”{combination of test given and effective test date)
that you wish to view in the reports.

Do not modify the effective test date in arder to give this test to another set of students
that should not be grouped together with students that already took this test.

Effective TestDate:[| | Save Options

Alternate Course Dates: |

(if specified, overrides effective test date for student assignment
specify dates - comma separated, or use "all" to not limit student assignment by section start and end dates)

In the box labeled “Effective Test Date”, enter the first date of testing (mm/dd/yyyy) and click “Save Options.”

11. You will be taken back to the previous interface. Your new test date (in this case 9/1/2015) will now appear
under “Testing Dates”. The next steps are depending on whether the assessment will be administered online or
on paper.

Search Tests: [ELA Grade 4 Interim Assessment #1 Show All | Add Test

Test Details
References
Questions
Scoring
Test Directions

Test Book Directions

Testing Dates

Add Date
9/1/2015
Online Testing Paper Testing
Online Assignment Paper Test Booklet
9/1/2015
Paper Assignment
Online Administration 9172015
9172015

Upload Scanned Tests
9/1/2015

KeyMerify Test Data

Log
9172015

Delete Test Records
9/1/2015 (0 records)
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2. Assigning a Test for Online Testing

1.

2.

3.

Under the “Online Testing” tab, click on the new test date that you just assigned to bring up the test assignment

layout.

Online Testing

Online Assignment
9/1/2015

If your test contains any constructed response items, leave the “Teacher Scorable Auth. Items” box checked.
Uncheck the box if the entire test contains multiple choice items only. “Force Question Order” and “Teachers
Can Preview” should always be checked.

Do not add/edit sessions in order to give this test to another set of students
that should not be grouped together with students that already took this test.

Effactive Test Date: 2/1/2015

Alternate Dates for Student Enroliment:

[/ Teacher Scorable Auth. ltems Force Question Crder  [1Randomize Questions ] Teachers Can Praview
Sessions available for test to be taken:

Start Date End Date Start Time End Time Time Limit Questions
Add Session
Books taken onling: O Book 1

|P Restrictions: | -
Save Options

{CIOR subnet/mask or specific ip - comma separated)

View Currently Assigned Students View Unassigned Students Yiew Duplicate Assigned Students
Grades

If available, enter any “IP Restrictions” to restrict unwanted access to the online assessment.

Do not add/edit sessions in order to give this test to another set of students
that should not be grouped together with students that already took this test.

Effactive Test Date: 9/1/201

Alternate Dates for Studeny/Enroliment:

[/ Teacher Scorable Ayh. Items M Force Question Order  []Randomize Questions ] Teachers Can Praview
Sessions availakye for test to be taken:
Start Date End Date Start Time End Time Time Limit Questions
Add Session

Books taken onli [JBoak 1

|F Restrictions: | -
Save Options

(CIDR subnet/mask or specific ip - comma separated)

Wiew Currently Assigned Students Wiew Unassigned Students Wiew Duplicate Assigned Students
Grades

21
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4. Toopen up a new test window for the assessment, click on “Add Session.”

Do not add/edit sessions in order to give this test to another set of students
that should not be grouped together with students that already took this test.

Effective Test Date: 8/1/2015

Altemnate Dates for Student Enraliment:

[ Teacher Scorable Auth. liems Force Question Order (] Randomize Questions b Teachers Can Preview
Sessions available for test to be taken:

_ Start Date End Date Start Time End Time Time Limit Questions
» | Add Session
Books taken onlina: [ Book 1

IP Restrictions:

| Save Opticns
(CIDR. subnet/mask ar speciic ip - comma separated)

View Currently Assigned Students View Unassigned Students Yiew Duplicate Assigned Students
Grades

5. A new box will pop up so you may specify the details of this session. Enter the following information:

Test Duration in minutes (type 0 for an unlimited time window)
Start date of the desired test window (mm/dd/yyyy)

End date of the desired test window (mm/dd/yyyy)

Start time of the desired test window (#:4## AM/PM)

End time of the desired test window (#:4# AM/PM)

Check the book(s) you wish to appear online for this session

N o v~ WNPR

Save the session by clicking the “Save” button

Test Duration: 1. CI {minutes - 0 for no limit)

Available from: 2, |¥/1/2015 {date) Available to: 3. |9M15/2015 (date}
Effective Test available from: 4. |7:00AM (time) Available ta: 5 3:00PM| (tirme)

Alternate Date

Teacher S @ gogk 1 < 6.

Session
Start D2 . ) ) X
Add Sed Cwestion 1 Cuuestion 2 Cwestion 3 Question 4
Question 5 Question 6 Question 7 Question 8
Books taken
. M Question g M Question 10 M Guestion 11 M Question 12
IP Restriction: -
M cuestion 13 M Question 14 M Question 15 Options

Grades
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6. Once you have entered the desired session(s), select the book(s) that you wish to be available online and click

“Save Options.”

Do not add/edit sessions in order to give this test to another set of students
that should not be grouped together with students that already took this test.

Effective Test Date: 9/1/2015

Altemate Dates for Student Enrollment:

[ Teacher Scorable Auth. llems Force Question Order  []Randomize Questions [ Teachers Can Preview
Sessions available for test to be taken:

Edit

IF Restrictions:

(CIDR subnet/mask or specific ip - comma separated)

Start Date End Date Start Time End Time Time Limit Questions
912015 91572015 7:00 AM 3:00 PM 4] 15
Add Session

Books taken online: M Book 1 |

Save Options

7. The next step is to assign the students that you wish to have access to this online assessment during the

previously specified test window:

Select the appropriate grade level(s).
Select the appropriate school(s).
Select the appropriate subject area.

Select the appropriate courses.
Select the appropriate sections.
Click “Assign Students” on the bottom of the page.

o A WN PR

Effective Test Date: 9/1/2015

Alternate Dates for Student Enrollment:

[ Teacher Scorable Auth. ltems Force Question Order  []Randomize Questions ] Teachers Can Preview
Sessions available for test to be taken:

Start Date End Date Start Time End Time Time Limit
Add Session
Books taken onling: M Boak 1

IF Restrictions: |
(CIDR subnet/mask or specific ip - comma separated)

Questions

Save Options

View Currently Assigned Studenis Wiew Unassigned Students View Duplicate Assigned Students
Grades

1. O Oz ) M 4 Os Os s ] [Ca 10 [O42

Schools [ ] All Schools

2. ||Z| Birch Elementary School (0001) |

Subjects
3.|MEa | Celem  [math [sci

Courses [ | Al Courses
4.| MELA 2 (ELA4)

Sections [ Al Sections
5. | Miss. Scarlet - ELA 4 [V Professor Plum - ELA 4

6. | Assign Students

© Educational Vistas, Inc.
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8. After you clicked “Assign Students,” a message will pop up confirming that the selected students have been
assigned to the online assessments. Click OK.

» :
Message from webpage M

Y;V.:ié Students have been assigned

9. You may click on “View Currently Assigned Students” to view detailed information on each individual section
and student assigned to the online assessment as well as the total number of students scheduled to take the
assessment.

DRIVEN BY DATA Your Race to the Top P-20 Data System Learn More Return to Data Mate Admin
— > - 3

=
Home | Preferences | Feedback | Usage Log | Logout - “- Eg
=3 REPORTS STUDENTS

Test Management | Online Testing Administration

EV1 Built Online Test - Math

Do not add/edit sessions in order to give this test to another set of students
that should not be grouped together with students that already took this test.

Effective Test Date: 9/1/2015

Altemate Dates for Student Enrollment:

[V Teacher Scorable Auth. ltems Force Question Order [C]Randomize Questions [l Teachers Can Preview
Sessions available for test to be taken:

Start Date End Date Start Time End Time Time Limit Questions
9/1/2015 9/15/2015 7:00 AM 3:00 PM 0 15 Edit
Add Session

Books taken online: M Book 1

IP Restrictions: | ‘ Save Options
(CIDR subnet/mask or specific Ip - comma separated)

e | View Currently Assigned Studemsl View Unassigned Students View Duplicate Assigned Students

Ok O 02 Os 4 Os Ce O7 s Ce 1o 11 12

10. You may click on “View Unassigned Students” to view a list of students that have been manually disabled, if
any.

24
© Educational Vistas, Inc.



11. You may click on “View Duplicate Assigned Students” to view a list of students that appear in multiple sections —
assigned to the online assessment.

Here is the layout you will see:

Test: | ELA Grade 4 Interim Assessment #1 (21/2015) v| Previous MNexd

Wiew Currenthy Assigned Students View Unassigned Students Yiew Duplicate Assigned Students

Total Students: 10
ELA Grade 4 Interim Assessment #1
Birch Elementary School
Section: Miss. Scarlet - ELA 4
Teacher 1. Damiano, Thomas (515 1D: 4) - scarlel@appleville_com
Test date: 9M1/2015
Student Count: 5

Photo Student ID Student Name Grade Usemame Password Enabled
p:‘;’-_n 001244567 Answers, Mike 4 Manswers Manswers 4
[——"ur

p:‘;'m 001934567 Childs, Cindy 4 cchilds cchilds
=

p:‘;'m 001214567 Data, Bill 4 data hdata
[——"ur

p:‘;'__n 001224567 Leaders, Scott 4 sleaders sleaders

pr:._u 001134567 Testmaker, Beth 4 btestmaker btestmaker A

ELA Grade 4 Interim Assessment #1
Birch Elementary School
Section: Professor Plum - ELA 4
Teacher &: Professor Flum (315 1D: 3) - Unknown
Test date: 9M1/2015
Student Count: 5

Photo Student 1D Student Name Grade Username Password Enabled

pr:._u 001634567 Englishson, Fippin 4 penglishson penglishson [+

p:‘;’-_n 001734567 Street, Bert 4 hstrest bsireet [+
—_—

p:‘;'__n 001834567 Street, Emnie 4 estreet estreet [+
—_—

p:‘;'m 001434567 West, Fred 4 fwest fvest [+
—_—

p:‘;'__n 001534567 West, George 4 gwest awest [+

Save Enabled Statuses

Once you have completed these steps, your online assessment is ready for preview by teachers whose sections have
been assigned to the test and accessible for all assigned students during the test window previously specified. You may
add additional sessions or assign additional students/sections at a later time, e.g. for students who were absent during
the initial testing period. But please keep in mind: If you want to reuse the same online assessment at a later point for a
new round of testing, e.g. in a new semester or new school year, please assign the online assessment as a new test (see

step 4) with a new effective test date in order to differentiate your reports from the previous round of testing.
25
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3. Assigning a Test for Paper Testing & Printing

1. The “Paper Testing” tab: Click on the new test date that you just assigned to bring up a preview of the test
booklet.

ELA Grade 4 Interim Assessment #1

Configure the page breaks for the test booklet

Print Book

In this part of the assessment, you will read several selections and answer questions about what
you have read. Record your responses to the multiple choice questions by filling in the correct
bubble on the answer sheet.

Read the following and answer Question 1 through Question 1:

Alice’s Adventures in Wonderland
By Lew's Carroll
Adapted excerpt from Cnapter 1: Down the Rabbit Hole

1 Alice was beginning to get very tired of sitting by her sister on the bank, and of having
nothing to do. Cnce or twice she had peeped into the book her sister was reading. But it had
no pictures or conversations in it. “And what is the use of a book,” thought Alice, “without
pictures or conversation?”

2 Suddenly a White Rabbit with pink eyes ran close by her. There was nothing so VERY
remarkable in that. Nor did Alice think it so VERY much cut of the way o hear the Rabbit
say to itself, “"Oh dear! Oh dear! | shall be latel” But when the Rabbit actually TOOK A
WATCH OUT OF ITS WAISTCOAT-POCKET, and looked at it, and then hurried on, Alice
got up to her feet. She had never before seen a rabbit with either a waistcoat-pocket, or a
watch to take out of it. Burning with curiosity, she ran across the field after it. Fortunately,
she was just in time to see it pop down a large rabbit-hole under the hedge.

3 In another moment, down went Alice after it, never once considering how in the world she
was to get out again.

4 The rabbit-hole went straight on like a tunnel for some way. Then it dipped suddenly down,
50 suddenly that Alice had not a moment to think about stopping herself before she found
herself falling down a very deep well.

5 Either the well was very deep, or she fell very slowly, for she had plenty of time as she went
down to look about her and to wonder what was going to happen next. Below her it was too
dark to see anything. Then she noticed that the sides of the well were filled with cupboards

Click on “Print Book” to see a print preview of the finished paginated book including the cover, test directions,
all questions and page footers. You may need to adjust the page breaks in order to not cut off items in the
middle.

After generating the print preview, you may print directly from your screen or save the assessment as a PDF.

Return to the “Test Management” layout.
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2. The “Paper Assignment” tab: Similarly to the Online Testing/Assignment layout, select the Grade(s), School(s),
Subjects, Course(s), and Section(s) you want to assign the assessment to. This will allow you to generate pre-
slugged answer sheets and rosters for the assigned sections.

ELA Grade 4 Interim Assessment #1

Effective Test Date: /12015
Alternate Dates for Student Enrollment:

Manually verify student answer shests for questions that: MIHave no answers bubbled M Have multiple answers bubbled Save Options
Grades

R 02 O3 B4 Os Os Oz Cla (g 110

L1z

Schools [ Al Schools
4 Birch Elementary School (0001)

Subjects
M ELA Clelem [ math [Csei

Courses || All Courses

WIELA 4 (ELA 4)
Sections [ All Sections
Miss. Scarlet - ELA 4 1 Professor Plum - ELA 4
Assign Tests
Basad on the date |3/1/2015 |: | Get Summary || Get Rosters || Get Answer Sheets

Click on “Assign Tests” after you’ve made all appropriate selections. A message will pop up confirming that the

selected students have been assigned to the assessment. Click OK.

o Y
Message from webpage @

y !.\ Students have been assigned

T

To generate the pre-slugged answer sheets, click on “Get Answer Sheets”. A PDF with all the rosters and

corresponding student answer sheets will be generated.

See the following four pages for an example of what the generated PDF of answer sheets will look like:
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Test: ELA Grade 4 Interim Assessment #1
Totals - Sections: 2, Students: 10
Birch Elementary School

Miss. Scarlet, Course: ELA 4, Section: Miss. Scarlet - ELA 4 - 5 students
Professor Plum, Course: ELA 4, Section: Professor Plum - ELA 4 - 5 students

Totals for Birch Elementary School - Sections: 2, Students: 10

© Educational Vistas, Inc.
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Test: ELA Grade 4 Interim Assessment #1
School: 0001 - Birch Elementary School
Teacher: Miss. Scarlet

Course: ELA 4 - ELA 4

Section: Miss. Scarlet - ELA 4

0000015214

Absent
Part 1

Refused
Part 1

Absent
Part 2

Refused
Part 2

Answers, Mike - 001244567, Grade 4

Childs, Cindy - 001934567, Grade 4

Data, Bill - 001214567, Grade 4

Leaders, Scott - 001224567, Grade 4

Testmaker, Beth - 001134567, Grade 4

Student Count: 5

© Educational Vistas, Inc.
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Educational Vistas, Inc. for Appleville School District

ELA Grade 4 Interim Assessment #1

001244567
Grade: 4

Answers, Mike
01002030

Section: Miss. Scarlet - ELA 4
Teacher: Miss. Scarlet

0000015214001244567

0001

Reason Not Tested
Absent Entire Test

Refused Entire Test
Exempt

No Longer Enrolled

00O

Book 1

Lol A o o

ORORORO,
ORONGNO;
ORONGNO;
ORORORO,
ORORORO.
ORONOGNO;
ORORORO,
ORORORO.

Absent Book1 ()
Refused Book 1 (¥)

© Educational Vistas, Inc.
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Absent Book 2 ()
Refused Book 2 (¥)
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Educational Vistas, Inc. for Appleville School District

ELA Grade 4 Interim Assessment #1

001934567
Grade: 4

Childs, Cindy
01002030

Section: Miss. Scarlet - ELA 4
Teacher: Miss. Scarlet

0000015214001234567

0001

Reason Not Tested
Absent Entire Test
Refused Entire Test
Exempt

No Longer Enrolled

O0O0O

Book 1

O N o ok wWNR

OO
ORONCNO;
OO
ORONCNO;
OO
OO0
OO
OOOE

Absent Book 1 ()
Refused Book 1 (V)

© Educational Vistas, Inc.
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Absent Book 2 ()
Refused Book 2 (V)
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4. Uploading Data from Scanned Answer Sheets

Follow these next steps after the assessment has been administered in order to upload student data from the
completed answer sheets into DataMate™ (Important: Make sure that there is a score bubbled in for all the

constructed response items, if there are any).

1. The “Upload Scanned Tests” tab: Click on this tab to be brought to the upload layout. Make sure that you are

uploading the correct answer sheets for the assessment you’ve selected.

Please carefully read the scanning/upload specification below:

Scanned images must be 1 TIFF image file per student in 1 bit black & white - no color scans
Strongly recommend scan resolution of 300 dpi

Filenames for each student for a given test date must be unique

Browse Files || Clear List || Upload |

Owerall Progress (0 B)

[

| 0%

File Progress
[

| 0%

Go to “Browse Files” to locate the scanned answer sheets and mass-select them for bulk upload. Wait for them

to appear as pictured below:

| Browse Files | Clear List || Upload |

Owerall Progress (5.8 MB)
[

] 0%

File Progress
[

] 0%

© Educational Vistas, In

201510091554_0001.tif
201510091554 _0002.tif
201510091554_0003.tif
201510091554_0004.tif
201510091554_0005.tif
201510091554_0006.tif
201510091554_0007 .tif
201510091554_0008.tif
201510091554_0009.tif
201510091554_0010.tif
201510091554_0011.tif
201510091554_0012.tif
201510091554_0013.tif
201510091554_0014.tif
201510091554_0015.tif
201510091554_0016.tif
201510091554_0017.tif
201510091554_0018.tif
201510091554_0019.tif
201510091554_0020.6if
201510091554_0021.tif
201510091554 _0022.tif
201510091554_0023.tif
201510091554_0024.tif
201510091554_0025.tif
201510091554 _0026.tif
201510091554_0027.tif
201510091554_0028.tif
201510091554_0029.tif
201510091554_0030.tif
201510091554_0031.tif
201510091554 _0032.tif

201510091554 (0373 tif

2810k

W o o
| e 0o o om

[e R = R
W o

S8 T kB
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Hit “Upload” and wait until the both the Overall Progress and File Progress bars are at 100% and no outstanding
answer sheets are listed underneath the progress bars.

| Browse Files | | Clear List | | Upload |
Owverall Progress (0 B)
[_L."_."_."_LLL.’_.’_.’_.’_‘.’_.’_] 100%
File Progress

Go back to “Test Management”. The tabs will now look something like this:

Upload Scanned Tests
9/1/2015 (48 pending OCR)

Key/Verify Test Data (19)

Log
9/1/2015

Delete Test Becords
8911/2015 {17 records)

A total of 84 answer sheets were uploaded for this test....below is an explanation of what the various numbers in
the tabs mean:

Upload Scanned Tests (48 pending OCR): 48 answer sheets are still in the queue awaiting verification. Wait until
all answer sheets have been processed.

Key/Verify Test Data (19): 19 answer sheets need additional, manual verification before being loaded to the
test. After all answer sheets have been OCR-ed, you will manually verify all answer
sheets that have been put here.

Delete Test Records (17 Records): 17 answer sheets have been successfully uploaded for this assessment. After
all answer sheets were OCR-ed and manually verified, if any, the number of
records here should match the number of answer sheets initially uploaded
for this assessment.
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2. After all answer sheets have been OCR-ed, click on the “Key/Verify Test Data” tab if it is red and showing a
number in parenthesis (If all answer sheets were OCR-ed successfully, this tab will be white and have no number
showing in it). Any answer sheets that need manual verification will appear here.

Manual verification may be needed for MC double bubbles, MC missing bubbles, CR missing scores, blank
answer sheets, unreadable student information.

Answer sheets will also appear here if a Reason Not Tested bubble has been filled in. If the student was either
absent or refused the entire test, mark them as Absent or Refused for all sections. If the Exempt or No Longer
Enrolled bubbles are filled in, you may delete the test record by clicking on “Delete”.

See a sample below:

O: I | st First: | widdle: [ Suffix: Grade: 5 | School: 0001
Course/Room: © I ' Other | |
Home] - Focus to 19 question  [End] - Focus to "Save” bution  [Page Up][Page Down] - Focus to previnext book

Book1: [JaApsent  [JRefused  [IBlank
Book2: [apsent  [JRefused  [Blank | save Student | | Cancel | | Delete |

Zoom Image Page 1

N
. Educational Vistas, Inc, for INNIEINING— .
ELA b Early Assessment 2016
I I Reason Not Tested
Grade: 3 I G001 Absent Entire Test O
?:;S;z;: . Refused Entire Test (O
IO BN SR D S0 0 A 0 00 xempt O
Q000014461000010507 Mo Longer Enrolled O
Book 1
1. O®C0F
2 @06 00k
3. OO @®EF
. ® 000k
5. OB 0O 0OF
6. @O O0OI :5:‘: 9;‘*1 S
7. OO0@®OF ——— v
P AW ANAY A
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In the case above, the student did not bubble in an answer for Question #6. Since “Blank” is a valid choice for
multiple choice questions, simply click on “Save Student” to be taken to the next test record for verification. In
some cases, the answer will be blank because but the student had simply bubbled in his choice very lightly...this
is why manual verification is needed in these cases to make sure that a blank is really a blank and a double
bubble is really a double bubble (e.g. if a student bubbled in two answers for a question, fill in an asterisk (*) for
that question; however, if two answers are bubbled in but one of them is crossed out, the system will recognize
this as a double bubble when it is in fact not, and the answer choice that was not crossed out should be entered
as the given answer).

For constructed response, there cannot be any blanks or double bubbles. If the student did not give a response
to a constructed response question, it needs to be bubbled/filled in as A.

In the case below, Questions #15, 17, and 19 are missing a score so it needs to be manually verified whether the
student did not give an answer (fill in A), or should receive an appropriate number score (0-3 for #15 and #19; O-

2 for #17). After this is done, the check boxes will turn green.

Please note: All check boxes need to be green before the “Save Student” button is clickable.

FOR TEACHER USE ONLY

Ol T NONONORO) &
®e 0. @ © ®

e

@ O
10. @ & o8 2. @ © &
3.0 006 ol 5. @ O Q)
15. 0 OO0 ® 6 @O O
17. & O & @

After all necessary answer sheets are manually verified (in this case 19), this pop-up will appear and you will be
automatically taken back to the “Test Management” page.

Message from webpage &J

l 3 There are no more students to key.
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The tabs now appear like this:

KeyMerify Test Data

Log
9M2015

Delete Test Records

8/1/2015 (83 records)

Even though 85 answer sheets were uploaded initially, we only have 83 records. In this case, 2 answer sheets
were deleted during the manual verification because the students were no longer enrolled and their answer
sheets were completely blank.

4. The “Log” tab: Here you can check the file upload history for this assessment. It will show the total number of
files uploaded (may differ from the above number of test records, if any were deleted; in this case, 2), indicate
duplicate file uploads by marking the duplicate student ID in red, and have a copy of any answer sheets that

were deleted while manually verifying.

© Educational

85 files uploaded

Fed Student 1Ds indicate duplicate files were uploaded

Filename

|uploaded

OCR Complete

Student 1D

Deleted (while verifying)

201510091554 _0001.tif

10/9/2015 4:51:36 PM

Nz

201510091554 _0002.tif

10/9/2015 4:51:36 PM

Nz

fes View

201510091554 _0003.1if

10/9/2015 4:51:37 P

iz

201510091554 _0004.tif

10/9/2015 4:51:37 P

iz

201510091554 0005 tif

10032015 4:51:37 PM

es

201510091554 _0006.tif

10/9/2015 4:51:35 PM

Nz

201510091554 _0007 tif

10/9/2015 4:51:35 PM

Nz

201510091554 _0008.tif

10/9/2015 4:51:38 PM

fes

201510091554 _0009.1if

10/9/2015 4:51:35 PM

iz

201510091554 _0010.1if

10/9/2015 4:51:38 P

fB5

201510091554 _0011.1if

10/9/2015 4:51:38 P
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