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1. Creating a New Test 

1. Log in to your district page in DataMate. 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Reference”. 
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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”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You should now see this: 
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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: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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” 
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Select Top from the drop-down field Vertical Alignment and hit Update. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your cursor is now aligned properly on top of the column in order to add paragraph or line numbers.  
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This should look something like this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

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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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, D or 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.RI.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: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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: 

 

 

 



13 
© Educational Vistas, Inc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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.  

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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. 

 

 

 

 

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 

questions 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). 

 

 

 

 

 

 

 

 

 



16 
© Educational Vistas, Inc. 

Below is an example of a completed test layout map. 

 

 

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.  

 

 

 

 

 

 

To create the questions and answer choices, click on “Edit” on the first question and follow the steps outlines on 

pages 9 through 13.  

 

 

 

 

Option C: Alternately, if you want to select passages with questions/question sets from the DataMate™ 

Item Bank, click on “Browse Bank”. 
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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. 

 

 

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”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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”.  

 

The search found 332 

individual items that are 

appropriate for Grade 4 

Math, and have a depth of 

knowledge of 2. 

To add an item to the 

assessment, click on Book 1 

or Book 2. 
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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: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The search found 47 Question 

Groups that are appropriate 

for Grade 4 ELA, and contain 

multiple choice items only. 

To add a question group to 

the assessment, click on Book 

1 or Book 2. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

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. 
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2. Assigning a Test for Online Testing 
 

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

layout. 

 

 

 

 

 

 

2. 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. 

 

 

 

 

 

 

 

 

 

 

3. If available, enter any “IP Restrictions” to restrict unwanted access to the online assessment. 
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4.  To open up a new test window for the assessment, click on “Add Session.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

1. Test Duration in minutes (type 0 for an unlimited time window) 

2. Start date of the desired test window (mm/dd/yyyy) 

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

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

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

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

7. Save the session by clicking the “Save” button 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
2. 
4. 

3. 

5. 

6. 

7. 
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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.” 

 

 

 

 

 

 

 

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: 
 

1. Select the appropriate grade level(s). 

2. Select the appropriate school(s). 

3. Select the appropriate subject area. 

4. Select the appropriate courses. 

5. Select the appropriate sections. 

6. Click “Assign Students” on the bottom of the page. 

 

 

1. 

2. 

3. 

4. 

5. 

6. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

any.  
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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: 

 

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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 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. 

 

 

 

 

 

 

 

 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: 



28 
© Educational Vistas, Inc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



29 
© Educational Vistas, Inc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



30 
© Educational Vistas, Inc. 

 

 

 

 

 

 

 

 

 

 

 



31 
© Educational Vistas, Inc. 

 

 

 

 

 

 

 

 

 

 

 

 



32 
© Educational Vistas, Inc. 

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: 

 

 

 

 

 

 

 

 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: 
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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. 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

  

 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: 
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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; 0-

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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The tabs now appear like this: 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

85 files uploaded 


