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Get Started
This section helps you to get started.
1 2 3 4
Get Started Access NCSC q M anage > Create
ASSESSMENT o
SySTEM Organizations Classrooms
5 6 7 8
Upload —— »| Upload Student | | Manage —»/ Manage
Users Enrollment Users Students

Document Overview

This document is a simple, quick guide to familiarize Test Coordinators with the
system’s features and provide directions on how to perform certain mandatory functions
within the NCSC Assessment System. This document contains step-by-step actions that
test coordinators would perform in normal system use.

As you become familiar with the NCSC Assessment System, the following definitions
may be useful.

Users Users are the educators who access the NCSC Assessment
System. Currently, the following user roles are supported in the
NCSC Assessment System:

» Test Administrator (TA)

» Test Coordinator (TC)

A user may have one of the following hierarchy permissions:

» State-level user: Only the test coordinator’s account can be
set up with state-level permissions. These users are able to
view the students and other users’ information for their state.

» District-level user: A TA or TC may have access to one or
more districts in the system. District-level TAs and TCs have
access to the students in district(s) assigned to their user
account. TCs may also access TAs and other TCs within
those districts

» School-level user: School-level TAs and TCs have access
to the students enrolled in that school(s). TCs may also
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access TAs and other TCs within those schools.

» Classroom-level user: A classroom-level user has access
to the students enrolled in that classroom(s).

Examples:

» Mary is a TA who has a classroom-level user role. She will
have access to the students in her own classroom(s) only.

» Joe is a district-level TC for a small district with 8 schools.
He has access to each of the schools and the students
within them. He can also access the TA and TC accounts
within each of the schools in the district.

> Billis a school-level TA who has access to 1 school within a
district. He can access all of the students of the school
regardless of the class the students are assigned.

Organizations

The system treats all levels of education hierarchy as
Organizations. An organization can be a state, district, school, or
classroom. The system assigns a unigue system-generated
identifier, called an Org ID, to each of these organizations.

In this guide, we may also refer to organizations as a “parent”
organization or a “child” organization. This is referring to the
relationship one organization has with another.

F ﬁ
District A

[school 1a | [school 22|

[Classx 1a | [ClassY2a |

Example:

A state is labeled as an organization. A district is also labeled as an
organization. The state is the “parent” organization of the district.
The district is considered “child” organization of the state.

Similarly, a school and a class are labeled as organizations.
However, the class is the “child” organization of the school, which is
the parent organization.

These analogies will be important for drill-down capabilities. When
you drill down into a district, you will see all the child organizations
associated to that district for which you have permission to view.

Enrolliment

This refers to registering students for a test, specifically to the
student enrollment file that you will upload into the NCSC
Assessment System to create your students with all the required
data.
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Additional Support

For additional support or questions about this document, please contact:
NCSC AA-AAS Help Desk
Phone: (866) 239-0708

Email: NCSCServiceDesk@measuredprogress.org

What is the NCSC Assessment System?

The NCSC Assessment System is the online system used to administer the NCSC
Alternate Assessment based on Alternate Achievement Standards (AA-AAS) to
participating students.

Access the NCSC Assessment System

Access the NCSC Assessment System using the following link: https://teacher-
ncscpartners.ctb.com

Test Coordinator (TC) Checklist

Test Coordinators (state, district, or school) are required to perform specific actions
within the NCSC Assessment System. Some of these actions need to be completed

during the enroliment period, while other actions are required after the enrollment period

ends and through the testing window.

Please use the following checklist for tasks that need to be completed during the

enrollment period. Please check with your NCSC State Coordinator for more information

regarding who will be responsible for these tasks during the enrollment period. The
tasks with the warning icon (A) are due during the enroliment period

& Get Started - Familiarize yourself with provided guides, such as

the Test Administration Manual (TAM), the NCSC

Assessment System User Guide for Test
Coordinators, and the User Guide for Test
Administrators, the Enroliment Process Web
recording (if you are uploading student and user
files). Complete the NCSC Test Administration
Training for Test Coordinators.
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A\ Access NCSC
Assessment System

Use the provided URL to access the NCSC
Assessment System.

/A\ Manage
Organizations

Review the predefined organizations within your
state to ensure data accuracy.

Add new organizations, such as classes, or edit the
existing ones. (This step is optional; however, if you
choose to do it, it needs to be done within the
enrollment period)

A\ Upload Student

Enrollment

Download the student enrollment template.
Download Org ID list (system-generated ID
associated to organizations such as state, district,
school, or classroom). You will need the Org ID and
Org Name in your enrollment template.

Fill in the enroliment template with your state’s (or
district’s or school’s) student information.

Fill in the Org ID and Org Name columns from the
Org ID list in the student enrollment template.
Upload the student enrollment template.

Correct any validation errors.

Note: Make sure to upload the student enroliment
file after validation check.

/\ Upload Users

Download the users template.

Download Org ID list.

Fill in the users template with your state’s TC and
TA information.

Fill in the Org ID and Org Name columns from the
Org ID list.

Upload the users template.

Correct any validation errors.

Note: Make sure to upload the users template file
after validation check.
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A\ Classrooms If your state wishes to use classrooms:
- Create classrooms.
- Reassign students and TAs to the correct

classroom.

Note: If you have provided the classroom information
as part of the predefined organization hierarchy in
your enroliment file, you can skip this step. Just
include the classroom organization ID and name in
your user file (and enrollment file).

/A\ Manage Students** - View student roster.
- Access student profiles.
Assign - View organizations assigned to users or students.
Organizations - Reassign organization if needed.
Track TAs Training - View users.

- Access and edit a user profile.
- Track a TA'’s training status.

**TCs will view the student rosters to check for accuracy.
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Access the NCSC Assessment System

This section prepares you to access the NCSC Assessment System.

1 2 3 4

Get Started Access NCSC M anage > Create

ASSESSMENT o
SySTEM Organizations Classrooms
5 6 7 8
UJ)I oad SEENEN UpEIoadI |StUdfm_ Manage +— | M anage
sers nrotimen Users Students
Where to Start

When a new user account is created in the NCSC Assessment System, the user will
receive an automated welcome email that contains a temporary URL.

If a TA or TC account was created via the Users File Upload step, the system sends the
start-up email automatically.

If a user account is created manually via the Add User button in the NCSC Assessment
System, the TC who creates the account will select the Send Email checkbox. The
system sends the start-up email to the users for whom the checkbox has been selected.
The email will come from NCSC _helpdesk@measuredprogress.org
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Subject: Important Information from the NC5C Assessment System.

Received: Tue Feb 24 2015 15:07:20 GMT-0600 (Central Standard Time)

You are recerving this email because vou are 1dentified as etther a Test
Coordinator or Test Administrator 1n the NCSC Assessment System for the NCSC...

You may now log in by clicking this link or copying and pasting it to vour
browser:

©ttps://teacher-ncsepartners ctb.com/user/reset/16883/14 24812407 upmrd GriblgzD-cCe8ToX82 W2 _cp

Thiz link can only be used onece to log in and will lead vou to a pags whers
vou can set vour password.

After setting vour password. vou will be able to log i at
https:/‘teacher-nescpartners ctb.com/user in the future using:

1sername: kask_state{@breaktech.com
assword: Your password

To gain access to the NCSC Assessment System, click on the link within the email.

When that link is clicked, the system will ask you to create a password that will be used
for the NCSC Assessment System. Note that the username is always the email address

to which the welcome email was delivered.

Access the NCSC Assessment System

Once your user account is set up and you have changed your temporary password, you

can access the NCSC Assessment System any time. The NCSC Assessment System

Login page will appear as seen below.

10
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.ncsc

Test Administration Partal

Request naw password
Welcome, NCSC Visitor

Legin

Enter your email address and password, and click Login to access the secure NCSC
Assessment System.

sample fems Test Administration Training

Natlonal Center and State Collaborative (NCSC) Assessment

NCSC Assessment System Links:

My Students 5§ample Items

Edil Info & Take Tests = Viow Tost Stalus Tk Practics Tasts -

Once logged in, the system opens the Dashboard page by default.

You can navigate within the system using the top navigation bar or by clicking on the
blocks at the bottom of the screen.

11
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@ncsc

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

Test Administration Porta

As TCs, you will have access to the following menu options:

>
>

Dashboard: This will return you to the home page.

My Organizations: This is where you will go to manage the educational
organizations, such as state-, district-, school-, or classroom-level hierarchy,
along with the users and students associated to each organization.

Test Status Summary: This page provides an aggregated snap shot of all the
tests your students are assigned to, the number of students assigned to each
test, and the status of the test.

My Students: This is the page TAs use to access student profiles, access test
materials (such as the Directions for Test Administration) and start the student
tests on the computer.

Test Administration Training: This is the page that provides the training modules/
courses required for all users and allows the TA to take the required final quiz.
Sample Items: This page contains a few practice items that can be used to
practice the online navigation, test students’ AT devices, etc. before launching
the actual test.

Manage Organizations
This section prepares you to manage your organizations.

+ 2 3 4
Get Started Access NCSC » Manage > Create
ASSESSMENT o
SvSTEM Organizations Classrooms
5 6 7 8
Upload —»| Upload Student || Manage —1 Manage
Users Enrollment Users Students

12
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What Is An Organization?

In the NCSC Assessment System, an organization can be any of the four different
hierarchy levels: state, district, school, and classroom. Each organization level is
defined by:

» Organization ID: Organization ID or Org ID is a unique system-generated
identification that the NCSC Assessment System has created for each state,
district, school, or classroom at its creation. Some organizations, such as states,
districts, and schools have been created in the back end using the predefined list
of districts and schools submitted by states reps.

» Organization Name: The organization name is the one your state provided
before the test window. The system will not recognize any other name than the
one provided initially.

» Code: The code is a required field for schools. Other organization levels can
leave the code blank. The code is the one your state provided with the district or
school name at creation. The code is typically used outside of the NCSC
Assessment System, while Org ID is generated by and used within the NCSC
Assessment System only.

» Organization Level: NCSC Assessment System accepts the following
organization levels:

o State

o District

o School

o Classroom

Note: A child organization refers to the lower-level organization from which it was
created. For example, the state organization is considered the parent organization.
When we create a district within that state, the district is the child organization of the
state. This relationship analogy continues down the hierarchy line. A classroom is
considered a child of the school, which in this case is the parent organization.

It is important to understand these relationships as some functions, such as creating an
organization, have to be performed at the parent organization level.

My Organizations

When you access the NCSC Assessment System with a TC role, you will see the My
Organization link in the top navigation bar. When you click on this link, the
organizations that have been assigned to you will be listed in a table.

13
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If you are a state-level TC, you will start by seeing state-level information, as seen in the
screenshot below.

If you are a school TC, you will see information pertaining to your school only. Note:
Users may be assigned to more than one organization at any level.

=
‘ncsc

=]
Dashboard My Organizations = View Published Tests  Test Status Summary  Test Administration Training  Sample ltems

Welcome_Helena Wells Log out

My Organizations

OrgID State Districts UI:rs Students Actions

25 lllinois 25 6 4,037 Actions -

Organization Drill Down

As a TC, you are able to drill down to lower levels in the hierarchy. The level you start at
will be determined by your user role permission (access privileges). For example, if you
are school TC, you will only be able to see your school organization and drill down to
the classroom level. If you are a state TC, you will be able to drill down to a district,
school, and classroom level by clicking on the numbered link within the appropriate
columns. Any text that is blue and underlined is a hyperlink—meaning you can click on
it to drill down for more information. For example, in the previous screenshot, clicking on
“25” in the Districts column will open the following page.

ncsc Test Administration Portal Welcome, Helena Wells Log out
e S S e

Dashboard My Organizations ~ View Published Tests  Test Status Summary  Test Administration Training ~ Sample ltems

'IL' Districts

Org ID Code District Schools Users Students Actions
25 43543A  Evanston Township District 14 42 123
26 768768  Skokie District 5 17 46
27 187987 Morton Grove District 3 8 32

14
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Now you will see the list of districts along with the number of schools, users, and
students associated with each district. You can continue to drill down to each level by
clicking on the hyperlink in each column. For example, in the above screenshot, you can
click on the number in the Schools column to view the schools in that district, you can
click on Users to see all the educators in the district, or you can click on the Students
link to see all the students in the district.

Note that the number of users includes all the TAs and TCs associated to the
organization (district in the above screenshot) in the same row.

My Organization Actions

Each row provides you with an Actions button. Clicking the button opens the actions
you can perform at that level. The list of available actions is dynamic and will change
based on the level of the hierarchy you are viewing. For example, the Edit Organization
action is not available for a state-level organization, but it is available for the child
organization levels in the hierarchy. The following screenshot illustrates the Actions
button options for a district row in the table.

Org ID Code District Schools Users Students Actions
25 43543A  Evanston Township District 14 42 123 ([ Actions ¥
26 768768  Skokie District 5 17 46 Add a School
Edit Organization
27 187987 Morton Grove District &) 8 32
Download Org ID
Upload Users File
Upload Enroliment File
e e e e e e | ||

Create Classrooms

This section prepares the TC to create and manage aditional organizations, such as
classrooms in the NCSC Assessment System. You can create classrooms to which you
can assign TAs and students. Check with your state NCSC coordinator to determine
whether this is a required step for you. If so, make sure to complete it during the
enrollment window (March 2-18, 2015), as it will affect the test form assignments.

15
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1 2 3 4
Get Started AASCSCESSSSI;\IA cE?\lcT M apagg > Create
oyeTEM Organizations Classrooms
|
v
5 6 7 8
Upload 3| Upload Student M anage —1_, M anage
Users Enrollment Users Students

Create a Child Organization

The majority of the organizations (districts and schools) have already been created in
the NCSC Assessment System. Nonetheless, the system allows you to create more
organizations at any level of hierarchy for each state based on your user role
permissions.

The process to create an organization is the same regardless of the level of hierarchy
being added. The only difference will be where you start the process. If you want to
create a school, you will need to start from the parent organization—the district. If you
want to create a classroom, you will need to start from the parent organization—the
school.

Here, we walk through creating a classroom, which is a child organization for a school.

Recommendations for Creating Classrooms

e Create classrooms prior to uploading students
e Create one class per teacher per school
e Use the following naming protocol: Teacher Last Name_First Name

Create a Classroom

Classrooms are a way in which to organize the students in your schools and limit the
number of students TAs can see when they go to edit student profiles or start tests. The
following instructions walk you through creating a new classroom for a school.

16
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1 Click the My Organizations link within the top navigation bar.

. n_csc |

est Administration Porta

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

2 Within the organizations table, drill down to the school level and locate the school
for which you wish to create a classroom.
Note: You may need to drill down a few times to get to the school organization

level.
Org ID School Code Schools Classrooms Users Students Actions
1240 58998 Evanston Township High School 5] 17 105 Actions w

3 Click the Actions button located in the same row as the applicable school.

Org ID School Code Schools Classrooms Users Students Actions

1240 58998 Evanston Township High School 5] 17 105 Actions

4 Select the Add a Classroom

option from the Actions drop- L - )
down menu. : -
Add a Classroom
Edit Organization

Download QOrg ID

Upload Users File

Upload Enroliment File

17
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5 The Add Classroom page opens. Add Classroom
Enter the classroom information.

» Organization Name:
Required. Type in the b
classroom name (e.g., Ms. aker County Semer Hin Schoc!
Smith’s class). Please note
you cannot use a name that
already exists within the same
parent organization. You must
have something in the name
that differentiates it from other

classrooms. m
ICancel

» Organization Code: Optional
Most states have a code for
districts and schools. You
may use a code for your
classrooms as well. If not, you
can leave it blank. (Note that
the code is required when you
are creating a new school in
the system.)

Organizational Code

Organization Name *

» Click Submit.

6 A confirmation is displayed on the top of the page. You will also see the new class
added to the school organization.

| Georgia (5) ]

'Baker County Senior High School' Classrooms

Org ID Code Classroom Users Students

399 1234 Ms. Smith o 0

Notice that the new classroom has been added, but there are zero users or students
associated with the classroom. You must associate students and TAs to this new
classroom.

Note: If a class is created prior to enrolling students, then enroll students using the
Student Enrollment Template.

Follow the instructions to associate users and students to the classroom in the sections:

18
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» Manage Users
» Manage Students

Edit an Organization

The only information that can be edited in the organization screen will be the
organization name and/or code. To view and possibly edit the organization, follow the
instructions below.

1| Click the My Organizations link within the top navigation bar.

inistration Porta

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

2 | Within the organizations table, find the organization you wish to edit.
Note: You may need to drill down a few times to access the right organization level.
In this example we are going to edit the school.

Org ID School Code Schools Classrooms Users Students Actions

1240 58998 Evanston Township High School 5] 17

(=

5 Actions w

3 | Click the Actions button located in the applicable organization row.

Org ID School Code Schools Classrooms Users Students Actions

1240 58998 Evanston Township High School 5] 17

(=

5 Actions w

4 | Click the Edit Organization link.

Edit Organization
Download Org 1D

Upload Users File

Upload Enroliment File

19
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5 | The Edit Organization page .
opens. Ms. Smith (399)

Make your changes. Please note:
- You cannot use a hame
that already exists within
the same parent
organization.
- Code is required for school
and district organizations.

Parent Organization

Baker County Senior High School

Organizational Code

1234

Organization Name *

Click Submit. Ms. Smith

6 | A confirmation is displayed on the
top of the page.

Organizations cannot be deleted once they have been created.

The process for manually creating or editing a school and district organization is the
same as described in this section. You will just need to be sure you are on the parent
organization level to create the child organization.

Upload Users File

This section prepares you to upload the Users File (TAs/TCs) into the NCSC
Assessment System and to manage users after the Users File has been uploaded.

Please check with your state to determine who will be responsible for this required step
or see instructions that were contained in your welcome email. Some states are
performing this action at the state level, while other states are requiring district/school
TCs to perform this action.

If you are responsible for performing this function, the user upload process must
be completed as described prior to the end of the enrollment period. This will
ensure accurate test form assignment to your students.

If you are not responsible for uploading student and user information you may skip the
Upload Users sections of this guide.

20
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1 2 3 4
Get Started Access NCSC M anage > Create
ASSESSMENT o
S Organizations Classrooms
5 6 7 8
UJ)Ioad L UpEIoadI IStudent Manage +—_,| M anage
sers nrollment
Users Students

Users Upload Checklist

The following section describes the required steps upload the Users File during the
enroliment window:

v
v
v

v

v
v

Locate and download the Org ID file.

Download the latest Users Template from NCSC Assessment System.

Fill in the template with your TAs’ and TCs’ data (without changing the
layout/format).

Copy and paste the correct Org ID and Org Name using the NCSC Assessment

System Org ID file into the Users File.

Delete the Read Me tab and save the template as a .csv file.

Start to upload the Users File.

Step 1: Download Org ID

Within the Users File there are required fields regarding the organization ID and name.
When uploading a file of user or student records, it is crucial to provide the system with
the correct Org ID and organization name that the NCSC Assessment System
recognizes. Otherwise, the system will reject the records as missing valid data in these

two columns, which means the students will not be created in the NCSC Assessment

System.

21
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1 Click the My Organizations link from the top navigation bar.

. n_csc |

Test Administration Porta

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

2 The list of organizations that you or the district designee has permission to view will be
displayed.

My Organizations

Org ID State Districts Users Students Actions

25 linois 25 156 4,037 Actions ¥

Within the organizations table, find the organization for which you wish to retrieve a list of
child organizations.

In the screenshot above, we are starting at the state level, but want to drill down to view
the Org IDs for a district. Click on the number in the Districts column.

Test Administration Portal Welcome, Helena Wells Log out

W@nesc

Dashboard My Organizations Test Status Summary My Students Test Administrafion Training ~ Sample llems

’ ‘ L .
IL' Districts
OrgID Code District Schools Users Students Actions
25 43543A  Evanston Township District 14 42 123 v
26 | 768768  Skokie District 5 17 46 Add a School
L. Edit O, zatior
27 187987  Morton Grove District 3 8 2 R —

Download Org ID
Upload Users File
Upload Enrollment File

Locate the district (or other organization) for which you wish to view the Org IDs and name
file. Click on Actions.

22
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4 Select the Download Org ID ————————
. . | ki v |
option from the Actions drop- fetions ¥
down menu on the parent Add a Schoaol
organization row. Edit Oraanization
Download Org ID
~ Upload Users File
Upload Enroliment File
5 A Home | Layout Tables Charts | SmartArt | Formulas Data | Review
o ‘; Fil = |Calibri (Body) 1 |l = E_E_J abcr 27 Wrap Text ~ = General - g‘:’]' i—\' . B ., "::l"".
paste  (# Clear = B I | u r&_'.ﬁ_' = | =E|=E|EE2E Merge =] ) % 2 || %8| S8 E::‘;Eé?,;l 5‘::; '_\:Ert HD_eJete ‘F‘n;m!
TTE =
JI A B [ € [ b ] E [ F G
1 OrgID  Org Name Org Type Code Parent Organization Name Parent Code
7z 789 Daws Elementary School School A1235 Evanston Township District
3 790 Chute Middle School School €14592 Evanston Township District
4 791 Evanston Township High School School 455422 Evanston Township District
= 123 Ms. Smith Classroom Daws Elementary Scheol Al235
[ 124 Mr. Johnson Classroom Daws Elementary School Al1235
7 125 Ms. Brown Classroom Chute Middle School C14592
8
=
10
11
12
13
The list of child organizations for the selected level will open in Excel.
The following columns are available in the downloaded Org ID file:
» NCSC Assessment System Org ID
Org Name
» Org Type Code
» Parent Organization Name
» Parent Code
You will need the information in columns A and B only for entry into your Users File
described in the next section.
No matter which level you are on—state, district, or school—you can access this list and it
will display all the child organizations that belong to the parent organization level.
6 Copy and paste (or use a formula) to update your Users File with the correct Org ID and
name. Now that you have this file open, you may minimize it until you are ready to
copy/paste Columns A&B information into the Users Template.

23
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Step 2: Download & Complete Users Template

‘ I"IFSQ

Now that you have the Org IDs and name list, when you are ready to upload your users’ data
into the NCSC Assessment System, you will need to open the Users Template. The Users
Template is necessary to ensure your file layout and format are the same as what the system
expects. To access the latest version of the Users Template, follow the instructions below.

1 Click the My Organizations link within the top navigation bar.
. ncsc iistration Porta
Dashboard My Organizations Test Status Summary My Students Test Administration Training ~ Sample ltems
2 Click any of the Actions buttons in the My Organization page.

W@ncsc

Test Administration Porta

Dashboard My Organizations Test Status Summary My Students

Test Administration Training  Sample ltems

Welcome, Helena Wells Log out

' ' [ L]
IL' Districts
Org ID Code District Schools Users Students Actions
25 43543A  Evanston Township District 14 42 123 v
26 | 768763  Skokie District 5 17 6 Add & School
27 187987 Morton Grove District 3 8 32 Lganizaton
Download Org 1D
Upload Users File
Upload Enrollment File

24
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3 Select the Upload Users File -
option from the Actions drop- \ Acticas W )
down menu. Add a School

Edit Organization
Upload Users File
Upload Enrollment File
4 The Upload Data File page HOME + MY ORGANIZATIONS + BT DISTRICT SCHOOLS « UPLOAD DATAFLE

opens.

Click the System Users
Template link.

Upload Data File

Organization BT District (340)

File Type  Users data

Source File Path Chogse File | Mo file chosen

o Myl i y the System. What is Org ID?
« Myfilgis in System Users Template fgrmat

To ensure a successful upload:

=

Open the template in Excel and transfer the TA and TC information into the
template to ensure you are working with the most up-to-date template.

Also copy the Org ID and name information from the org list into this template.

ann * Users_template.xlsx e
O G R e @ BB (G 8 seE @ - )
# Home Layout Tables = Charts SmartArt | Formulas Data | Review ~ B
Edit Fom Aligrement Number Foomat Celis Themes
F* . & Bl - Calibei (Body) 11 v As A-| (= = Il abcr | ) Wiap Tem ~  General > . e - . o m iy AaN. ERT
B . SRS s == I - -5 A
paste A Oerr (B I U Sl IEIEISEEE Meje o= bl B 35 ?m:{:ﬁ Styles Insert  Delete  Format ~ Themes Ad”
AZ1 : 00 fx -
— B | ¢ D E F G
1 Org ID* Org Name* Role* First Name* Last Name* Title Email*
2 |
3 |
4
5
6 |
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6 The template also includes a second tab titled “Read me.”

The Read me tab contains instructions on how to complete the Users Template. It
provides the list of columns along with the valid values the system needs to capture
data.

This tab is for your information and can be used while copying your data into the
template.

Note: You must delete the Read me tab prior to saving the file as a .csv document and
uploading the file.

Edit Fant Aligrmant MumBar Foreat Calls

= _ & Fl v Calibri (Body) |11 ||| A~ A~ |5 = & abcv | @ WrapText >  General - '4_._' ‘:/. B, B —

Paste (A Cearr |B T U N A IR S| . B %[ 2% %% %ﬁ:‘,ﬂ:ﬁ‘m“;’mm .I:nsen Delete .Plnl;r
cl4 Y- I

| A ] B | C

1 Wnesc

2 Users Template Data Description

The following table provides the valid values the TAP system will accept. Please make sure fo pick ONE of the values provided in
3 | column B’ below.

S Column Name Valid Values Description

Org ID* This is the unique system-generated Org ID. To find out the Org ID of your district, school,
and classrooms, download the Org ID file from My Organizations page in TAP
5 When more than 1 organization, separate the Org IDs by comma
Org Name* > The organization Name is the name that has been saved in TAP for a state, district, school,
or classroom. To find out the exact Org Name of your district, school, and classrooms,
download the Org ID file from My Organizations page in TAP

6 When more than 1 organization, separate the organization names by comma
7 Role* TATC
8 First Name* y
9 Last Name*
10 Title y
11 Email* The provided Email address will become the username for the TA or TC to access TAP
I 4.‘,. B usersd | Read me | + ] . 'n
7 | After copying the TAand TC Excel G Edit View Insert Formg
information into the Users Template | |- New Workbook %N
file, select the Save as option from | P © © gew from Template... ﬂﬁg
. z pen...
the File menu. || [H G URLE %0 |
A Hol  Qpen Recent > |
Edit |
o Close #W I
=1 Save £
FHO Save As... 1385

8 Select the Comma Separated
Values (.csv) option from the Format
drop-down menu when the Save As
popup opens. Then click the Save
button.

Format:| Comma Separated Values (.csv) —
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9 The system prompts you to confirm

that some formatting features will be

lost. X

Click Continue.

This workbook contains features that will not
work or may be removed if you save it in the
selected file format. Do you want to continue?

To save the workbook in this file format, which may
disable or remove some features, click Continue. To
preserve the workbook, click Cancel, and then save the
workbook in a different file format.

| Cancel|| Continue

Please note: The screenshots during the saving process may look slightly different for

you depending on your version of Microsoft Office.
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Step 3: Upload Users File

Before uploading the Users File, make sure you have completed the following tasks:

v | have downloaded the latest Users Template from NCSC Assessment System.
v Ifilled in the template with my users (TCs and TAs) data (without changing the
layout/format).
v | copied and pasted the correct Org ID and Org Name using the NCSC Assessment
System Org ID file.
v | deleted the Read me tab and saved the template as a .csv file.
v" Now I'm ready to upload the file following instructions below.
1 Click the My Organizations link within the top navigation bar.
. ncsc a nistration Porta
Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems
2 Within the organizations table, find the organization for which you are uploading the user

information. The example shows this at the district level.

Click the Actions button.

ncsc Test Administration Porta Welcome, Helena Wells Log ouf
eatiano! Ceter and Stoss Callobara

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

'"TL' Districts

Org ID Code District Schools Users Students Actions
25 43543A  Evanston Township District / 42 -
26 766768 Skokie District 17 Add & school

Edit Organization
Download Org 1D
Upload Users File
Upload Enrollment File

[V
s R

27 187987 Morton Grove District 8
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3 Select the Upload Users File
option from the Actions drop-down
menu. Add a School

Edit Organization

Download Org ID
Upload Users File

| Actions ¥ )

Upload Enrollment File

4 The Upload Data File page opens. FOUE | I CRGANEATINS | STDSTRCT SCHOQS | (PO DWTAFLE
Click the Choose File button and
select the enrollment file to be

uploaded. Upload Data File

Organization BT District (340)

File Type  Users data

Source File Path * Chaase File | No file chasen

To ensure a successful upload: » llyfile contains the Org ID generated by the System. What is Org ID?

o Wyfileisin System Users Template format

=

5 When prompted, locate and select 0 i bplosd
) i < v |[3 Bl m [ @ |8 Encoliment Templates 3| (T,
your file and click Open. roes
L Deskiop E Stdents_envollment_...te_v2_06232014.xlsx
(20 Projects - Snsdents_snroliment_,_06302014 (bl xlex

" Students_snrallment_ te_va_O7032014.xlex

2 All My Files " Sudents_ensollment_.. w Research teamxlisx

% Applications ™ Sudents_enroliment temglate v6 070914l
[ Dacuments = Students_enrollment_, 1014 worksheet. xlsx
= Swdents_enroliment_template_vE_07 1414.x15%
Dawnl a
© e Students_enrallment_..3_0B0414 warksheet
DEVICES = Students_ensaliment 0414 worksheet.xlsx
() Remota Disc T Swdents_encallment .. 1214 worksheet.xisx
Stedents_enroliment_... 1314 worksheet. xisx
SHARED ™ Susdents_enrollment_.. 1314 worksheet.xisx
i B ?\u:‘n:i_lm\n::mn:“ ii]ldbmlrk(nu(.xlu
2 Music.
Hide extension Carfpel
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The file Selected is Iisted in the HOME + MY ORGANIZATIONS + BT DISTRICT SCHOOLS « UPLOAD DATAFLE

Source File Path section (not
shown here).

Upload Data File

Click the Upload button in the Orqanizafion BT District (340)

Upload Data File page.

File Type  Users data

Source File Path Choose File | No file chasen

« Myfile is in System Users Template format

1 3

To ensure a successful upload: « Myfile contains the Org ID generated by the System. What is Org ID?

The system is going to validate the information that is in your template. The following
criteria must be met in order for a record to pass the validation step:

v
v

Org ID must exist in NCSC Assessment System.

Organization name (the exact spelling) must exist in the NCSC Assessment
System

Org ID must match with the given organization name.
Org ID must be within the current user’s permission area.

TAs must be associated to district-, school-, or classroom-level organizations (no
state).

If more than one organization is provided for a user, separate the organizations
with comma in both Org ID and Org Name columns.

The email address provided for each user should be unique. The system rejects
duplicate records.

Required fields must have a valid value (required fields are: Org ID, Org Name,
Role, First Name, Last Name, Email). Valid values for each column are provided
in the Read me tab of Users Template.

The validation step may take a few minutes to complete.

8.a

No Failed Validation Errors

Once done, the Validation Summary page opens. If there are no rejected records, the
page looks like the following screenshot:
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A

Upload Users File "Enroliment_09262014.csv'

Total records in file: 721

Accepted Records: 721 Rejected Records: 0

The Accepted records are the data rows in Rejected records are the ones that could
your file that meet the validation step, and not be created due to a data error.
are ready to be created in TAP.

Please select Create User
Accounts to create the '721'
records that passed the data

validation criteria.

Create User Accounts

9a Click Create User Accounts.
Create User Accounts

10a | The system creates all the users Upload Data Confirmation
(TC and TA) you had in your users | |
file and provides you with a '556' user accounts were created successfully.
confirmation. » The new users just received an email to their email addresses.
:r:;w users are provided with a temporary URL where they can set up their own passwords in

8b Records that Failed Validation

After validation at step 7, if there are some records that failed the validation, the system
provides the count of accepted records versus the rejected ones.
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& Some records could not be uploaded. Please select one of the actions below.

Upload Users File ‘Users_09262014.csv'

Total records in file: 721

Accepted Records: 556 Rejected Records: 165

The Accepted records are the data rows in Rejected records are the ones that could
your file that meet the validation step, and not be created due to a data error.
are ready to be created in TAP.

Please select Create User Please select View Errors to view
Accounts to create the '556' the '"165' records that could not be
records that passed the data uploaded.

validation criteria.

Create User Accounts View Errors Cancel
Back to re-upload

9b | Before viewing and fixing the records that failed validation, you must first create the
records that were accepted.
10b | Click Create User Accounts.
Create User Accounts
11b | The system provides a confirmation message.

Upload Data Confirmation

'556' user accounts were created successfully.

* The new users just received an email to their email addresses.
» New users are provided with a temporary URL where they can set up their own passwords in

TAP.

Note that '165' out of '771' rejected records were not created in TAP. You can export rejected records

to correct and re-upload them later. Beyond this page, the system will not keep track of them.

View Rejected Records
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12b | Now you have to work on the
records that failed validation. View Rejected Records
To do this, click View Rejected
Records. You will be able to view
the records that failed at validation
and are not yet saved in the
system.
13b | The Exceptions page opens. Make sure to scroll down to see all the records if needed.
Each line is a rejected record. The reason for rejection can be found in the Error Message
column. Reasons for rejection are based on the validation criteria provided in step 7
above (please note: screenshots may look different than the actual file).
.
Users File Erroneous Records
There are '9' erroneous records. Please correct the data and re-upload later
Org ID Org Name Role First Name Last Name Title Email Error Message
359 kitten district test coordinator Amy Pond Kitten TC Title btga1000@mailinator.com Email address: Duplicate user exists in TAP.
3568 kitten district test administrator Forrest Fish Kitten TC Title aa Email address: Invalid.
358 kitten district c Bonis Bear Kitten TC Title bb Email address: Invalid.
359 kitten district ta Gabriel Gerbil Kitten TC Title cc Email address: Invalid
358 kiten district TC Hilda Hamster Kitten TC Title dd Email address Invalid
358 kitten district TA Mary Mouse Kitten TC Title ee Email address’ Invalid
359 kitten district XX Pete Pika Kitten TC Title ff Role: Value is required , Email address: Invalid
359 kitten district XX Rory Rabbit Kitten TC Title ag Role: Value is required., Email address: Invalid.
359 kitten district XX Vieky Vole Kitten TC Title hh Role: Value is required., Email address: Invalid.
14b | You must click on the Export
button to export the records. Note:
The system will NOT keep track of
rejected records beyond this page.
15b | The rejected records will open in a Users Template that is already saved as a .csv file.

Make sure to save this .csv file on your computer. Exit the Users Upload page in the
NCSC Assessment System and return to your .csv file to correct each record. We
recommend correcting the exported file because it will contain only the rejected records.

When you are ready to re-upload the file with the corrections, follow the upload steps as
described here.
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Because these records were initially rejected, they have not been created in the system,
therefore when you re-upload the correct files, the system will see them as original
records and not duplicates.

Upload Student Enroliment File

This section prepares you to upload a student Enrollment File to the NCSC Assessment
System. All participating schools are required to upload their student Enrollment File
into the NCSC Assessment System.

Please check with your state to determine who will be responsible for this required step
or see instructions that were contained in your welcome email. Some states are

performing this action at the state level, while other states are requiring district/school
TCs to perform this action.

If you are responsible for performing this function, you must complete the
enrollment process as described here for students and users. This will ensure
accurate test form assignment to your students.

If you are not responsible for uploading student and user information you may skip the
Upload Enrollment and Upload Users sections of this guide.

+ 2 3 4
Get Started Access NCSC > M anage > Create
ASSESSMENT I
et Organizations Classrooms
5 6 7 8
Upload —— »| Upload Student | | Manage —1» Manage
Users Enrollment Users Students
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Student Enroliment File Upload Checklist

The following section will describe the required steps for uploading the student
Enrollment File during the enrollment window:

v Locate and download the Org ID file

Download the latest Enroliment Template from the NCSC Assessment System
Fill in the template with your students data (without changing the layout/format)
Copy and paste the correct Org ID and Org Name using the NCSC Assessment
System Org ID file into the appropriate columns in the Enrollment Template
Delete the Read me tab from the Enroliment Template and save the template as
a .cvs file.

v’ Start the upload Enrollment File process, correct any validation records

AN

<

Step 1: Download Org ID

Within the student Enrollment File (and the Users File, which will be discussed later in
this guide), there are required fields regarding the organization ID and name. When
uploading a file of user or student records, it is crucial to provide the system with the
correct Org ID and organization name that the NCSC Assessment System recognizes.
Otherwise, the system will reject the records as missing valid data in these two
columns, which means the students will not be created in the NCSC Assessment
System.

To find the Org ID and Org Name that the system can recognize, and which you will
enter into your enroliment template file that you will be uploading, follow the instructions
below.

1 Click the My Organizations link from the top navigation bar.

n HCSC

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems
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2 | The list of organizations that you or the district designee has permission to view
will be displayed.

My Organizations

Org ID State Districts Users Students Actions

25 linois 25 156 4,037 Actions ¥

Within the organizations table, find the organization for which you wish to retrieve
a list of child organizations.

In the screenshot above, we are starting at the state level, but want to drill down to
view the Org IDs for a district. Click on the number in the Districts column.

W@ncsc

Test Administration Portal Welcome, Helena Wells Log out

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample Hems

' ’ L .
IL' Districts
OrgID Code District Schools Users Students Actions
25 43543A  Evanston Township District 14 42 123 Actions ¥ )
26 768768  Skokie District 5 17 46 Add a School
L Edit Organizatior
27 167987  Morton Grove District 3 8 32 L lganaauon

Download Org ID
Upload Users File
Upload Enrollment File

Locate the district (or other organization) you wish to view the Org IDs and Name
file. Click on Actions.

36




.‘npsc

NCSC Assessment System User Guide for Test Coordinators

4 | Select the Download Org ID

option from the Actions drop- \ At 7 )
down menu in the parent Add a Schoal
organization row. e i

Download Org ID
Upload Users File

Upload Enroliment File

5 # Home | Layout Tables = Charts | SmartArt | Formulas Data | Review |
Edit Font Alignment Number Format Cells
r: . [® A - [calibri Bedy |+ |11 Genkfal ‘ = Ei'" @. H—_ - H*?—‘— = ':I|
paste (A Clearr | B | I |U ||~ -\ B % 2 || %8 S Eg:':';::;' Styles Insert  Delete  Formd
. L
A B I c | b | E \ F [ @
OrgID  Org Name rg Type Code Parent Organization Name Parent Code
789 Daws Elementary School chool A1235 Evanston Township District
790 Chute Middle School chool C14592 Evanston Township District
791 Evanston Township High School chool 455422 Evanston Township District
123 Ms. Smith lassroom Daws Elementary School A1235
124 Mr. Johnson lassroom Daws Elementary School Al1235
125 Ms. Brown lassroom Chute Middle School C14592

The list of child organizations for the selected level will open in Excel.
The following columns are available in the downloaded Org ID file:
» NCSC Assessment System Org ID
» Org Name
» Org Type Code
» Parent Organization Name
» Parent Code
You need the information in columns A and B only for entry into your student
Enrollment File described in the next section.

No matter which level you are on—state, district, or school—you can access this
list and it will display all the child organizations that belong to the parent
organization.

6 | Copy and paste (or use a formula) to update your student Enroliment File with the
correct Org ID and name.

Now that you have this file open, you may minimize it until you are ready to
copy/paste columns A&B information into the Enrollment Template.
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Step 2: Download & Complete Enroliment Template

Now that you have the Org IDs and Names list, open the Enroliment Template to upload
the students’ information into the NCSC Assessment System. The Enrollment Template
is necessary to ensure your file layout and format is the same as what the system
expects. To access the latest version of the Enrollment Template, follow the instructions
below.

Note: Students can be listed at the school or class level. However, if a student has
multiple teachers giving a test, that student should be enrolled at the school level.

1 Click the My Organizations link within the top navigation bar.

®@ncsc.

Dashboard = My Organizations = Test Status Summary My Students Test Administration Training  Sampie ltems

2 Click any of the Actions buttons in the My Organization page.

- e o .
Test Administration Porta Welcome, Halena Wells Log out

. NCscC

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample Hems

'"IL' Districts

Org ID Code District Schools Users Students Actions

25 43543A  Evanston Township District

&
IFa

v
Add & Schoal
Edit Organization
Download Org ID
Upload Users File
Upload Enrollment File

26 768768  Skokie District

[T R
e |2
8|15 B

27 167967  Morton Grove District
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3 | Select the Upload Enroliment
File option from the Actions drop-
down menu. Add a School

| Actions ¥ |

Edit Organization
Download Org ID

Lplnad lisers File
Upload Enroliment File
4 The Upload Data. File page HOME - MY ORCANIZATIONS . BT STATE  DISTRICTS + UPLOAD CATAFLE
opens in the system.
Click the System Enrollment Upload Data File

Template link.

CQrganization BT State (339)
File Type Enroliment data

Source File Path * Choaose File | No file chasen

« Myfilg is in System Enrollment Template format

To ensure a successful upload: = r\-h'ﬂl contains the Org ID generated by the Systgm. What is Org 1D

5 | The template opens in Excel. Once the template is open, transfer your student
information into the template to ensure you are working with the most up-to-
date template.

Also, retrieve and enter the Org ID and Name information from the Org List into
this template.

A B C D E F G H L F I XILMIROIPEQIRISITIWWVIWIXI|Y "
Org ID* Org Name*® Student ID* Student First Name®  Student Middle Student Last Name*  2014-15 DoB*
Name Grade®

3

Note: Columns I-Y should be left blank. Do no enter information in them and do
not delete them.

6 | The template also includes a
second tab titled “Read me.”

The Read me tab within the
template contains instructions on
how to complete the Enroliment
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Template. It provides the list of
columns along with the valid
values the system needs to
capture data.

This tab is for your information
and can be used while copying
your data into the template.

Note: You must delete the Read
me tab prior to saving the file as
a .csv document and uploading

the file.

C ¢ Valid 35 Description
Org ID* yste This is the unique systerm-generated Org ID. To find out the Org 1D of your district,

schoal, and classrooms, download the Org ID file from My Organizations page in
5 the NCSC Assessment System
Org Name* The Organization Name is the name that has been saved in the assessment system

for a state, district, school, or clzssroom. Ta find out the exact Org Name of your
distriet, school, and classrooms, download the Org 1D file from My Qrganizations
6 page in the NESC Assessment System
7 Student ID* State-issued Student 1D {up to 30 characters)
& Student First Name®
4 Student Middle Name
10 Student Last Name*
11 2014-15 Grade®
1! DOB*

mmyadyyyyy  Student date of birth

L]

7 | After you have copied your
student information into the
Enrollment Template file and
have deleted the Read me tab,
select the Save as option from
the File menu.

8 | Select the Comma Separated
Values (.csv) option from the
Format drop-down menu.

Then click the Save button.

Excel dit View Insert Forma3
. . New Workbook £V
p O © Newfrom Template... {+38P
3 Open... #0
i E Open URL... {380
# Hol  Qpen Recent >
Edit |
e | Close BW
~ Save %8S |
IZHONN Save As... {+38S
Format: | Comma Separated Values (.csv) =

9 | The system prompts you to
confirm that some formatting
features will be lost.

Click Continue.

The .csv enroliment template will
be saved on your computer.

This workbook contains features that will not
work or may be removed if you save it in the
selected file format. Do you want to continue?
To save the workbook in this file format, which may
disable or remove some features, click Continue. To

preserve the workbook, click Cancel, and then save the
workbook in a different file format.

| Cancel

X

~ Continue

Please note: The screenshots during the saving process may look slightly different for
you depending on your version of Microsoft Office.
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Step 3: Upload Enroliment File

Once all the student information has been copied into the Enrollment Template and you
have verified the information is in the same format and layout as required in the
template, you are ready to upload it into the NCSC Assessment System. Before
uploading an Enroliment File, make sure you have completed the following tasks
described in the previous sections:

v" | have downloaded the latest Enroliment Template from the NCSC Assessment
System.

v | completed the template with my student data (without changing the
layout/format).

v | copied and pasted the correct Org ID and Org Name using the NCSC
Assessment System Org ID file into the enrollment template.

v | deleted the Read me tab and saved the template as a .cvs file.

v" Now I'm ready to upload the file.

1 Click the My Organizations link within the top navigation bar.

. n_csc |

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

t Administration Porta

2 Within the organizations table, find the organization for which you wish to upload
the Enroliment File (this could be at the school, district, or state level depending on
your user role). Our example is from the district level.

Click the Actions button.

l ncsc Test Administration Porta Welcome_ Helena Wells Log out

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

' ' . .
IL' Districts
OrgID Code District Schools Users Students Actions
25 43543A  Evanston Township District 14 42 123 v
2 768768  Skokie District 5 17 6 Add a School
27 187987 Morton Grove District 3 8 32 R—

Download Org ID
Upload Users File
Ubload Enrollment File
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3 Select the Upload Enrollment
File option from the Actions drop-
down menu.

( Actions ¥ )
Add a School
Edit Organization
Download Org ID
Upload Users File

Upload Enroliment File

4 The Upload Data File page
opens. Click the Choose File
button.

HOME . MY ORGANIZATIONS BT STATE' DISTRICTS + UPLOAD DATAFRE

Upload Data File

Organization

El= s

BT State (339)

Euolmenidals

Source File Path *

Choose File | No file chosen

To ensure a successful upload:

= Myfile contains the Org ID generated by the System. What is Org 1D
= Myfile is in System Enrollment Template format

5 When prompted, find and select
your student enrollment file and
click Open. The popup closes.

Filee Upload

I - LI E
AVORITES "
i Deskiop

£ Projects

L3 All My Files

o Applicationg

[ Documents

€9 Downlaads
DEVICES

() Remate Disc

urnia
2 Music

Hide extension

L Enroliment Templates & (0

~ Swdents_ensallment_...te_v2_06232014.xlsx
™ Students_snwolmens_

= Susdents_en ene_..
™ Stwdents_enrallment_...1314 worksheet.xisx
SHARED ™ Suwidents_envallment_...1314 worksheer.xisx

06302014 {cibxlex
M te_va_OT032004xlex  Jul 4
M, w Research teamoisy  Jul 1
emplate vE_070914xls Jul 1
1014 worksheet. xlsx
emplate_vS_D71414.xl5%
9_080414 worksheet
ent_.. 0414 worksheet. xlsx
1214 worksheer.xisx

n1_,. 1514 worksheer xisx

6 The file you selected will be listed
in the source file path.

Click the Upload button in the
Upload Data File page.

HOME + MY ORGANZATIONS

Organization

File Type

Source File Path *

To ensure a successful upload

BT STATE DISTRICTS

Upload Data File

BT State (339)

Enrollment data

Mv enroliment file_csv

» Myfile contains the Org ID generated by the System. What s Org ID?
+ Myfile is in System Enroliment Template format
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The system is going to validate the information that is in your template. The
following criteria must be met in order for a record to pass the validation step:
v" Org ID must exist in NCSC Assessment System.

v" Organization name (the exact spelling) must exist in the NCSC Assessment

System.
v" Org ID must match with the given organization name.
v" Org ID must be within the current user’s permission area.
v

Each student must be associated to one organization only, and the provided

organization must be a classroom or school level (students cannot be
associated to state and district).

v" The student ID (the state-issued ID) should be unique within the state. The

system rejects duplicate records.
Date of birth must be in the required format (mm/dd/yyyy).

AN

Required fields must have a valid value (Required fields are: Org ID, Org

Name, First Name, Last Name, Grade, DOB). Valid values for each column

are provided in the Read me tab of Enrollment Template.
v Invalid grade (accepted grades are 3, 4, 5, 6, 7, 8, and 11).

The validation step may take a while to complete.

8.a

No Validation Errors

Once done, the Validation Summary page opens. If there are no rejected records,

the page will look like the following screenshot:
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Checking Data Status

A

Totalrecords in file: 721

721

Create
Student Records

Cancel
Back to re-upload

9a

Click Create Student Records.
The system will proceed to
create all the students you had in
your enroliment file and that
successfully passed the
validation criteria.

Create
Student Records

10a

Once complete, you will see a
confirmation message. The
students have been created and
you can either repeat these steps
for other organizations (if
necessary) or move on to
uploading users.

Upload Data Confirmation

721" student records were created successfully.

You can access the new student records and complete their profile.

8.b

Records that Failed Validation

After validation at step 7, if there are some records that failed the validation, the

system provides the count of accepted records versus the rejected ones:
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Checking Data Status

& Some records could not be uploaded. Please select one of the actions below.

Upload Users File "Enrollment_09262014.csv’
Total records in file: 721

Accepted Records: 556 Rejected Records: 165

re th

Please select Create Student Please select View Errors to view
Records to create the '556' records| | the "165' records that could not be
that passed the data validation uploaded.
criteria.

Create : Cancel
Student Records Back to re-upload

9b | Before viewing and fixing the records that failed validation, you must first create
the records that were accepted.

10b | Click Create Student Records. Create

Student Records

11b | The system provides a confirmation message.

Upload Data Confirmation

'556" student records were created successfully.

You can access the new student records and complete their profile.

Note that "165' out of '771' rejected records were not created in TAP. You can export rejected records
to correct and re-upload them later. Beyond this page, the system will not keep track of them.

View Rejected Records

12b | Now that you have some of your ) ]
student records created in the View Rejected Records

NCSC Assessment System, fix
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the errors for the rejected
records.

Click View Rejected Records to
view the student records that
failed at validation and are not
saved in the system yet.

13b | The Exceptions page opens. Make sure to scroll down to see all the records if
needed. Each line is a rejected record. The reason for rejection can be found in the
Error Message column. Reasons for rejection are based on the validation criteria
provided in step 7 above.
Enrollment File Rejected Records
There are '"165' erroneous records. Please correct the data and re-upload later.
OrgID Org Name Student ID First Name Last Name | Grade Error Message
123456 |Lincoln Middle School 1234542  |Mary Brown 5 |Org ID not found
123457 |Lincoln Township High School AB797  |Joe White 5 |Org ID and name do not match
123458 |Lincoln Middle School 879879 |John Smith 6  |Duplicate record
123458 |Lincoln Township High School s65765 |Alex Bellin 5 |Duplicate record;Crg ID and name do not match
98098 |Chute Middle School 8798A34 |Bill Shaw Grade is required
98098 |Chute Middle School Maria Lopez 6  |Student ID is required;DOB is required
14b | You must click on the Export button to
export the records into the .csv file, as m
the system will NOT keep track of
rejected records beyond this page.
15b | The rejected records will open up in an enrollment template that is already saved

as a .csv file.

Make sure to save this .csv file on your computer. Exit the Enroliment Upload page
in the NCSC Assessment System and return to your .csv file to correct each
record. We recommend correcting the exported file because it will contain only the
rejected records.

When you are ready to re-upload the file with the corrections, follow the upload
steps as described here.

Because these records were initially rejected, they have not been created in the
system, therefore when you re-upload the correct files, the system will see them as
original records and not duplicates.
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Manage Users

This section prepares you to manage the users you have access to.

L 2 3 4
Get Started Access NCSC > M anage > Create
ASSESSMENT o
e Organizations Classrooms

5 6 7 8
Upload ——»| Upload Student |} Manage — ,| M anage
Users Enrollment Users Students

Assign Organizations to Users

If a classroom organization was created (as described in the previous section), you will
need to assign at least one TA to it. Once the TA is assigned to the classroom, he or
she will only be able to access (and therefore start tests for) the students who are also
associated to the same classroom.

Additionally, you can change an organization that is assigned to a user, when and if
needed. Users can be assigned to more than one organization (classroom, school, or
district).

1 Click the My Organizations link within the top navigation bar.

Test Administration Porta

@ncsc.

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

2 To access the User’s page, click on the hyperlinked number in the Users column in
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the organizations table. This will provide you with a list of ALL users within that
organization. In the screenshot below, this means you would see all the users in
the Evanston Township District.

Org ID Code District Schools Users Students
25 43543A  Evanston Township District 14 42 123
26 FRATARA  Sknkie District 5 17 4R

Or you may wish to view a smaller list of users by drilling down further into a lower-
level, child organization.

In this example, we will drill down into the schools first.

Org ID Code District Schools Users Students
25 43543A  Evanston Township District 14 42 123
2R TRATAR  Sknkin Dictrirt A 17 4R

Once in the school level, you will see the number of users drops significantly.

Org ID Code School Classrooms Users |Students Actions

90 120006000035 Baker County Senior High School 0 4 25 Actions ¥

Locate the school and then click the hyperlinked number in Users column for the
desired organization level.

The system redirects you to the Users page, displaying the TAs and TCs for the
selected organization. You will see the user ID, last name, first name, email
address, Org ID, training status, title in the school, and the system role they've
been assigned.

UserlD  Last Name First Name Emal Address Organization ID Training Status Title Rale Active
U g Kosan Adwin btgai0@breaktech.org L] Pending School Admin test coordinator Active
il May Daisie testtaker@llc.com 89 Completed Administrator in Florida test administrator Active
Uooam User Multiorg multiory@breaktech.org B9, 96;5 Pending test coordinator Active
1 Niglsen Mrtie btgaSBbreaktech.org 90 Completed Teacher test administrator Active

Click on the User ID to access the Edit User page.

] User ID Last Name First Name Email Address Organization ID Training
8 B2 Keosan Adwin btgal10@breaktech.org 89 Pending
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7 The User Profile page opens for
the selected user.

Click the Edit button.

m Edit
Adwin Kosan

Main profile

First Name:
Adwin

Last Name:
Kosan

Title:

School Admin
Organization:
B89

History

Member for
& months 3 days

8 To associate the user to an
organization, click the Main
Profile button.

- 0

LMS Profile Main profile

Adwin Kosan

Username *

btgal0
E-mail address *

btgal0@breaktech.org

Password

Password strength:
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Actions

9 The list of organization(s) Vow | | Ed
assigned to the user appears in a pocount | | tusrone | [T
table at the bottom of the screen. .
Adwin Kosan
Click the Add More
Organizations button to view the | | . ame-
organization hierarchy drop-down i
menus.
Last Name *
Kosan
Title
School Admin
The following table lists the organization(s) whose student information is available to the user. Glick t
Organization button to associate more organizations to the user.
Org ID Org Name Org Level
89 Baker County School District District
10 | A set of organizations will appear || °e®  OrsNeme Org Lot
in the form of drop-down lists. _ »
83 Baker County School District District

If you have already created
classrooms, the organization
hierarchy is displayed down to
the classroom level.

You can select any organization
level that is available within the
drop down lists to assign or
reassign the user to a different
organization.

Click the Associate Selected
Organization to assign the new
organization.

Add More Organizations

Add an Organization

State
| Florida - |

District
| Baker County School District |

School
Baker County Senior High Schaol

Classroom
Ms. Smith =

Associate Selected Organization

Actions
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11 | The new organization will be

. . . . The following table lists the organization(s) whaose student information is available to the user. Click the
I|Sted n th e Organ|zat| ons table . Organization button to associate more organizations to the user.

Org ID Org Name Org Level Actions
Save the changes. - Baker County School Disrit st Remove

399 M. Smith Classroom Remove
Add More Organizations

Save

12 | Remove an Organization: The system allows you to remove an organization from

a user as long as you are not removing the last organization assigned to that user.
13 | Click the Remove button to

. . . The following table lists the organization(s) whose student information is available to the user. Click the
d eassocl ate th eo rg an |Zat| on Organization button to associate more organizations to the user.

Org ID Org Name Org Level Actions
from the user.

89 Baker County School District District Remove

399 Ms. Smith Classroom Remove
Add More Organizations

Save
14 | The new organization list will be _ _ _ o _
. . . . The following table lists the organization(s) whose student information is available to the user. Click
d|Sp|ayed 18] the Organ|zat|0ns Organization button to associate more organizations to the user.
Org ID Org Name Org Level Actions
table.
g9 Ms. Smith Classroom Remove
Make sure to save the changes
by clicking the Save button.
Save

Create Users

All users should have been created during the enroliment window. However, there may

be a need to create a TA or TC manually in the system if that user was not part of the
upload process.
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1 Click the My Organizations link within the top navigation bar.

est Administration Porta

. n_csc |

Dashboard My Organizations Test Status Summary My Students Test Administration Training

Sample ltems

example starts at the district level.

Drill down to the organization level for which you wish to create the user. This

HOME . MY ORGANIZATIONS | 'ARIZONA’ DISTRICTS

Al() v

'Arizona' Districts

Org ID Code District Schools Users Students
7 HPD Hollow Pond District Edit 10 19 272

16 Chino Valley District 4 1 19

21 Colorado City District 3 0 22

25 Kingman District 1 2 284

Actions

Actions w

Add a School

Edit Organization
Add User

Download Org ID List
Upload Users File

Upload Enroliment File

3 Click the Actions Button
Click Add User Actions w

Add a Schoaol

Edit Organization

Add User

Download Org ID List
Upload Users File
Upload Enrollment File
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4 The Add User page is displayed. Add User
Fill in all required fields that are

indicated with an asterisk after This web page allows administrators to register new users. Users' e-mail addresses and us
the field name.
The fields to complete are: E-mail*

» Email Address: Type the
TA’s email address in this
field.

> Password/Confirm Confirm e-mail address *
Password: Create the TA’s
password. Passwords should
conform to school/district
policy, if applicable. Password *
Passwords should be at least
6 characters in length, and it
is advisable to use a
combination of letters and Confirm password *
numbers. Be sure to enter the
password in both the
password field and the
confirm password field.

Password strength:

> Role: Select the Test Roles *
Administrator or Test test administrator
Coordinator option

> Notify User of New
Account: Select this check Main profile
box to ensure the system-
generated welcome email is
sent to the user with their log-
in information.

» First/Last Name

> Title: specific to user title in Last Name *
the school/district

test coordinator

Notify user of new account

First Name *

Title
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» State: This field should
default based on your profile

» District: This field should
also default based on your
profile. If you are a TC in
more than one district, click
on the field and select the
appropriate district from the
list.

» School: Click in the field and
select the user’s school from
the list. If the user will be
responsible for students in
multiple schools, select the All
option in the School drop-
down list. At this time you
may only select one school or
the All schools option from
the drop down list.

» Classroom: If classrooms
are created in your school
and you wish to associate the
user to one or more, click in
the field and select the
classroom.

After you complete the fields,
click on Associate Selected
Organizations.

State

Arizona A

District
Hollow Pond Disfrict Edit  *

School

Black Mountain Schoaol A

Classroom
All v

Associate Selected Organization

Create new account

You will see the organization has
been added to the user’s profile.

Next, click on Create New
Account.

The foliowing table ists the orgarization(s) whese student infoemation is avakable Yo the user. Ciick e Add Orgarization bufton o associats more

arganzations o e user
(gD Org Hame Orp Level HActions

] Back Mourtain Scheal Schoo

Add More Organizations

Create new account

You will receive a confirmation
message that the user has been
created.

Created a new user account for

. No e-mail has been sent.
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If you did not select to have the
system notify the user of their
new account (which sends the
welcome email with log-in
credentials) this will be the
confirmation message. It warns
that no email has been sent to
the user.

At this time there is no way to
correct this once the user has
been created. You will be
responsible for contacting the
user and providing their log-in
credentials.

The user can go directly to
website and log in at
https://teacher-
ncscpartners.ctb.com

If you did select to have the . —
system notify the user of the new

account, you will receive this
confirmation message. System Users
The user will receive their log-in
credentials with further
instructions included in the
welcome email.

Track Test Administrators’ Training Status

TCs can monitor TAS’ training status in the Test Administration Portal. TAs are required
to complete their training and pass the end-of-training final quiz with at least an 80%
accuracy score. This will enable them to access the testing materials and test their
students. The NCSC Assessment System will keep track of their completion status;
however, TCs are permitted to manually mark a TA’s training complete if neccessary.
This section will describe how to view a TA'’s training completion status and/or mark
their status as training completed.
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1 Click the My Organizations link within the top navigation bar.

est Administration Porta

®nesc

Dashboard My Organizations Test Status Summary My Students Test Administration Training  Sample ltems

2 To access the User page, click the hyperlinked number in the Users column in the
organization’s table. This will provide you with a list of ALL users within that
organization. In the screenshot below, this means you would see all the users in
the Evanston Township District.

Org ID Code District Schools Users Students
25 43543A  Evanston Township District 14 42 123
26 FRATRA  Sknkie District 5 17 4R

3 Or you may wish to view a smaller list by drilling down further into a lower-level
organization.

In this example, we will drill down into the schools first.

Org ID Code District Schools Users Students
25 43543A  Evanston Township District 14 42 123
26 TRATRA  Sknkie Diatrict 5 17 45

4 Locate the school, and then click the hyperlinked number in the Users column for
the desired organization level. Notice the User count is smaller, thus having less
users to search through.

OrgID Code School Classroom Users | Students Actions

a0 120006000035 Baker County Senior High School 0 4 25 Actions

5 The system redirects you to the Users page, displaying the TAs and TCs for the
selected organization. For all users there is a Training Status column. This column
will have two different statuses: pending or complete. If TAs have a pending
status, they may or may not have started the NCSC Online Test Administration
Course; or they have started it but they have not passed the final quiz.
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I U LastName  FirstMame  Emai Address UrganimﬁmE Training Status |  Tie ole Aelive
u g Kasan Adin bigg108brakich o 8 Pending Sehool Admin teet coorcnator Actie
L May (asi tesfakerdle.com 8 Completed Adminsfrator i Florida teet aomiisror Actie
o s Hutior muirgoreaiech o %5 Perding ffconrintr ee
0 Nieen Mg tloaSEbreaktch. g Ll Complied Teacher test admimgfator Acfve

Once the TA passes the final quiz, the status in the system will automatically
change to completed. At that time the TA will be able to start students’ tests and
access the test materials.

6 The TC can manually update the training status for the TA. You may need to do
this if training was provided in a live, group setting rather than each TA individually
accessing the training online.

After you have verified that the TA has completed and passed the final quiz, click
on the User ID to access the Edit User page.

J User ID Last Name First Name Email Address Organization ID Training
iy 62 Kosan Adwin btga10&breaktech.org i) Pending

7 The User Profile page opens for i
the selected user. . n
Click the Edit button. AdWlll KOSH.I].

Main profile

First Name:
Adwin

Last Name:
Kosan

Title:

School Admin
Organization:
89

History

Member for
& months 3 days
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Click the LMS Profile button.

- I3

Account LMS Profile Main profile

Adwin Kosan

Username *

btgal0

E-mail address *

btgal0@breaktech.org

Password
Password strength:

Select the PD Complete checkbox.

View Edit

Account Main profile
Adwin Kosan

) PD completed

Save

10

Click on the Save button to save
the changes. The TA’s status has
now been marked as complete
and he or she will be able to
access the student test materials
and start testing students.

Save
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Manage Students

This section prepares you to manage the student roster in the Test Administration

Portal. One of the reasons a TC may need to access the student roster is to reassign a

student from school to classroom after having created the classroom in NCSC
Assessment System.

L 2 3 4
Get Started Access NCSC q M anage > Create
ASSESSMENT o
e Organizations Classrooms
5 6 7 8
Upload ——» Upload Student L. ,1  Manage — | M anage
Users Enrollment Users Students

Access Student Roster

1 | Click the My Organizations link within the top navigation bar.

®nesc

My Organizations

Test Administration Porta

Dashboard Test Status Summary

My Students

Test Administration Training

Sample ltems

2 | To access the student roster, click the hyperlinked number in the Students column
in the organizations table. You may wish to do this from a high level, such as from
the district, as shown here, where you can view and find all the students within the
higher organization.

Org ID Code District Schools Users Students
25 43543A  Evanston Township District 14 42 123
28 FJRATRR Sknkie Dictrirt 5 17 4R
3 | Or you may want to drill down further to a smaller list of students.
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For example, here we will drill down to the students listed in a school. To do this,
click on the hyperlinked number in the Schools column within the district.

Org ID Code District Schools Users Students
25 43543A  Evanston Township District 14 42 123
26 TRATRA  Sknkie Distrirt 5 17 4R

Then, find the school within the district and click the hyperlinked number in the
Students column.

Org ID Code School Classrooms Users | Students Actions

90 120006000035 Baker County Senior High School

=
£y

25 Actions ¥

4 | The Student Roster page will display. This page displays the students for the
selected organization. In the example illustrated here, the Student Roster page will
display the 25 students in Baker County Senior High School.

Verify that all participating students are listed.

U Student ID Student First Name Student Last Name School Name Grade
U 358 Orion Kung Baker County Senior High School HS

U 359 Zaira Micholas Baker County Senior High School HS

u 360 Waylon Ledezma Baker County Senior High School HS

(0] 361 B'Jorn De'Ugly Baker County Senior High School 4

U 362 Tyrone Holes Baker County Senior High School HS

= 363 leshia Yamanaka Baker County Senior High School HS

L 364 Taguan Minderman Baker County Senior High School HS

= 365 Monica Kothenbeutel Baker County Senior High School HS

5 | To access the student profile information (for viewing or editing), click on the
Student ID for the student.
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U Student ID Student First Name Student Last Name School Name Grade
Orion Kung Baker County Senior High School HS
359 Zaira Micholas Baker County Senior High School HS
U 360 Waylon Ledezma Baker County Senior High School HS
361 B'Jorn De'Ugly Baker County Senior High School 4
(] 362 Tyrone Roles Baker County Senior High School HS
363 leshia Yamanaka Baker County Senior High School HS
U 364 Taguan Minderman Baker County Senior High School HS
365 Maonica Kothenbeutel Baker County Senior High School HS

- This space intentionally left blank. -

Assign Organizations to Students
If you are manually creating a student (who was not part of the enrollment upload) you

will need to assign an organization to the student; or you may need to change the
assigned organization. The following instructions walk you through organization

re/assignment.
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1 Go to the Student Profile page
as described in the previous
table. The system opens the
Demographics tab by default.

Click the Edit button.

Devyn Yewell (3)

Demographics LCl Accor d 15: Before Test SRC dations: After Test

First Mame *

Devyn

Middle

Fagen:x xx

Last Name *

Yewell

Gender

F

Date of Birth *

May ¥ |[3 ¥ ([[2008 ¥

Ethnicity

Mot Hispanic / Latino

Race

Asian, Black or African American, Mative Hawaiian or Other Pacific

School Mame

Black Mountain Schoal

2013-14 Grade

1

T —
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2 At the bottom of the page, the
organization hierarchy is listed.

2013-14 Grade *

11 v

State

Arizona ¥

District
| Hollow Pond District Edit ¥

School
| Black Mountsin Schaal v

Classroom

Class A v

“

3 If you have already created
classrooms, the organization
hierarchy is displayed down to
the classroom level.

You can select any school or
classroom from the drop down
menus to assign the student to
the appropriate organization
hierarchy.

Save the changes by clicking the
Save button.

2013-14 Grade *

11 v

State

[ Arizons A

District

| Hollow Pond District Edit__ ¥
Classroom

School Class A

Black Mountain School

Ms. Longo 4th Grade
Purple Hill Classroom
Classroom Zapf 5th grade

Class A

Save Cancel

4 The student information has now
been changed as noted by the
green confirmation message.

Devyn Yewell (3)
Demoaraphics Lol my Before Test SRC - After Test
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Create a Student

In some rare cases you may need to create a student manually if he or she was not
included in the student enrollment process during the enrollment window.

1 | Click on My Students from the navigation panel

. HQSC |

strat
Dashboard My Organizations  TestStatus Summary My Students Test Administration Training  Sample ltems
2 | Click the Add Student
button. "ncsc

Dashboard

HOME - MY STUDENTS

My Students

Users. My Organizations

View Publishad Tests Test Status Summary My Students Sampile Ite)
Yewell Math Test 20141231 In progre
Schent Math Test 20141231 Not stam
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3 | Begin filling in all the required
information (only) on the
Demographics tab.

Add New Student

Demographics LCI Accommodations: Before Test SR Accommodafions: After Test

Student ID *
First Mame *
Middle

Last Name *

Gender
Male
Female

hlot colortod
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The State, District, and/or
School fields may default with
information based on your
user profile.

If you are only associated to
one school, the School field
will be completed. However, if
you are associated to more
than one organization at a
level, you will have to make
selections—as seen in the
screenshot here where a
school must be selected.

) Black or African American

) Native Hawaiian or Other Pacific Islander

£ White

2013-14 Grade *
Select agrade v |

State

Arizona v
District

Hollow Pond Distr
School

[All

falll

Binky School for Rabbits

Black Mountain School

Cactus Shadows High School/Psh
Desert Arroya Middle School
Desert Sun Elementary School

Desert Willow Elementary School
Horseshoe Trails Elementary School
Lone Mountain School

New School

Sonoran Trails Middle School

Al
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5 | Click the Save button to
create the student.

The TA will complete the LCI,
the Accommodations Before
Test, and the Student
Response Check tabs before
administering the test to the
student.

State

Arizona v

District
Hollow Pond District Edit ~

School
Black Mountain School v

Classroom
Ms. Longo 4th Grade -

6 | You will be returned to the My
Students page and will see
your new student in the list
(scrolling may be necessary).

Successfully added Gracie Zapf (2147)!

My Students

All(1) v

Add Student

zapf

Student ID Student First Name Student Last Name Test Name Tes

2147 Gracie Zapf No test form assigned

When the student is created manually after the enrollment window, the system will
assign the test form to the student automatically.

Reminder: TAs will complete the demographics, LCI, accommodations before test, and
Student Response Check (SRC) information.
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Complete Training

This section provides instructions on how to access and proceed through the required
NCSC Online Test Administration Training course.

TCs are required to complete all modules in the NCSC Online Test Administration
Training for Test Coordinators course.

Please note: TCs are required to complete all modules contained within the course, but
are not required to complete the end-of-training final quiz. All TAs must complete the
end-of-training final quiz with at least an 80% accuracy score to access the DTAs and
administer the Test to the assigned students.

Note: If you are both a TC and a TA in your school/district, you are required to
complete both courses and attain an 80% accuracy score on the end-of-training
final quiz for TAs.

1 | To access the training modules, click on Test Administration Training on
the top navigation bar.

Dashboard My Organazaticns  Test Status Summary My Students  Sample Items  TestAdministation Training

National Center and State Collaborative (NCSC) Assessment
System

= Accen A vAITes

My Students

Edit info & Tahe Tests 4

NCHC Hales

Please note: Screenshots in this table are examples and not necessarily an actual
representation of all the modules/names of modules your role will have to complete.
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The Test Administration
Training home page will
display. You will see the
name of the course that is
required for your TC role.

Each of the blocks within the
course represents modules
that must be completed in
sequence.

The NCSC Assessment
System will keep track of the
progress of your training
through the required
modules.

VOUE  TEST ACMASTRATION TRATI

training modules for both

1

Getting Started

Test adminigiration onine traineng

W Completod

4

Launch a Test

Navigation bar / pauSs | reIume

Test Administration Training

Complation of training ks &n Important step 1o leam abou the features of the NCSC assessment system, Please taks the Iraining
modules that comespond 1o your role as either Test Coordinator or Test Administrator. If you serve both roles, you will taks the

+ Test administralons must attain & score of BO% on the final guiz to be cenified 1o sdminister the test
- 1 is estimated that complesion of i training modubes and the final quiz wil take spgrcximately *Hevw™,

2

Accessing TAP
TAP user account / practice lest

5

Complate Student Profile
LC1/8AR ¢ BAC

Manage Roster

View Stugents / Assigned Test Forms

3

A white block indicates a
module that is unlocked and
ready for you to view.

Click on the block to start the
training module.

* NCSC Teat Administration

1

Getting Started

Test adminiatration onfine tralning

" Cormpleted

2

Accessing TAP

TAF ussr acoount / practics test

Complets Module

3

Manage Roster

View Studants / Assigned Test Fomms
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4 The SyStem will launch the T ————— T

training module in a separate
window. Each module
contains audio and a script
that can be turned on and
off. You can also pause the
module, exit out of it, and
resume at a later time.
Instructions will be provided
within each module.

Who are the Test Coordinators?

Test Coordinators (TC)

In genveral, the Disirict Test Coordinator (DTC) provides oversight of the Pilol 2 Test at :I\-JJ sirict
level The School Test Coordinator (STC) works withan the school building to ensure the

Test s administered s intended and that the TAs and students have the sup; :on needed Ifx d
successiul adminstrabon. In some schools and districts, the DTC and the STC may share the
dubies of even be the same parson. Please reler to Appendix A State Spacific Imnmm-.m o
clarify your rode as a TC in your state.

Regardiess of the number of individuals who perform the duties, the responsibilities of each role
must ba completad. Thare are essential tasks that are required before, during, and after
adminestration of the Phol 2 Test

Some modules contain short
quizzes. These quizzes are
checks for learning that do
not have required passing
scores. The NCSC
Assessment System will not
keep track of the end of
module quiz results.

5 | Once you start a module in “ NCSC Test Administration
the NCSC Assessment
System it will be considered 1 2
in pending status.

Getting Started Accessing TAP
When you are finished with Teat administration online tralning AR user account / prectics test
the module, you MUST click .
W' Completed Complets Module

on the Complete Module
link beneath the block to
unlock the next module in
the sequence and proceed
through the course.

6 | Complete Final Quiz: This section is only applicable for TAs. Please ensure that
the TAs are completing all required training modules such that the test
administration can be completed during the test window.

When the status for all modules is marked as completed, the Start Final Quiz button
becomes unlocked.

7 | TAs will click the Start Final

Quiz button when available. Start Final Quiz
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8 | The system launches the
online end-of-training final
quiz.

TAs will read the questions
and select the best answer,
then click on the Next or
Previous buttons to proceed
through the Final Quiz.

Lorem ipsum dolor sit amet, consectatur adipiscing elit.

Lorem ipsum dolor sit amet, conseciatur adipiscing edit

@ Lorem ipsum dolor sit amet, consectetur adipiscing elit

Lorem ipsum dolor sit amet, consectetur adipiscing elit

Lerem ipsum dolor sit amet, consectetur adipiscing elit

@ Previous Next @

TA Final Quiz A Test Administration Tralning / Final Quiz / 3 of 25

[

? X

9 | TAs can pause and resume
the Final Quiz as needed. To
pause, select the Save &
Exit button. The system will
redirect them back to the
Training main page.

Lorem ipsum dolor sit amet, consectatur adipiscing elit.

Lorem ipsum dolor sit amet, conseciatur adipiscing edit

@ Lorem ipsum dolor sit amet, consectetur adipiscing elit

Lorem ipsum dolor sit amet, consectetur adipiscing elit

Lerem ipsum dolor sit amet, consectetur adipiscing elit

@ Previous Next @

TA Final Quiz A Test Administration Tralning / Final Quiz / 3 of 25

10 | When TAs are ready to
resume the final quiz, they
will select the Resume Final
Quiz button in the Training
main page.

Resume Final Quiz

11 | When TAs submit the final
quiz, the system will display
their quiz results. If TAs
passed the end-of-training
final quiz, their user profile
will be updated with a
Training Complete status
and they will be able to
access student tests and test
materials on March 30 and
March 23, respectively.

Click OK to navigate out of
this page.

Test Administration Training Quiz Scores

86% Correct Responses.

Congratulations! You passed the Test Administration quiz!
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If the TA does not attain at

least 80% accuracy on the Quiz Scores
end-of-training final quiz, the
results display the TA score 65% Correct Responses.
with a message similar to , , , ‘
. . Sorry. You did not reach the 80% correct responses required to pass the quiz. Please try again later.
what is dlsplayed here. You may access the training modules and retake the final quiz when ready.
Click OK to return to the “
main Training page.
13 | The training modules are N P

available to review
information.

The TA will click Retake
Final Quiz button when
ready to try again.

TCs may also review the TA
training modules.

Test Administration Training

Cemplatian of training Is an important stap fo lsarn about th features of the NCSC assessmant systarm, Plaase take the trairing
maodulas that comespond to your role as either Test Coordinator or Test Administrator. If you serve both roles, you will taka the

training medules for both.

+ Test adminiatrators must attain a score of 80% on the final quiz 1o be certified to administer the tast.

ot e thit oo of all tra time™™,

ring 2015 Operational Field test,

W MCSC Teet Administration

Getting Started Accessing TAP Manage Roster
Test administration online training TAP user account / practice test View Students / Assi igned Test Forms.
W Cemplated Compilets Moduls
Launch a Test Complete Student Profile
Mavigation bar / pause / resume LCI/BAR /BAC

Appendix B: Technology Requirements

Browser

You will use a browser to interact with the online assessment. Three major browsers

(listed below) are supported for the pilot. Currently, we recommend the latest version of
each of these browsers. If you would like to determine the browser you are running and

its version, simply navigate to the Google site whatbrowser.org. You can also upgrade
your browser to the latest version from this page for free. If you experience problems
with the assessment, the easiest thing to try is to log out and then log back in using a

different browser. Below are the supported browser versions.

Browser

Version
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1 | Chrome 26 and above
2 | Firefox 24 and above
3 | Internet Explorer IE9 and above

There are two additional requirements for the browser to administer the NCSC
Assessment:

e The browser must support cookies.
e The browser must have javascript enabled.

Operating System
For the operational test, the assessment must be delivered on Windows or Apple OS X
(Mac) operating systems. The following versions are supported.

Operating Version
System
1 | Windows | windows Vista SP2, Windows 7, Windows 8
Mac
2 | (Apple OS 1Q.4.4 (Tiger), 10.5 (.Leo.pard), 10.6 (Snow Leopard), 10.7
X) (Lion), 10.8 (Mountain Lion), 10.9

For older versions than above list, as long as the operating system runs the latest
version of the browsers specified above, the assessment should be delivered
successfully.
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