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Introduction

Introduction

The Maine Analysis and Reporting System is a Web-based
reporting system which supports the interactive
disaggregation of data into subgroups of students and/or
items; provides tabular and graphic displays of results; and
permits users to export data in a variety of formats.

Maine Analysis and Reporting System Help Logout
Current Usar: DEMADEM1
i iy Comherso
A Sy
‘ Home | Reports | Interactive = Supporting Documents | Account Management
Home

The Family Education Rights and Privacy Act (FERPA) requires that access to individual student information be restricted
to the student, his/her parents/guardians, and authorized school personnel. All superintendents and principals are
responsible for maintaining the privacy and security of all student records.

Welcome. You are logged in as DEMADEM1.

ATTENTION: For security purposes, please be sure to (a) log out of your current session and (b) close your browser when you are finished
using the reporting application.

The Maine Department of Education and Measured Progress are pleased to provide you with a reporting tool for increased data use in an
easy and useful format. Features include:

+ Links to released items from the interactive Item Analysis Report,

+ Inclusion of group, school, district, and state totals per item in the PDF version of the Item Analysis Report,
+ Mechanism to customize titles of reports and graphs in PDF versions, and

+ Ability to download Teacher Roster with User IDs and Passwords by clicking on the link below.

View Maine Analysis and Reporting System User and Training Manual for assistance with this site.

FIGURE 1. Maine Analysis and Reporting System
Home Page
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About the Manual / User Assistance

This document does
not contain any
confidential student
=+, information. Any
i figures including
student-level data
have been created
using artificial
student names.

About the Manual / User Assistance

This manual is designed to guide you through the basic
procedures for using the Maine Analysis and Reporting
System Application.

Table 1: Typographic conventions used in this manual

Format Meaning

Bold font In procedural text, denotes
items on the screen such as
the names of fields, buttons,
and windows.

Italic font In procedures indicates text

which needs to be entered by
the user such as ‘Enter your

user name and password.’

UPPERCASE Indicates a key to press on
the keyboard such as ‘Press
the ENTER key.’

. Indicates important informa-
) tion.
= Indicates a note of interest.

User Assistance

For user assistance, please contact Measured Progress:
Toll-free: 800-431-8901, ext. 2378
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Technical Requirements

Technical Requirements

Windows

Macintosh®

Operating System

Windows XP® SP3 or
Windows Vista® SP2

0OS X® 10.4 or 10.5

tion or greater

RAM Windows XP SP3: 0S X 10.4:
512 MB or greater 256 MB or greater
Windows Vista: SP2 |0s X 10.5:
1 GB or greater 512 MB or greater
Processor Pentium® IIT 1.33 G4 867 MHz or
GHz or greater greater
Hard Drive 100 MB 100 MB
Internet Browser |Internet Explorer® |Safari® 3.1.2 to
7.x or 8.x 3.2.3
Firefox® 3.5.x Firefox 3.5.x
Keyboard/Mouse |Standard
Monitor 32-bit color or greater, 1024 x 768 resolu-

Technical Specifications are subject to change pending
. . release of new browsers or operating systems. Please
1 contact Measured Progress at 800-431-8901, ext.

2378 for more information.
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Log in to the Maine Analysis and Reporting System

Log in to the Maine Analysis and
Reporting System

For security purposes, log out of your current
= session and close your browser
. = completely when you are finished using the
reporting system.

Access the Maine Analysis and Reporting System:
1. Open your Web browser.

2. Enter the URL,
http://iservices.measuredprogress.org
and press the ENTER or RETURN key.

3. Select Maine from the drop-down list and click the
Enter button.

4. Click the link on the left for Maine Reports.

Enter your User Name and Password in the specified
fields of the Login page.

6. Click the Login button.

1. Enter your user name in the box marked User Name.
2. Enter your password in the box marked Password.
3. Click Login.

User Name

Password

FIGURE 2. Login Screen
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Log in to the Maine Analysis and Reporting System

Account Types

]

District/SAU: This account is for the district level user
and allows access to all reports including static and
interactive.

School: This account is intended for the school principal.
One school principal account exists for each school. This
account has full access to the respective school data,
including account management.

Teacher: This account is intended for school teachers
who will see only the students to whom they have been
assigned via the Student Assignment option. If a
teacher needs access to multiple groups of students
they will need a separate account for each group. see
“Assign students to a user account:” on page 32.

Password Assistance:

Use the following list to determine whom to contact for
assistance with your User Name and Password:

]

Superintendents: Contact Measured Progress at
800-431-8901, ext 2378.

Principals: Contact Measured Progress at 800-431-8901,
ext 2378.

Teachers: Contact the school principal.
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Maine Analysis and Reporting System Home Page

Maine Analysis and Reporting System
Home Page

The home page contains a menu for accessing standard
reports and interactive reports, as well as account
management functions.

Maine Analysis and Reporting System Help  Logout
Current User: DEMADEML

Hsne's Compratens.

I| Home [ Reports [ Interactive [ Supporting Documents [ Account Management |I

Home

The Family Education Rights and Privacy Act (FERPA) requires that access to individual student information be
restricted to the student, his/her parents/guardians, and authorized school personnel. All superintendents and
principals are responsible for maintaining the privacy and security of all student records.

FIGURE 3. Home Page Menu for the School Account
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Maine Analysis and Reporting System Home Page

Teacher Roster with User IDs and Passwords
Report:

Once accounts have been created, a list of teacher user
names and passwords is available on the home page when
logged in at the School Principal level via the Download
Teacher Roster with User IDs and Passwords Report
link.

To create a teacher account, see “"Account Management
Menu” on page 27.

The Account
Management menu
is available to school
principals only. This
menu does not
appear at the
district or teacher
levels.

User and Training Manual



Maine Analysis and Reporting System Home Page

Home Page Options:

Menu Access Description
Option Level P
Home District/SAU | Returns the user to the
School home page from any-
Teacher where within the applica-
tion.
Reports District/SAU | Access static reports:
School 0 District and School
Teacher Results Reports
0 District and School
Summary Reports
0 District and School
Student Data Files
0 Parent/Guardian
Reports (MEA and
MHSA only)
Interactive District/SAU | Access interactive
School reports:
Teacher O Item Analysis Report
3 Achievement Level
Summary
O Released Items
Summary Data
0 Longitudinal Data
Supporting District/SAU O Guides & Report
Documents School Shells (NECAP only)
Teacher 0 Released Items
Documents
Account Man- School Manage Teacher accounts
agement including:
0 Create New User
O User Accounts

User and Training Manual 9



Maine Analysis and Reporting System Home Page

. Access —

Links Level Description

Help District/SAU | Access this manual
School
Teacher

Logout District/SAU | Exit the system
School
Teacher

10
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Filtering Options in the Reports and Interactive Menus

Filtering Options in the Reports and
Interactive Menus

Basic Filtering:

The Basic Filtering Option panel is shown by default when
selecting either the Reports menu or any of the selections
from the Interactive menu drop-down list. Select Show + or
Hide - to expand or collapse the filtering options.

Use the Basic Filtering Options panel to set the following
filters. Once filters have been set, the report will display in
the lower portion of the window.

O Year

0 Administration

O District

0 School

0 Grade/Test

Basic Filtering Options

Hide &

fear,
Please Select -

administration:

District: Grade:

School:

FIGURE 4. Basic Filtering Options
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Filtering Options in the Reports and Interactive Menus

Advanced Filtering:

The Advanced Filtering Options panel is hidden by
default when selecting a report from the Interactive
menu. Select Show + at the right of the window to display
the filtering options.

Use the Advanced Filtering Options panel to select a
subgroup of the students in a report. Select the Submit
button after specifying filter options. The following options
are available:

Gender Ethnicity LEP

IEP SES

Clear the Advanced Filtering Options:

Click the Clear All button in the Advanced Filtering
Options panel to default options back to All Students.

Advanced Filtering Options

Hide &

Gender; Ethnicity:

All Students x All Students b4

IEP: SES:

All Students x All Students b4
Submit | | Clear All

LEP:
All Students o

FIGURE 5. Advanced Filtering Options

12
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Sorting Data in the Interactive Reports

Sorting Data in the Interactive Reports

Reports available in a table format can be sorted by field.

To Sort Data in a Report:
1. Select the column heading to sort by that field.

2. Select the column heading a second time to reverse
the sort order of the field.

User and Training Manual
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Export an Interactive Report

Export an Interactive Report

After data has been filtered and sorted to your
specifications, interactive reports from the Interactive
menu can be exported as PDF files. In addition, the
Achievement Level Summary report from the Interactive
menu can also be exported as a JPG file.

Export an interactive report using Internet
Explorer®:

1. Select the Export in PDF Format, Export Legend
or Export Chart icon and the File Download dialog
box opens.

2. Select Save to open the Save As dialog box.

Enter a file name in the File Name field or use the
default name provided.

4. Browse to the location where you would like to save
the file.

5. Select Save to complete the export process.

Export an interactive report using Safari®:

1. Select the Export in PDF Format, Export Legend
or Export Chart icon.

2. If the file does not open automatically select the file
from the Download dialog box when download is
complete.

NECAP reports can
be exported as PDF
files. MEA and MHSA
. reports can be
. exported as PDF,
L XLS or CSV files.

14
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Export an Interactive Report

Export an interactive report using Firefox®:

1.

Select the Export in PDF Format, Export Legend
or Export Chart icon and the File Download dialog
box opens.

Select Save to Disk and the file is saved to your
default download directory.

Select the file from the Downloads dialog box when
download is complete. Select CTRL+1] to open the
Downloads dialog box if it has closed automatically.

User and Training Manual
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Reports Menu

Reports Menu

District and School level reports from the Reports menu
can be exported as PDF files.

View Static Reports:

1.

Select the menu option Reports and the Basic Fil-
tering Options panel is displayed.

Set the filtering options for the report by selecting
values from the drop-down lists.

For more information on the Filtering Options see
“Filtering Options in the Reports and Interactive
Menus” on page 11.

. To access district results, select District-Level from

the District drop-down list.

To access school results, select the school name
from the School drop-down list.

All reports from
the Reports menu
will be exported in
a compressed ZIP

, format and can be
extracted using
your operating
system'’s
compression
utility.

4. A list of available reports will be shown below the
Filtering Options panel. Select the check-box next
to the reports to be exported.
5. Select the Download button to export the reports.
16 User and Training Manual



Interactive Menu

Interactive Menu

Home Reports | Interactive Supporting Documents | A

Item Analysis Report
Achievement Level Summary

Released Items Summary Data

cducation Rights | Longitudinal Data

FIGURE 6. Interactive Menu

Teachers may want
to focus on these
items: Item
==, Analysis Report,

EY) Released Items
Summary Data,
and Longitudinal
Data.

The Interactive menu offers the
following items:

0 Item Analysis Report: Provides individual student
performance data on the released items and total test
results.

O Achievement Level Summary: Provides a visual
display of the percentage of students in each of the four
achievement levels.

O Released Items Summary Data: Provides a summary
of student responses to the released items.

O Longitudinal Data: Provides performance data for an
individual student for multiple test administrations.

User and Training Manual
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Item Analysis Report (Interactive Menu)

Item Analysis Report (Interactive
Menu)

View an Item Analysis Report:
1.

Select the menu option Item Analysis Report

from the Interactive menu and the Basic Filtering

Options panel is displayed.

Set the filtering and advanced filtering options to

view the report by selecting values from the drop-

down lists.

For more information on the Filtering Options see
“Filtering Options in the Reports and Interactive

Menus” on page 11.

the report is going to be exported.

View the report and click Export in PDF Format,

Enter a report title in the Custom PDF Title field if

Export in XLS Format, or Export in CSV Format

if needed. For more information on exporting

reports, see “Export an Interactive Report” on

page 14.

Principals will have
access to all assess-
ment data for the
school. Teachers will
have access only to
those students to
whom they have
been assigned by the
principal via the Stu-
dent Assignment
functionality under
the Account
Management menu.

Item Analysis Data

Filter by Group:
School Level -

|Custor POF Title
[Enter a custorn report title up to 40 characters for POF output,)

Total number of students: 32

l@ Ewport in PDF Format
=]
J Export in XLS Format

lmExpm’t Legend
=

¥ Export in CSW Format

viewltem Q 1QQ[QIQIQQQAQQIQQIQIQ|QQ|Q|Q

Releasedltem 1 | 2 (3|4 |5 |6 |2 (8|9 |10(11|12 13|14|15(16(17(18

Gontent| ES |E5 |D3|E1| D2 D1 |E2|D2|E3 D3 |D3|D2 | El|D2|E2|E3|D4|E4

DOKecode| 2 | 2 (2|1 2 1|3 |2 |2|2|2|1|1|1|2|2|[2]|3

ItemType| MC | MC | MC | MC |MC [MC | MC [MC | MC | MC | MC [MC | MC|MC | MC |[MC|CR | CR

CorrectResponse 4 | 0| C|C|D |D|C|&|D B |B|B|D|C|D|&4&

PtsPossiblel 1 | 1 |1 (1|1 |1 |11 |1 1 |[1|1|1|21|1|1|4|4
Lastname Eirstname il § ID D | E [TPE| S8 |AL
Barnes Sawyer DO5100015) + | + + | + D + 3 o8 | 18 SZZT
Barrett Sehbrina DOS100059) + | + | B |+ |+ |A|B |+ |[B|D|A&|C|B [+ [+ [+ ]|1]|1|12[9]|21 (5281
Bergeran Micheal DOSI00017| + | + [ D | + | + |+ |+ [+ [+ |+ | C |+ |+ |+ |+ |+ |3|4|18(22| 40 |560| 3
Bernal Perla DO5S100066| + | + |+ [+ |+ |+ |D [+ |C |D |+ |+ | A& |[A|C|D|D0|0|12(7 |18 |524| 1

FIGURE 7. Item Analysis Data

18
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Item Analysis Report (Interactive Menu)

Released Item Summary data is seen at the bottom
NECAP reports can of the last page of the report.

be exported as PDF 5. Click Export Legend for definitions of row and
files. MEA and MHSA column headings.

- reports can be
Q exported as PDF,
XLS or CSV files.

User and Training Manual 19



Achievement Level Summary (Interactive Menu)

Achievement Level Summary
(Interactive Menu)

View an Achievement Level Summary:

1.

Select the menu option Achievement Level Sum-
mary from the Interactive menu and the Basic
Filtering Options panel is displayed.

Set the filtering and advanced filtering options to
view the report by selecting values from the drop-
down lists.

For more information on the Filtering Options see
“Filtering Options in the Reports and Interactive
Menus” on page 11.

Select a group from the Filter by Group drop-down
list.

Enter a report title in the Custom PDF Title field if
the report is going to be exported.

View the report and Export in PDF Format or
Export Chart in JPG format if needed. For more
information on exporting reports see “Export an
Interactive Report” on page 14.

Filtering and advanced filtering options remain
selected when moving between the Item Analysis
Report, the Achievement Level Summary and
the Released Items Summary Data.

20
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Achievement Level Summary (Interactive Menu)

Achievement Level Summary

Filter by Group:
Testing

Custom PDF Title | l@ Export in PDF Format ‘ Export Chart

(Enter a custom report title up to 40 characters for POF output or chart expert.)

o | 2 |
o Proficient with Distinction Profident 1 %
LI ETETRE Partially Proficient 7 23%
Partially Proficient Substantially Below . o

@ Substantially Below Proficient Proficient

¥Percentages may not total exactly 100% due
to applied rounding.

PD - 10%

PP - 2304
SBP - 30%

FIGURE 8. Achievement Achievement Level
Summary
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Released Items Summary Data (Interactive Menu)

Released Items Summary Data
(Interactive Menu)

View Released Item Summary Data:

1.

Select the menu option Released Items Summary
Data from the Interactive menu and the Basic Fil-
tering Options panel is displayed.

Set the filtering and advanced filtering options to
view the report by selecting values from the drop-
down lists.

For more information on the Filtering Options see
“Filtering Options in the Reports and Interactive
Menus” on page 11.

Enter a report title in the Custom PDF Title field if
the report is going to be exported.

View the report and Export in PDF Format if
needed. For more information on exporting reports
see “"Export an Interactive Report” on page 14.

For help on reading this report, click Export
Legend, which defines the column headings.

22
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Released Items Summary Data

Filter by Group:
Schoal Level

ICustom PDF Title
(Enter a custom report title up to 40 characters for PDF output.)

Multiple Choice
® Court © Percent

l@ Export in PDF Format l@ Ewport Legend

Open Response

view  Released Content Correct & B C D IR Carrect View Released Content Point vy
Item ltem Strand [£:d) (2 O £ T -3 S ¢ N - ) Response tem ltem Strand Value Score
Q 1 E5 24 24 0 8 0 0 A Q 17 D4 4 2.3
Q 2 E5 25 00 7 25 0 D Q 18 E4 4 2.0
Q 3 D3 14 1 g 14 8 1 [+
Q 4 E1 24 5 1 24 2 0 C
Q 3 D2 17 o132 170 D
Q fi D1 73 3 1 4 23 1 o]
Q 7 EZ 12 5 4 12 10 1 C
Q 2 Dz 30 I o0 1 A
Q 9 E3 22 1 5 4 22 0 D
Q 10 D3 24 124 2 4 B

FIGURE 9. Released Items Summary Data

Released Items Summary Data (Interactive Menu)

User and Training Manual
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Longitudinal Data (Interactive Menu)

Longitudinal Data (Interactive Menu)

View Longitudinal Data for a Student:

1.

Select the menu option Longitudinal Data from the
Interactive menu and the Basic Filtering Options
panel is displayed.

Set the filtering options to view the report by
selecting values from the drop-down lists.

For more information on the Filtering Options see
“Filtering Options in the Reports and Interactive
Menus” on page 11.

Select a grade from the Filter by Grade drop-down
list.

Select a student from the list of available students
on the left and the report displays on the right with
all available data for the selected student.

View the report and click Export Selected Student
or Export All Students in PDF Format if needed.
For more information on exporting reports see
“Export an Interactive Report” on page 14.

Column Labels:

Q O ooaoaaaa

Year

Enrolled Grade
School
Administration
Test Name
Content Area
Score

Achievement Level

24
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Longitudinal Data (Interactive Menu)

Longitudinal Data

Filter by Grade:
Grade 03

l@ Export Selected Student

l@ Export All Students

Please Select A Studer
Sungjun Bang
Rebecca Bayer
Beau Billingsley
Cody Bolster
Brandon Boyle
Tyler Campbell
Hannah Comey
Jamie Davenport
Witchel Davis
Kyle Dawson
Xavier Emond
Ruth Estey
Hannah Gerdes
Caleb Gerritsen
Margaret Green
Lane Grove
Taylor Hamish
Kyle Harvey
Dustin Hines
Aubrey Jacobs
Tiffany Johns
Samantha Kniefel
Joshua Kronick

-

m,

Year I School Administration Test Name Content Area Score fchicucment |
Grade Level
-~
. Substantially
112 05 Demonstration  MECAP Fall Grade 05 res 516 Below
School 2 2011 Reading .
Proficient
. Substantially
112 05 Demonstration  MEA Science Grade 05 i 527 Below
School1 2012 Science .
Proficient
. Substantially
112 05 Demonstration  MECAP Fall Grade 05 i 518 Below b
School 2 2011 Writing .
Proficient
. Substantially
Demonstration  MECAP Fall Grade 05
2 L School 2 2012 Mathematics mat ok Be\ﬂ.w
Proficient
. Substantially 3
1213 05 Demonstration  MECAP Fall Grade 05 res 537 Below
School 2 2012 Reading .
Proficient
. Substantially
1213 05 Demonstration  MECAP Fall Grade 05 i 519 Below
School 2 2012 Writing . —
Proficient -

FIGURE 10. Longitudinal Data

User and Training Manual
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Supporting Documents Menu

Supporting Documents Menu

‘ Home Reports | Interactive Supporting Documents | Account Man

Guides & Report Shells

Released Items Docurments

FIGURE 11. Supporting Documents Menu

The Supporting Documents menu
offers the following items:

O Guides & Report Shells: Guide to Using the 2012
NECAP Reports and Sample Student Report Shells in
PDF format

NOTE: Sample Student Report Shells are blank report
templates that do not contain any data.

0 Released Items Documents: Released Items,
Released Items Support Material and Student Work
Samples available in PDF format
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Account Management Menu

Passwords are case-
sensitive and must
contain @ minimum
of five alpha-
numeric characters.

Account Management Menu

The Account Management menu option is only available to
a School Principal. For more information on accounts see
“Account Types” on page 6. Use the Account Management

menu to create, add or delete user accounts; set active
users and assign students to a specific teacher account.

Horme

Reports | Interactive Supporting Documents | Account Management

Create MNew User

User Accounts

FIGURE 12. Account Management Menu

Create New User

Create a user:

1.

Select the menu option Create New User from the
Account Management menu to open the Create
User screen.

Enter a User Name, First Name and Last Name.

Enter a Password for the new account. Re-enter the
new password for verification.

You will be prompted if the two passwords do not
match. Re-enter if needed.

A user name must be unique within a state. If a user
name already exists you will be prompted to create a
user with a different user name.

Select the checkbox next to each test for the teacher
or select the checkbox next to Test Name to select
all tests.

Click the Submit button.

User and Training Manual
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Account Management Menu

A message will display indicating the new account
has been successfully created. The user name is
active and ready for student assignment.

Account Management/ Create New User

Create New User

* Sign Up for your Mew Account

User Name: I—

First Marne: I—

Last Narme: I—
Password: I—
Confirm Fassword: I—

Test Hame

Grade 03 Mathematics
Grade 03 Reading
Grades 04 Mathemstics
Grade 04 Reading
Grade 05 Mathematics
Grade 05 Reading
Grade 05 Science
Grade 05 Witing
Grade 06 Mathematics
Grade 06 Reading
Grade 07 Mathematics
Grade 07 Reading
Grade 08 Mathematics
Grade 05 Reading
Grade 08 Science
Grade 05 Witing
Mathematics

Reading

Science

i e o e e e e e e e e e o s o e e o i R Y

Writing

FIGURE 13. Create New User Screen
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Account Management Menu

User Accounts

Select the menu option User Accounts from the Account
Management menu to display account management
options.

Scrolling may be required to view an account in the User
Account Management page depending upon how many
accounts are in the system.

Checking the checkbox in the heading row of the list of user
accounts selects all displayed user accounts.

Maine Analysis and Reporting System Help Logout

S Current User: DEMADEM 1
Maing's Comgruhensr
Assessment Systen

| Home | Reports | Interactive | Supporting Documents | Account Managerment

Create New User

Account Management/User Accounts T —

User Accounts

« To edit an account, dick on user name.

« Toinactivate, activate, ar delete an account, check the box to the left of the specific user name, then select the appropriate option from the
drop-down list at the bottom of the page and click Submit.

# To select all accounts, check the box to the left of the User Mame heading.

Cownload Teacher Roster Create New User

view: all| Active | Inactivel

[T User Name Status Student Assignments Test Assignments

[ Teacheri Active Edit Student Edit Test Assignments
Assignments

[T Teacher? Active Edil Student Edit Test Assignments
Assignments

[T Teacherd Active Edit Student Edit Test Assignments
Assignments

[~ Teachersd Inactie

[ Teachers Inactive

[T Teachers Inactive

Selected Items: | Make Inactive| 2

Delete
Make fitive
hiake Inactive

FIGURE 14. User Account Management
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Account Management Menu

Edit a user account:

1.

Select the menu option User Accounts from the
Account Management menu.

Click the User Name of the user to modify.

Change the First Name and Last Name as needed.

Click Submit.

Click the Return to User Accounts link to return to

the User Accounts page.

Account Management,/User Accounts

Edit User

+ Edit existing User Account

User Mame: Teacherl

First Marme: |Chris
Last Mame: |Pitcher

" change Passwaord

Password:
Canfirm Passwoard:

FIGURE 15. Edit User

Change a user’s password:

1.

Select the menu option User Accounts from the
Account Management menu.

Click the User Name of the user to modify.
Check the Change Password checkbox.

Enter a new Password.
Passwords are case-sensitive and must contain a
minimum of five alpha-numeric characters.

Confirm the new Password.
Click Submit.

30
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7.

Account Management Menu

Click the Return to User Accounts link to return to
the User Accounts page.

Delete a user:

1.

Select the menu option User Accounts from the
Account Management menu.

Check the checkbox next to the user(s) to be deleted
from the User Name list.

Select Delete from the Selected Items drop-down
list box.

Selected Items: | Delete] -

Delete
Make Lctive
Make Inactive

FIGURE 16. Selected Items Drop-down List

4.

Click the Submit button.

Make Users Active or Inactive

1.

Select the menu option User Accounts from the
Account Management menu.

Check the checkbox next to the user(s) to make
active or inactive from the User Name list.

Select Make Active or Make Inactive from the
Selected Items drop-down list box.

Click the Submit button.

User and Training Manual
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Account Management Menu

When a user name is set inactive, the user is unable to log
in to the system and receives a message stating, “Your
login attempt was not successful. Please try again.”

Assign students to a user account:

1. Select the menu option User Accounts from the
Account Management menu.

2. Click the Edit Student Assignments link in the
Student Assignments column in the row for the
user account to modify.

Select a grade from the Grade drop-down list.

4. Select the checkbox to add (or remove) a student
assignment. If the checkbox in the heading row is
selected, all students are assigned to the user.

5. The student list can be sorted; select the column
heading to sort by that field. Select the column
heading a second time to reverse the sort order of
the field.

Students may be assigned to multiple users.

6. This process may be repeated for users who are
assigned multiple groups of students. Each group
must be identified with a unique user name.

7. Click the Submit button to save the changes.

32
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Users do not need to
create a new user
~account to access

@ additional tests. Use
the following
procedure to assign
tests to an existing
user account.

Account Management Menu

8. Click the Return to User Accounts link to return to
the User Accounts page.

Accoun it Management User Accoun s
Edit Student Assignment

» Eclt student Assagnments

User Hame: Userl
Gradee: | Grade 03 b
Submit
Lasgt Name First Name ML Grade  Dirth Date Student Identifier
Cashen Micholas U3 ogn Frzom 11263 =
Caud Hridget o U3 oanzom F10671254
Clark Chnstopher W U3 UERUE TR

chickner Meagan L. 03 VB0

b I i B e B |

Gibson Harley U3 1272000

FIGURE 17. Student Assignment Screen

Once accounts have been created, a list of teacher user
names and passwords is available on the home page via
Download Teacher Roster with User IDs and
Passwords Report link.

Assign tests to a user account:

1. Select the menu option User Accounts from the
Account Management menu.

2. Click the Edit Test Assignments link in the Test
Assignments column in the row for the user account
to modify.

3. Select the checkbox to add (or remove) a test
assignment. If the checkbox in the heading row is
selected, all tests are assigned to the user.
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Account Management Menu

4. Click the Submit button to save the changes.

Edit User Tests

« Edit existing User Account Tests

User Name: Teacherl

Test Name

OoOooo

= ==

i e Y e

Grade 03 Mathematics
Grade 03 Reading
Grade 04 Mathematics
Grade 04 Reading
Grade 05 Mathematics
Grade 05 Reading
Grade 05 Science
Grade 05 Writing
Grade 06 Mathematics
Grade 06 Reading
Grade 07 Mathematics
Grade 07 Reading
Grade 08 Mathematics
Grade 08 Reading
Grade 08 Science
Grade 08 Writing
Mathematics

Reading

Science

Writing

FIGURE 18. Edit User Tests

5. Click the Return to User Accounts link to return to
the User Accounts page.
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