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Presenter
Presentation Notes
Welcome to the Test Delivery System (TDS) training module. This presentation will show you how Test Administrators use the Test Administrator (TA) Interface to administer online tests and will help you become familiar with the Testing Site students use to take those tests. 



Objectives

After viewing this presentation, you should understand how to:
• Log in and create a test session using the TA Interface
• Log in students, begin testing, and use embedded features during testing
• View student test settings and accessibility resources
• Review the type of test items students will encounter
• Monitor a test session
• Pause and stop a test session
• Print test session information
• Exit and log out of the TA Interface
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Presentation Notes
After viewing this presentation, you should understand how to: Log in and Create a Test Session Log in students, begin testing, and use embedded features during testingView student test settings and accessibility resourcesReview the type of test items students will encounterMonitor a test sessionPause and stop a test sessionPrint test session informationExit and log out of the TA InterfacePlease note, the navigation instructions that follow are from the viewpoint of a Windows PC user with a two-button mouse. Your steps may vary slightly depending upon the device and operating system you are using.



Logging in to the Test Administrator (TA) Interface
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The TA Interface is used to create and manage test sessions, look up students, and access help information.  We will first explain how to log into the TA Interface, followed by a detailed review of each feature. To log in to the TA Interface, go to the Indiana Assessment Portal. Select the appropriate user role or assessment card. On the next page, select the system card used for test administration. Enter your username and password and select Secure Login to continue. 



Logging in to the TA Interface (cont.)

▪ The TDS system has an authentication 
process that appears if you log in from a 
different device or browser, or clear cache. 

▪ If you see this screen, an email will have 
automatically been sent to your email 
address.

▪ Enter the code and select Submit.
▪ If you need the code resent, select Resend 

Code.
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To help maintain security, the TDS system requires an authentication process if you log in on a new device or browser or clear the cache on a previously used browser.  You may see an Enter Code page. If this page appears, an authentication code is automatically sent to your email address. You must enter the code on this page within fifteen minutes of receiving the email.  If you do not receive a code or do not enter the code within the fifteen-minute time limit, select Resend Code. After entering the authentication code, select Submit to enter the system. 



Create a Test Session: Choose Tests
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The first step in administering a test is to create a test session. The list of students in the session generates automatically when the students log in to the session. If the Test Selection window is not open, click Select Tests in the upper-right corner of the TA Interface. Here, you can create test sessions. The Test Selection window color-codes the available tests and organizes them into categories. To create a test session, Click the “Arrow” symbol to select a testing category.  Students will only have access to the tests that you select for them and they are eligible to take. For example, if the students in your testing room range in grades 3-5, and you select the checkbox to include ILEARN English/Language Arts (ELA) Practice tests for all grades, students will only see the practice test that aligns with their grade level. 



Create a Test Session: Test Selection 
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Once you have selected a test category, you can click the plus sign (+) button next to a test group name to view the tests in that group. To create a test session, select one or more tests to administer, or select the checkbox for a test group to include all tests in that that group. Once you select tests to add to the session, they will appear in the “Tests Selected” column on the right side of the window. If you need to remove a test that you have previously selected, select the “x” button to the left of the test name.To add tests from a different test category, select the back button to return to the list of test categories.



Create a Test Session: Filters
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You can also filter a list of tests by grade and subject, in order to focus on specific types of assessments. The filters function is especially useful if a large number of tests exist.To filter a list of tests, first click on the Add Filter button and the filters panel will appear. Then click the plus sign (+) button next to the grade and/or subject to expand the category and see a list of available grades and subjects. Mark the checkboxes next to the grades and/or subjects you want to filter by. Your selected filters will appear at the top of the window. If you want to remove a filter, select the “x” button next to the filter you want to remove. Once you are finished selecting filters, click Apply Filter(s). 



Create a Test Session: Global Search Feature
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You can also search for specific tests to add to your session by using the global search feature. To search for tests, click the magnifying glass in the upper right corner of window.  On the search panel that appears, enter the full or partial test label in the Search Term field and select Go.  A list of tests containing your search terms will appear below. Select the test(s) you want to add to your session by marking the checkbox next to the test name. If you want to close the search window, select the Close button at the bottom of the panel. 



Create a Test Session: Start Session
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Once you have selected the test or tests you want to add to the session, click the Start Session button.



Start Session (cont.)
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Once you select the Start Session button, the system automatically generates a session ID. The session ID appears at the top of the TA Interface along with a Stop button. This ID must be provided to students in order for them to log in. You may write it on the board or provide it to students using a printed card or similar method. If you do provide students with the information on paper, be sure to collect and destroy it when the session is complete. You should also note the session ID for your own records. If you accidentally close your browser, you can log in to the TA Interface and select Join from the Active Sessions page to resume the session. If you do not join the session within 20 minutes, you will not be able to resume testing in that session. Instead, you will need to generate a new session ID; students will use this new session ID to resume their tests at the point during which the interruption occurred. 



Student Lookup

11

Presenter
Presentation Notes
If a student is having trouble logging in, use the Student Lookup feature to verify that the student’s login credentials are correct. You can use either the Quick Search or Advanced Search option to view the information entered for the student in TIDE. With Quick Search, enter the student’s STN and select the Submit STN button. Advanced Search allows you to narrow your search using several filters, including Corporation/School, Grade, and First and Last Name.  When using either Quick Search or Advanced Search, if the information you entered matches information in TIDE, the information will appear in the bottom of the window. If there is no match, you will see an error message. 



Student Lookup, (cont.)
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If you see the student you are looking for, select the Eye button next to the student’s name. A new window will appear displaying the student’s information they will need to log in. Note that the information displayed may vary slightly from what is shown here.



Approving Student Entry
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A list of students waiting for approval will appear, organized by test name. You should review the list to make sure all students chose the correct content area and test. You should also ensure that all settings for each student are correct. To check student settings, select the Eye button in the See Details column. We will discuss more about that momentarily.If no changes are needed, select Approve All Students to admit all students to the session. If a student selected an incorrect test, you must deny that student entry to the test session. To deny a student entry, select the X button in the Action column. TAs must carefully review the test that students are requesting entry to prior to approving them to begin testing. Test names appear in the headers above the student list. If administering multiple tests in a single session, a separate test name header will appear above each group of students. TAs must not approve students to enter a test that differs from the test being administered.Once you approve students for testing, the Test Session table will appear in the center of the TA Interface, displaying students’ testing progress. We will discuss the Test Session table in later slides.



Deny entry to a test session in these circumstances:
• The student is not supposed to enter this session.
• The student’s demographic information is incorrect.
• The student’s required accommodations are incorrect. 

Denying Student Entry
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Although you can approve all students at the same time, students must be individually denied entry into the test session in the following circumstances: • The student is not supposed to enter this session. • The student’s demographic information is incorrect. • The student’s required accommodations are incorrect.  Denying the student entry into the test session will not prevent other approved students from beginning their tests. Furthermore, denying a student entry will not prevent the student from requesting entry for the same test at a later time or in a different session.  If the student’s test settings are incorrect, the settings must be updated in TIDE - or the TA Interface, if the changes only involve Designated Features - before the student takes the test. Contact your CTC or STC if a student’s Accommodations need to be changed. This will prevent resetting the test for the student later. If changes need to be made to a student’s Accommodations, then the student must wait to test the following day as these changes are not immediate.Note that no settings can be changed while a student is actively testing. Once a student begins testing, the language option cannot be changed without resetting the test opportunity. Updates to background color or font size will take effect only after the student logs out and then resumes testing. 



Editing Student Details: See/Edit Details
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If you need to verify test settings for a student, select the Eye button in the See Details column. The Test Settings screen appears, displaying the student’s information at the top and various test settings organized by their area of need. Embedded designated features can be changed in this window using drop down menus or toggles. After adjusting these settings, if necessary, select the Set button to change the settings. Selecting Set will only save the modified test settings. To change test settings and approve the student for testing, select the Set & Approve button. Some test settings can be viewed but not changed in this window. These test settings must be set by an authorized user in TIDE prior to testing. See the TIDE User Guide for more information. Additionally, consult the Accessibility and Accommodations Training Module, available on the Indiana Assessment Portal. Note that the Test Settings screen may not appear exactly as it is shown here, depending on which assessment you are administering. 



Monitoring Student Status
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Once students log in and are approved for testing, you can monitor their status from the Students in Your Test Session table on the TA Interface. The table shows Student Information, Opportunity Number, Test Name, Progress, Test Status, Test Settings, and an Actions option. The Progress column displays the student’s progress through the items in the test. It displays the total number of items completed thus far and the total number of items in the test.The Test Status column indicates the student’s progress through the items in the test. The Test Settings column will display either Standard or Custom. This column displays Custom when a student’s test settings are different from the default settings for that test. To view a students test settings, select the Eye button. The Actions column allows you to pause a student’s test.



Test with Potential Issues Table
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If TDS detects that a student may be having technical issues or requires assistance, such as a student’s attempt to use the Print on Demand Accommodation, a “Tests with potential issues” table will appear above the “Tests without issue” table.  A “more info” icon will appear in the Test Status column and hovering over this icon will display more information about the issue. When a student sends a request for a printout, a printer icon will appear in the Actions column. The next slide has more detail on the Print on Demand Accommodation. Note that if a student pauses a test, the “more info” icon will appear in the Test Status column of the “Tests without issue” table. 



Print on Demand
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The Print on Demand feature is only available for ILEARN tests, and only for students who require it. Please contact your STC if your student needs this accommodation. It is a testing impropriety to apply this restricted resource for a student who does not have a formal plan (e.g., IEP, CSEP, Service Plan, or Section 504 Plan) documenting their need for the accommodation. Students with this accommodation can request printouts of stimuli and/or items, depending on their settings. • When a student sends a print request, the student will appear in the “Tests with potential issues” table. A Printer button also appears in the Actions column of the table. Select the printer button to view the request. • If you select the Check button to approve the print request, a cover sheet containing the student’s name and STN will display in a new browser window. No test content will ever display on your screen. • Select Print in the new window to complete the print request. The printer dialog box will appear. • Select OK to send the request to the printer. • If you select the X button to deny the print request, nothing will be printed. Before approving the student’s print request, ensure that it will be sent to a printer that is monitored by staff who have been trained in test security. All printed test items, stimuli, and reading passages must be securely stored and destroyed immediately following a test session.



TA Interface: Approved Requests

4/3/2018 11:24:38 AM

4/3/2018 11:24:38 AM
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The Approved Requests button allows you to view a list of every print request you approved during the current session. If you wish to print this list for your own records, select Print at the top of the Approved Requests window.



Screensaver Mode
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Because the student test progress tables in the TA Interface often contain sensitive student information, such as student IDs, the TA Interface contains a screensaver function to hide the data from view. If the screensaver mode is auto-enabled, the screensaver will automatically turn on if you are not active in the TA Interface for five minutes. If the screensaver mode is not auto-enabled, it is strongly recommended that you manually turn on the screensaver mode when stepping away from your device. To turn on screensaver mode, select the box icon in the top right corner of the session ID. The screensaver displays the Session ID and the timer, if applicable. It also displays notifications if students are awaiting approval, there are pending print requests, or if students require other interventions.The screensaver will automatically turn off if any mouse or keyboard activity is detected. It will also turn off automatically if the test session times out due to TA or student inactivity or once the allotted time expires for a timed test.



Banner

21

Presenter
Presentation Notes
In the banner at the top of the window, you will see a set of buttons and your username. Click Student Lookup to search for student login information and verify that the student’s login credentials are correct.Click Approved Requests to view a list of student print requests that you approved during the test session.Click Print Session to print a screenshot of the TA Interface.Click Help Guide to access additional information about the TA Interface.Click Alerts to view messages sent by your state department of education.Click the Logout button to exit the TA Interface.When students start signing into the test session, an Approvals button appears next to the session ID below the banner. Select Approvals to view students waiting to begin a test. Next, we will discuss the Secure Browser and how students log in to a test session. 



What Is the Secure Browser?

The Secure Browser is designed to ensure test security by prohibiting students 
from accessing any other programs or websites during testing. 

If you have questions about installation of the Secure Browser, contact your technology 
coordinator. 

Indiana Secure 
Browser

Secure Test Browser (formerly AIR SecureTest) App
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Students must use Cambium Assessment, Inc.’s (CAI) Secure Browser to log in to the Student Testing Site. The secure browser is designed to ensure test security by prohibiting students from accessing any other programs or websites during testing. The mobile version of the Secure Browser, the Secure Test Browser (formerly AIR SecureTest) App, is used to access the Student Testing Site on mobile devices. Your school’s Corporation IT Coordinator (CITC) is responsible for ensuring that the secure browser has been correctly installed on all testing devices. If you have questions about installation of the secure browser, please contact your CITC. 



Secure Browser Login
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To log in to the Student Testing Site, students must use the secure browser on a separate device than the one used by the TA. Students must enter three pieces of identifying information: their first name, their STN, and the current Session ID as it appears in TIDE. The Session ID is generated when the Test Administrator creates the test session. The TA needs to provide the Session ID for students to log in to the test session. The Session ID will timeout after 30 minutes of TA inactivity. Therefore, it’s recommended that Session IDs not be generated more than 20 minutes before students are ready to log in.   After students enter their identifying information and the Session ID, they select the Sign In button to log in to the test. You may assist students with logging in, if necessary. 



Student Login Errors

Issue Error Message What to Do

Student first name and STN do not 
exactly match what is in the system.

Please check that your 
information is entered 
correctly. If you need 
help, ask your Test 
Administrator.

Verify that the student has entered the correct first name 
and exact STN. You may need to use the Student Lookup 
feature in the Test Administrator Interface to verify that 
the student is in the system.

Student enters the Session ID 
incorrectly.

The session is not 
available for testing.

Verify that the student has entered the correct Session 
ID with no extra spaces or characters.

Student enters a Session ID for an 
incorrect or expired session.

Session has expired. Ensure that the student enters the correct Session ID for 
the current session. If this does not work, verify that your 
session is open using the TA Interface.

One person (either the TA or the 
student) is using the Released 
Items Repository to access a 
Practice Test.

N/A – student will have 
the necessary 
credentials to access the 
Secure Browser.

Practice tests and Operational tests both require the 
Secure Browser and the TA Interface. RIR Tests and 
ISTEP+ Experience Forms use the Released Items 
Repository Student Site and Released Items Repository 
TA Interface.
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If a student is having difficulty logging in, an error message and code will display on the login screen. The most common errors occur when the student’s first name and STN do not match what is in the system or when STNs are entered incorrectly.  If the student receives an error message indicating that they have entered incorrect information in the first name or STN fields, the TA should use  the Student Lookup feature in the TA Interface to verify the student’s information.   Another common error occurs when the student enters an incorrect Session ID. If a student receives the message “The session is not available for testing,” verify that the Session ID was entered correctly, with no extra spaces or characters. The Session ID can be found in the TA Interface. If a student receives the error message “Session has expired,” ensure that the student has entered the correct Session ID for the current session. If the student has entered the Session ID correctly, use the TA Interface to verify that your session is still open.  Finally, please note that practice tests are administered with the same student and TA Interfaces as operational tests. This is because the Practice Test requires the Secure Browser and cannot be accessed with a guest login like the Released Item Repository (RIR). If administering a practice test, ensure that the student is accessing the operational Student Testing Site via Secure Browser and you are using the Operational TA Interface.



Student Verification

25

Presenter
Presentation Notes
After logging in, students need to complete a few more steps before they begin testing. Students are asked to view and verify their personal information. If their information is correct, they should select Yes to proceed. If their information is incorrect, they should select No to return to the login page. If their information is incorrect, the TA must contact the Corporation or School Test Coordinator (CTC or STC) to have the student’s information updated in the Test Information Distribution Engine (TIDE) before the student attempts to log in again. Student information must be updated in IDOE's system through RT/EM, Indiana IEP, and/or DOE-TA data submission. Data will be sent to TIDE via a nightly data feed. Students will be able to test the day after information has been updated with IDOE and correctly reflects in TIDE.Please note that for dual-enrolled students, the school name that appears may not be the name of school where students are testing.



Student Test Selection
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On the “Your Tests” screen, students see a list of their assigned tests for this test session. If the tests displayed are incorrect, or the expected test is not listed, students should select the Back to Login button to return to the login page and consult the Test Administrator to resolve the issue. If there are no errors, students should select the correct test and wait for TA approval to proceed.



Verifying Test Information
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After the TA approves students for a test session, students see a “Review Test Settings” screen. This screen displays the name of the test and any available accessibility resources. If the information is correct, students select OK. If any of the information is incorrect, students must inform the TA and wait for further instruction. Be sure to refer to the scripts located in the Test Administrator’s Manual (TAM) to guide your students through the login and confirmation process.After verifying their test, students may be prompted with one or more functionality checks to make sure their testing device is functioning properly. The functionality checks that appear will depend on the test the student is taking. Some tests will not require functionality checks. 



Audio Playback Check
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The Audio Playback Check panel appears for ELA tests with listening and media literacy items and allows students to verify that they can hear the sample audio. Students are prompted to select the sound icon and indicate whether the sound was audible by choosing either I heard the sound or I did not hear the sound. If students select I heard the sound, then students will proceed to the next screen. If students select I did not hear the sound, students will receive a message advising them to tell the Test Administrator that they are having an audio problem. From there, students can select Try Again to listen to the sample audio again or select Logout to leave the test and work with the TA to adjust their audio settings.



Text-to-Speech Sound Check
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Students with text-to-speech (TTS) enabled, and all students taking I AM assessments, will see a TTS Sound Check window that verifies that text is being spoken correctly on their device. Students should press the speaker button to hear sample text being read aloud. If the voice is audible, students should select I heard the voice to proceed. If the voice is not audible, students may adjust their TTS settings using the sliders at the bottom of the page and try again. If students still cannot hear the voice, they should log out of the secure browser and ask their TA for assistance with their headset and/or audio settings. Test Coordinators must ensure all students complete the TTS check before proceeding.Students will be able to adjust these same TTS settings after they begin testing by selecting the gear icon in the upper right corner in the Student Testing Site. 



Instructions and Help Screen
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Next, students will arrive at the Instructions and Help screen. The Instructions and Help Screen allows students to review detailed information about the tools and navigation features they will use during testing. The Test Settings section allows students to view their current test settings. The Help Guide section contains an overview of the test site, test rules, and information on TTS and Print-On-Demand features.Students may also see a “Terms and Conditions” box on all Operational tests, depending on which test is being administered. If students see Terms and Conditions, they will need to place a checkmark in the corresponding box before being able to proceed into the test. Students select Begin Test Now, to view the first question of the test.



Accessibility Resources

Type of Accessibility 
Resource 

What students are they available to?

Universal Feature  ALL students can use Universal Features as they access 
assessment content.

Designated Feature Any student for whom the need has been indicated by an 
educator who is familiar with the student’s characteristics 
and needs.

Accommodation Students with a disability, English learners (ELs), and ELs 
with disabilities. Accommodations must be documented 
formally in the student’s educational record.

*Accessibility Resources are either Embedded or Non-Embedded.
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The online tests offer several accessibility resources to help students test successfully, including Universal Features, Designated Features, and Accommodations. Universal Features are available to ALL students as they access instructional or assessment content. Designated features are available for use by any student for whom the need has been indicated by an educator (or team of educators, including the parents/guardians and the student, if appropriate) who is familiar with the student’s characteristics and needs. An Accommodation changes standardized testing materials or procedures to support students with a disability, English learners (ELs), or ELs with disabilities to participate in an assessment in a way that measures the student’s abilities. An accommodation does not change the construct being measured. These accommodations must be documented in the student’s formal plan (e.g., Individualized Education Program [IEP], Service Plan, Choice Special Education Plan, Section 504 Plan, or Individual Learning Plan [ILP]).Universal Features, Designated Features, and Accommodations are grouped into two broader categories based on how they are provided to students. Non-Embedded supports are provided to the student by the school. Embedded supports are available through the online testing system. Authorized users can use the Test Information Distribution Engine (TIDE) to manage accessibility resources for students.  These settings should be set in TIDE prior to the student testing.For specific information about managing accessibility resources in TIDE, refer to the TIDE User Guide. For detailed information about individual accessibility resources, refer to the Accessibility & Accommodations Training Module on the Indiana Assessment Portal. We will now discuss the Student Testing Site’s features before going into detail about the embedded Universal Features available to all students. 



Student Testing Site
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This is an example of the Student Testing Site. Please note that all features may not be available for every test; they vary depending on the content area, grade, item type, and assessment. Differences between the features available for ISTEP+ and for ILEARN include the following:The stimulus section may include more than one tab if the question includes more than one reading passage.ISTEP+ Mathematics includes an on-screen formula sheet.The Notes feature is referred to as “Prewriting” on ISTEP+ ELA Part 1 (Writing Prompt) assessments.We will now review the menus and features available on the Student Testing Site. 



Global Menu

Navigation 
Buttons

Test 
features
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The global menu appears at the top of the student testing site. The global menu contains global tools and Universal Features. The left side of the menu contains navigation buttons students use to advance through the test:All students can navigate between pages using the Back and Next arrow buttons. Students can also navigate between items using the Questions drop-down menu located above the navigation buttons.The Save button ensures a response is committed. However, the Save button is not required to save an item. Other actions, such as moving forward to the next question, will also save the response. Students taking I AM will also see a Full Screen Button which allows students to view the test in Full Screen mode. The right side of the menu contains test features students may use during testing. Some test features, such as the Zoom In and Zoom Out buttons, are Universal Features available to all students. The Pause button pauses a student’s test and logs the student out of the student testing site. We will discuss pausing later in the training. The image on this slide is just one example of the test features that may appear. Test features vary depending on the content area, grade, item type, and assessment. 



Context Menus

Context menus allow students to:
▪ Mark items for review
▪ View item tutorials
▪ Send print requests to the TA

(if that accommodation is assigned)
▪ Access additional features depending 

on test settings and item types
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Some test items and stimuli contain context menus. Students may use context menus to mark items for review, view item tutorials explaining how a particular item type works, send print requests to the TA (if test settings allow), and access additional test tools and features. Remember that context menus may look different depending on grade, content area, item type, and assessment.Now we will go into a detailed discussion of the global tools and embedded Universal Features students are able to use during testing. 



Tabbed Items
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Instead of the Next button, students can use tabs to view items associated with a single stimulus by selecting  numbered “tabs”. A green check mark appears under the tabbed item number indicating when all parts of the item are answered. 



Select Previous Version
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The Select Previous Version feature allows students to view and restore written responses they previously entered and saved for a Text Response item. To select a previous version of a Text Response Item, students open the context menu for the item and select Select Previous Version. A window appears, listing any saved responses for the item along with the text associated with each response. To view previous responses, students select a response version in the left panel and read the associated text in the right panel. To restore a selected response, students select Select at the bottom of the window. The selected response will appear in the answer area for the item. Please note that the Select Previous Version feature cannot restore responses that were entered prior to pausing a test. 



Universal Feature: Expandable Items and Passages 

Passage
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The first Universal Features we will discuss are Expandable Items and Passages. Students can expand passages, other stimuli, and test items so they are visible on a larger area of the screen for easier reading. Select the double-arrow icon in the upper-right corner of the passage, stimulus, or item. This slide shows an expanded passage in an English/Language Arts test. Note that the questions are hidden when the passage is expanded. To collapse the passage or stimulus to make the questions viewable, students should click the double-arrow icon again.



Universal Feature: Notepad
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The Notepad allows students to write down notes about an item. The Notepad is item-specific, meaning students can only access their notes for an item when they are on that item’s test page. Item specific notes will not appear for other items in a test. Test items with entered notes display a small notepad badge next to the item number.The Notepad is limited to IREAD-3 tests, ILEARN ELA, Math, and Science computer adaptive tests, ILEARN Social Studies and U.S. Government fixed form tests, and ISTEP+ ELA and Math tests. The Notepad is not available on ILEARN Performance Task tests or I AM tests. The Notepad saves notes when students pause their tests, but, if they return to their tests after the pause rule has elapsed (for ILEARN tests), they will not be able to return to the Notepad for items they have already answered. If a student leaves a segment on a test that has impermeable segments then the student will not be able to return to the Notepad in the previous segment’s item-level Notepad. Refer to your TAM  for additional information on the pause rule administered with your specific assessment program.



Universal Feature: Global Notes
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Notes are available on the ILEARN performance task segments for ELA, Mathematics, and Science. Students can use this Notes feature to write notes that persist throughout the entire test. In segmented tests, Notes persist from one segment to another, even if the student is not able to go back to the first segment after completing it. The ILEARN ELA Performance Tasks will have the Notes feature embedded within the student testing site. Scratch paper will still be permitted in addition to the embedded Notes feature.The notes are also retained if the student logs out of the test to resume at a later time. The student will always be able to access the Notes, even beyond the pause rule, as long as there is at least one unanswered item in the test. For ISTEP+ ELA tests, on the writing prompt item, this feature is labeled “Prewriting” instead of “Notes”, as seen on this slide. Also different from ILEARN tests, students are able to copy and paste text directly out of the ISTEP+ Prewriting feature into a test item’s text entry response box. 



Universal Feature: Highlighter
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Students can use the Highlighter feature to mark text they want to emphasize in reading passages, stimuli, and text-based answer options, such as those that require students to select a section of text as an answer. To activate the Highlighter feature, students must select the desired text, right-click, and then select the Highlight Selection button that appears. The selection will be highlighted. To remove highlighting, students right-click in the area of the highlighted text and select the Reset Highlighting button that pops up. If a student pauses the test, any highlighting made before pausing will be retained. Highlighting is also retained between test segments, regardless of segment permeability. The highlighter feature can also be accessed from the context menu. 



Universal Feature: Strikethrough
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The Strikethrough feature allows students to cross out answers they do not wish to choose for a question. To strikethrough an answer, students right-click the text of the answer they want to mark, and then select the Strikethrough button that pops up. The selected answer text will display with a line through it. To remove the strikethrough, students right-click the marked answer and then select the Undo Strikethrough button that appears. Please note that striking through answers does not indicate a response to the question. Students must still select a response to answer each question. Also, applying the strikethrough feature does not prevent the student from selecting the struck-out option as a response.  



Universal Feature: Mark for Review
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The Mark for Review feature allows students to bookmark a question they want to review before completing the test. Students are required to answer each question on the screen before they can go on. If they are unsure of an answer, they should select what they think is the best answer; there is no penalty for guessing then returning to change a response. Students can mark these items to review before completing a test segment. To mark an item for review, students can open the context menu and select Mark for Review. The item number will display a dog-eared corner and a small flag badge.  At any time during a test session, students can navigate back to marked items within the current segment of a test (that hasn’t been paused longer than 20 minutes) to review and change their answers as desired. To go back to a marked item, students select the Back button in the navigation toolbar until they reach the desired item or use the Questions drop-down menu in the upper-left corner of the screen to select a specific item. To unmark an item, students can open the context menu for the item and select Unmark Review Item. Note that if the test prohibits reviewing a previous segment, students cannot review items from an earlier segment. The Mark for Review feature is not available for I AM tests. 



Universal Feature: Zoom
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The Zoom feature allows students to increase the size of text and graphics from 1 to 8 times their default size by using the Zoom In button. Text can be returned to a smaller size using the Zoom Out button. The default size for all tests is 12-point type. Prior to testing, a CTC or STC may choose to increase the default print size for a student’s entire test by adjusting the Print Size (an embedded Designated Feature) in TIDE, or the TA can change the Print Size for each student in the TA Interface during the approval process.  Print Size is different than Zoom in that Print Size changes the default text size presented to students. Zoom is controllable by students, once they have entered their tests. The decision to set higher Print Sizes for students should be based off of evidence, as it is a Designated Feature.Zoom levels five to eight times the default size will require streamlined mode to be enabled for the student. This is an accommodation and must be documented in the student’s formal plan. Please note that the Zoom feature is not the same as magnification, which students can access using their own assistive technology devices, if accommodations permit.



Universal Feature: English Glossary
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An English Glossary feature is available for students to use for some ELA and mathematics items during testing. The glossary is not available for ELA Reading items or on I AM tests. The student can access the glossary by clicking any of the pre-selected terms, which are indicated on the screen by a gray dotted outline. When the student hovers the mouse over the term, it will highlight in blue. If the student clicks a highlighted term, a pop-up box will appear with a definition of the term. Students can return to the item by clicking the X in the upper-right corner of the pop-up box to close it.



Universal Feature: Line Reader 
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The Line Reader feature allows students to highlight an individual line of text in a passage or question. The Line Reader is a visual indicator that accents one line at a time to make it easier to read a lengthy passage. To activate the line reader feature, students select the Line Reader button and then select the sentence they want to emphasize. The line will appear in a blue highlight.  To deactivate Line Reader, students must select the Line Reader  button again. Individual lines do not remain on the screen after the Line Reader is deactivated. This feature is not available while the Highlighter feature is in use.



Universal Feature: Calculator

Standard Desmos 
Calculator

Scientific Desmos 
Calculator

Graphing Desmos 
Calculator
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Here is an example of the Desmos calculator. The calculator adjusts its size dynamically to fit the screen it is displayed on, and can support standard, scientific, or graphing functions (shown on the slide from left to right). This embedded calculator is available on ILEARN Mathematics calculator segments, for grades 6-8, on ISTEP+ Mathematics calculator segments, and for all I AM Mathematics items. 



Universal Feature: Writing Tools 
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Selected writing tools are available for student-generated responses. Students can use a formatting toolbar above the response field for text response questions. The formatting toolbar allows students to apply styling to text and use standard word-processing features.To activate a text style, such as bold print, students select the appropriate icons in the toolbar. The lower-right corner of the response field displays the word count and character count for the student's response.Writing tools are available on the second segment of ILEARN ELA Performance tasks, and are not available for IREAD-3, ISTEP+ or I AM. Next, we will discuss the types of test items students may see during test administration. 



Universal Feature: Tutorials
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The Item Tutorial tool provides information about how to answer a particular item type. This is helpful because there is a variety of item types that students encounter. Select Tutorial from the context menu.  A pop-up box appears that will show the student how that type of item should be answered (for example: whether they should select an answer, drag-and-drop answers, or type a response in an answer space). Now, we will move on to how students pause and end a test. 



Example Test Item 
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Students will encounter several types of items during testing. They must answer each item before proceeding to the next on ILEARN and I AM tests; IREAD-3 and ISTEP+ tests allow students to skip items and leave them blank upon submitting the test. To answer selected-response items, students select the desired answer option. The letter A, B, C, or D becomes shaded indicating that the response was selected.For interactive items, students need to follow the instructions given for that item to indicate an answer. For example, students may be instructed to select an object to identify the appropriate answer, drag pictures or words in a table, or use an on-screen keypad. Students can use the Released Items Repository located on Indiana’s Assessment Portal to familiarize themselves with the item types that may appear on tests.



Test Pause
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You may wish to have students pause their tests at a certain point to resume testing at another time. Students should also pause a test if they are taking a break from testing, or if they need to leave the room for any reason. Whether they have been instructed to do so or not, students have the ability to pause their test at any time by clicking the Pause button in the upper-right corner of the screen. A pop-up message appears, asking them to confirm that they want to pause the test. Students should select Yes to confirm the pause or No to resume testing. Students taking ILEARN computer-adaptive or fixed-form tests, for instance, may not revisit answered or flagged items upon resuming their test after 20 minutes. Those students are only able to complete remaining items once the test is resumed; the next slide will discuss the ILEARN specific pause rule in greater detail. Refer to the TAM for your specific program for detailed information on the pause rule. 



Test Pause Rules (ILEARN and I AM Only)

Test Type Amount of Time Paused Pause Rule 

Computer-adaptive, 
fixed-form

Less than 20 minutes Students can revisit any items in the current 
test segment and change their answers

Computer-adaptive, 
fixed-form

Longer than 20 minutes Students may only return to the first visited 
page containing unanswered test items in 
the current test segment 

Active segment of a 
performance task 

Longer than 20 minutes Students may pause a performance task 
segment for longer than 20 minutes and 
will still be able to revisit items already 
answered
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Some rules apply when students pause their ILEARN or I AM tests, depending upon how long the pause lasts. Students taking either a computer-adaptive or fixed-form ILEARN test who have paused for longer than 20 minutes may only return to the first test page containing unanswered test item(s) in the current test segment. They may change any answers present on this page but may not access any items on previous pages. If all items on the most recently visited page were answered prior to pausing, the student will resume the test on the next page with unanswered items and will not be allowed to access previous pages or segments of the test. For computer-adaptive or fixed-form ILEARN tests that were paused for less than 20 minutes, students returning from a break in testing can revisit any items in the current test segment and change their answers, if desired. The pause rule does not apply to ILEARN performance tasks. Students may pause a performance task segment for longer than 20 minutes and will still be able to revisit items already answered. This is true regardless of the performance task’s content area. The 20-minute pause rule also applies to I AM tests, and functions the same way. There is no pause rule for IREAD-3 or ISTEP+ tests.Please note that the Math and Science performance tasks are comprised of one segment and will expire overnight; Students will only be able to access the Math and Science performance tasks for one day. The ELA performance task is comprised of two segments. A student will have to complete both segments over 3 consecutive days, but each segment must be completed the day that it is initiated. Once expired, performance tasks will be inaccessible to the student.Please note that student tests completed but not submitted will be forced complete by the system upon expiration or at the end of the test window, to be submitted for scoring.



Test Timeout Due to Inactivity
▪ As a security measure, after 20 minutes of test inactivity, students are logged out and their 

tests are paused automatically.
• Students will receive a warning message prior to being logged out and must select OK on 

the pop-up message within 60 seconds in order to avoid automatic logout.
• If a student’s test is paused due to inactivity, the same rules apply as when the student 

intentionally pauses the test.

Test Timeout
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As a security measure, after 20 minutes of test inactivity, students are logged out, and their tests are paused automatically. Students will receive a warning message prior to being logged out of a test and must select OK on the pop-up message within 60 seconds in order to avoid automatic logout. If a student’s test is paused due to inactivity, the same rules apply as when the student intentionally pauses the test. The student can log back into the test and resume from the point that testing was interrupted, subject to the pause rule, if applicable.Additionally, if a screensaver is activated during testing, the security breach feature will log the student out of the test. To avoid any such interruption, schools should either deactivate screensavers before students start testing or ensure that screensavers are set to more than the allocated testing time.



End of Segment
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Some tests are presented in segments. Depending on the test, when students reach the end of a test segment, they will receive a warning message asking them to confirm that they want to move on to the next segment. The warning also advises that they cannot return to change their answers in the current segment once they have moved on. TAs should ensure that students understand the outcome of ending the test segment and encourage students to check their answers before moving on.



End Test
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When students answer the final question on their test, the End Test button will appear in the upper-left section of the screen, along with a message advising them that the test has been completed and is ready to be submitted. The End Test button does not become visible until the student has selected at least one response to every question on the test. If students select the Next button at this point, they will see a pop-up message advising them to select the End Test button when they have finished reviewing their answers. They may also select the Back button to go back and revisit previous items, subject to the pause rule if it has been applied during the test. For students taking an I AM test in Full Screen mode, they must exit Full Screen mode in order to see the End Test button. For performance tasks, students should be sure they have completed their work before submitting their test. If students are taking a break during the performance task, they should pause their test rather than selecting the End Test button. The End Test button will appear on screen as soon as the student has begun entering a constructed response, but it should not be selected until the student is ready to finish and submit the test. As previously mentioned, the pause rule is not applied to performance tasks. Please note, however, that the math and science performance tasks are comprised of one segment and will expire overnight. Students will only be able to access the math and science performance tasks for one day. The ELA Performance Task is comprised of two segments. A student will have to complete both segments over 3 consecutive days, but each segment must be completed the day that it is initiated.Once expired, performance tasks are inaccessible to students.



Test Submission
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When students are on the last question and ready to end the test, they select the End Test button. A pop-up message appears. Students select Yes if they are ready to submit the test and No if they are not ready to submit. If students select No, they will return to the last item of the test and can revisit previous items. If students select Yes, they will be taken to the review screen, where they can review their answers or submit the test. Their ability to review and change answers is subject to the pause rule and segments, if applicable.  Students who are ready to submit their tests select Submit Test to finish. They will receive a confirmation pop-up message asking if they are sure they want to submit. Selecting No will take them back to the review screen. Selecting Yes will take them to the end screen, which shows a message indicating that the test was successfully submitted and advises the student to log out.



Preparing Students
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This overview was given from the perspective of a student using a Windows PC. Remember that your students’ experience with the test will vary slightly depending upon their testing device. Regardless of the type of device they use, it is required that all students take the practice tests to familiarize themselves with the login process, the student testing site and its features, and the types of items they will encounter during testing. Students access the practice tests through the operational Student Testing Site via Secure Browser with a Session ID generated from the TA Interface.Next, we will explain how to use the TA Interface during a test session. 



Printing Test Session Information
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If you wish to print a snapshot of the TA Interface in its current view, select the Print Session button. This can be useful for tracking which students did not complete their tests and may need to be scheduled for another session. It may be necessary to set the page layout to landscape or adjust the margins in the Print Preview screen in order for the list to fit on the page. Remember that any printouts containing personally identifiable student information must be securely stored and must be destroyed after use.Please also note that TAs can print session information at the end of a session (even after selecting the STOP button) to document test completion or test progress if needed.



Pausing and Stopping Sessions
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You have two options within the TA Interface: to pause or stop testing once it has begun. You can pause an individual student’s test or stop the entire session. To pause an individual student’s test, select the Pause button on the monitoring screen for that student. When prompted, select OK to confirm that you want to pause the test. This option would be appropriate if a student becomes ill, for example. In the event of an emergency that requires all students to stop testing, you can pause all students’ tests by stopping the session. Secondly, If you opt to stop the session, all in-progress tests will be paused. If a session stops, it cannot be resumed. You will have to create a new test session and give the new session ID to students so they can resume testing. To stop the entire test session for all students: • Select the Stop button next to the Session ID. A pop-up message will appear requesting verification to end the session and log students out. • When prompted, select OK to continue. If you forget to log out before leaving the testing area, the session will close automatically after 30 minutes of inactivity on both the TA and student computers. You would then need to create a new session and provide the new session ID to students in order to resume testing.



Transferring Sessions
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In the event that you have problems with your computer or web browser or need to change computers during an active test session, you can transfer the session from one computer, mobile device, or browser to another without stopping the session or interrupting in-progress tests. To transfer a test session to a new device or browser: • Do not log out of the session you are currently in or stop the test session. If you do, you will end the test session and pause all students’ tests.• Log in to the TA Interface on the new machine or in the new browser. A session ID prompt will appear. • Enter the active session ID in the text box and select Enter. When the session ID is validated, you will be able to continue your test administration activities. The test session on the previous computer or browser will close automatically. This will not stop the session or pause student tests.



Logging Out of the TA Interface

60

Presenter
Presentation Notes
To log out of the TA Interface, select the Logout button in the upper-right corner of the screen. It is preferable for you to log out only after stopping your active test session, as logging out will cause all in-progress tests to be paused. A confirmation message will appear, asking you to confirm that you want to exit the website and pause all students’ in-progress tests. This scenario also occurs when you navigate to another website from the TA Interface. However, regardless of when or how you log out or navigate away from the TA Interface, student data will NOT be lost. If you need to access another application, we encourage you to open it in a separate browser window. Select Yes to proceed. When all students have completed testing, refer to the TAM for instructions about destroying any printed testing materials and reporting testing irregularities.Please note logging out of the TA Interface will also log you out of any other CAI systems you are logged into simultaneously. 



For additional information, please consult:
Resources page on the Indiana Assessment Portal
• https://indiana.portal.cambiumast.com/

Indiana Assessment Help Desk
• Toll-Free Phone: 1.866.298.4256
• Email: indianahelpdesk@cambiumassessment.com
• Chat: https://indiana.portal.cambiumast.com/chat.stml

Thank You!
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Thank you for taking the time to view this training module. For additional information, please consult the Resources page on the Indiana Assessment Portal or consult CAI’s Indiana Assessment Help Desk for assistance. 

https://indiana.portal.cambiumast.com/
https://indiana.portal.cambiumast.com/chat.stml
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