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Introduction

What'’s
Covered In
This Guide

Audience

This user guide describes the DRC INSIGHT Portal, which is the online
(Web) interface to DRC INSIGHT (the testing engine). You use the DRC
INSIGHT Portal to perform administrative functions, such as uploading
students and creating test sessions, for online TABE testing.

Throughout this guide, the DRC INSIGHT Portal is referred to by its full
name or simply as the Portal.

The primary audience for this guide is both Portal end users and Portal
administrators. This guide is divided into various topics:

» The Working With the DRC INSIGHT Portal section describes how to
access and log on to the Portal, as well as some of its more common menu
functions and options for end users.

* The General Information Menu outlines the various options available
from this menu, including announcements, documents, and software
downloads.

» The User Management Menu topics cover the various administrative
tasks that Portal Admin users can perform. These tasks include
editing and updating user information and permissions, activating and
deactivating users, and adding new users.

* The Student Management Menu section describes the options that users
have for searching for students and displaying student information;
editing student information and test sessions; adding individual and
multiple students to the Portal; and using the Student Status Dashboard
to display student testing status by school and administration.

* The Test Management Menu topics cover the various administrative
tasks that can be performed for test sessions within the Portal. These
tasks include creating and deleting test sessions, exporting test sessions,
adding and removing students, viewing and printing test session status
details, printing test tickets and rosters for the students within one or
more test session, and more.

» The Teacher Management Menu section describes how to create and
upload teacher records within Teacher Management for one or more
teachers.

* The Student Group Management Menu topics describes how to search for
and view student groups and other common tasks for managing student
groups.

» The Report Delivery Menu section discusses the test score reports that
are available through the Portal.
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Introduction

Portal Roles and Permissions

For online testing, the Portal categorizes users into various roles (described below). Within the Portal, users
in each role can be assigned specific permissions to accommodate the testing responsibilities associated with
the role.

When users are added to the Portal (by the Portal Admin), they are assigned to a specific district (for District
users) and to a specific district (and the related schools) for School, Test Administrator, and Reporting
Contact users. Your testing site determines which district and schools you can display in the dropdown
menus and access via the Portal. A District user has access to all schools in the district.

DRC INSIGHT Portal Permissions Matrix

The matrix below lists the Portal permissions to be granted, by role, for TABE assessments.

The (DTC) District Test Coordinator/State or Area Administrator is responsible for the operation and
administration of the TABE Test across test centers throughout a state or designated area including
management of contractual agreements, adherence to federal, state, and local laws, monitoring of test
security, and issuance of diplomas. This user role is referred to as District in the Portal.

The (STC) School/Test Coordinator is responsible for supporting the District Test Coordinator/State or Area
Administrator at the test center(s). This includes management of staff, materials, and test center facilities/
equipment as well as the conducting of secure TABE Test administrations including editing user and
examinee profiles, scheduling test sessions, assigning examinees to test sessions, printing test tickets for
online testing, generating reports, and managing examinee records. This user role is referred to as School in
the Portal.

The (TE) Teacher/Test Examiner is responsible for supporting the Test Coordinator at the test center(s) and
monitoring examinees during the secure administration of the TABE Test. This user role is referred to as
Teacher in the Portal.

N Permission Set by Role
Portal Menu Permission Name Allows User To... Y
DTC STC TE
General Information | Documents — View View manuals, presentations, and other X X X
documents
General Information | Online Testing — Secured Resources | View secure online testing software X X
— Downloads downloads and tutorials
Device Toolkit Test Setup — Device Toolkit Configure a computer or approved device for X X
testing
User Management Administrator Add/edit user accounts and permissions; X X
Inactivate/active users
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Introduction

DRC INSIGHT Portal Permissions Matrix (cont.)

Permission Set by Role

Portal Menu Permission Name Allows User To...
DTC STC TE
Student Students — Search/View Search and view student data and download X X X
Management *Users must have this permission search results
in order to use any other Student
Management permissions.
Students — Add/Edit Add and edit student demographic and X X X
accommodation information
Students — Download Students Download / extract student information X X X
Students — Upload Upload students and demographic information X X X
using a specified file layout (Multiple Student
Upload)
Test Management Test Session — Search/View Search and view test sessions and download X X X
*Users must have this permission search results within the Manage Test
in order to use any other Test Sessions window
Management permissions.
Test Session — Add/Edit Add, edit, and delete test sessions X X X
Test Session — Status Summary View testing status information X X X
Test Tickets — View/Print Print student test tickets, rosters, and view X X X
individual student testing status
Test Tickets — View Questions View the number of items out of the total a X X X
Attempted student has attempted
Test Tickets — End Incomplete Force submit (end) tests for students who X X X
Tests need to take only some parts of a multi-part
test
Test Tickets — Unlock Unlock a completed part of a test allowing X X
the student to log into INSIGHT for that part
of the test
Test Tickets — Validate / Invalidate | Validate or invalidate a student’s test. X
Invalidate flags a student’s test as invalid
Test Setup — Primary window Access Test Setup during the primary X X X

window
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DRC INSIGHT Portal Permissions Matrix (cont.)

Permission Set by Role

Dashboard

Portal Menu Permission Name Allows User To...
DTC STC TE
Teacher Teacher Management — Search/ Search / view teachers that were added within X X X
Management View Teacher Management.
*Users must have this permission
in order to use any other Teacher Note: This permission applies to Teacher
Management permissions. Management, not User Management.
Teachers — Add/Edit Add a teacher to Teacher Management for X X X
purposes of associating the teacher with a
test session or student group. Edit or delete
existing teachers.
Teachers — Upload Add multiple teachers to Teacher X X X
Management using a specified file layout
(Multiple Teacher Upload).
Student Group Student Groups — Search/View Search for and view student X X X
Management *Users must have this permission groups, and download search results, within
in order to use any other Student Student Group Management
Group Management permissions.
Student Groups — Add/Edit Add, edit, delete student groups and reassign X X X
a teacher to a student group
Student Groups — Mass Delete Mass delete student groups X X X
Student Groups — Upload Upload multiple student groups using a X X X
specified layout (Multiple Student Group
Upload)
Report Delivery View Dynamic Reports Access On-Demand reports: view, print, or X X X
download
Student Status Test Setup — View Student Status Access the Student Status Dashboard X X X
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Working with the Portal

Portal Invitation Email

If you are a new Portal user, you receive an email containing your user name and a link. Clicking the link
displays a screen that allows you to choose your password. Then, you are prompted to read and accept the
Security Agreement to activate your account. A sample email is shown below.

Your Portal user name is your
email address.

Thu12/8/2016 10:31 AW
No-Reply
Welcome to the DRC Portal
To Yanez, Shetal

0 ou forwarded this message on 12/27/2016 302 PM

Hello Shetal Yanez,
This email is to inform you that a DRC Portal account has been created for you.

Your Username will be shetal yanez@ctb.com

Please click %tn activate your account and choose your password or copy and paste this link into your browser:

https://www.drcedi /all/eca-portal-ui/activate-account/?
token=evIhbGeiOVSUzIINiIsInR5cCI6IkpXVCI9.evI1c2VybmFtZSI6InNoZXRhbC 55 YW lekBid GluY29tliwia WE QT joxND: EONjg1L ClleHAIOjEOODEZMDEwWODUsImlzeyI6Im Vi YS1kemMitcHdkemVzZXOIL CIzd WhOiIxQkQwM

Data Recognition Corporatiyn

Please note: This email was se\t from an auto-notification system that cannot accept incoming email. Please do not reply to this message.

Click this link then follow the instructions in the Portal
to create your password and activate your account.
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Working with the Portal

Accessing the Portal
You access the Portal from the Welcome to the DRC INSIGHT Portal window.

1. Enter the URL https://tabe.drcedirect.com in a supported browser. The Welcome to the
DRC INSIGHT Portal window displays. The window includes helpful information about
documentation and support resources.

Note: You can access Documents and Test Tutorials without logging into the Portal. From
the All Applications menu bar, select General Information, then choose a tab.

DRCANSIGHT  TABE

All Applications »

o Welcome to the DRC INSIGHT Portal Please Log In

= This Web site enables you to quickly and easily access links to test information for TABE Username
= Assessments.

To access testing management tools, authorized persannel need to log onto the secure site with their

e-mail address and password.
Password

To access program resources, select the General Information link under All Applications at the top
of this page. Then select Documents.

Forgot your username or password?

&login

Copyright ® 2017 Data Recognition Corporation Minimum Browser Requirements

2. From the Welcome to the DRC INSIGHT Portal page you log
in to the Portal. Enter your username and password in the
Please Log In dialog box, and then click Log In.
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Working with the Portal

Accessing the Portal (cont.)

After a successful log in, the Welcome to
the DRC INSIGHT Portal page reappears
with menu options for navigating the site.

Log Out

DRCANSIGHT TABE

All Applications »

Welcome to the DRC INSIGHT Portal

D = tC Congratulations, you have successfully logged on
= Several helpful links are just a click away. Please take time to familiarize yourself with the navigation menu under All Applications at the top of this

TORTORATION screen.
If you are having difficulty navigating through the site, please review the instructions at the top of each page, or contact the TABE customer service

team at 1.866.282 2250

Minimum Browser Requirements | Security and Confidentiality Agreement

Copyright © 2017 Dda Recognition Corporation

4. Click the All Applications option to display a menu bar
containing the various Portal functions that you have
permission to use. For more information about these
functions, refer to the specific section in this user guide.

DRCANSIGHT  TABE Log Out

All Applications +
Student Group Management Device Toolkit

User Management Student Management Test Management

General Information Administration Setup

Report Delivery Student Status Dashboard

Welcome to the DRC INSIGHT Portal

DATA RECOGNITION,
D = C Congratulations, you have successfully logged on

= Several helpful links are just a click away. Please take time to familiarize yourself with the navigation menu under All Applications at the top of this
TORFTORATION screen.

Ifyou are having difficulty navigating through the site, please review the instructions at the top of each page, or contact the TABE customer service

team at 1.866.282.2250.
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Working with the Portal

Managing Your Account

This topic describes how to manage your Portal account. Within the DRC portal you can change your
username, email address, name, or password.

(1) Important: If you are unable to change your username, email, or name, contact TABE Customer
Service: 1-866-282-2250 or email: TabeHelpdesk@datarecognitioncorp.com.

Welcome New User « Log Qut

Manage Account

Username: newuser@drc-mn.com edit
Email: edit
Name: New B User edit
Password: T edit

1. To manage your account, sign in to the Portal and
click your user name in the right-hand corner of any
page to display the Manage Account page.

Welcome | New User » Log Out

Manage Account

Username: newuser@drc-mn.com edit
Email: edit
Name: New B User edit
Password: ~ *"TTTY edit

2. Click edit next to the account information you want
to change: Username, Email, Name, or Password.

In order to protect your safety, please log in again before proceeding.

Username

BBalderson@DataRecognitionCorp.com

Password

Forgot your username or password?

Please Log In

q X Cancel

3. To make any changes you
must log in again to the portal.
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Working with the Portal

Managing Your Account—Changing Your Username and Email Address

Manage Account

Change name

Change username and email address

1. When the Manage Account page displays, click
Change username and email address to change
your username and email address.

Update Username

* required
Current Username: BBalderson@DataRecognitionCorp.com

New Username *

Confirm New Username *

“ update email to match username? currently email must match
username

&, Update Usemame % Cancel

2. When the Update Username page displays, enter your new username in
the New Username and Confirm New Username fields and click Update
Username (or Cancel to cancel the process).

Note: Your username and email address must match. To update your email
address at the same time, verify that the update email to match username?
checkbox is checked (the default value).
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Working with the Portal

Managing Your Account—Changing Your Name

Manage Account

Change name

Change username and email address

1. When the Manage Account page displays, click
Change name to change your name.

Update Name

* required

First Name *

First name is required

Middle Name

Last Name *

Last name is required

&, Update Name % Cancel

2. When the Update Name page displays, enter your new first name in
the First Name field (required), your last name in the Last Name field
(required), and your middle name in the Middle Name field (optional).
Click Update Name (or Cancel to cancel the process).
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Working with the Portal

This topic describes how to change your password within the Portal (for existing Portal users only). If you

are a new Portal user, you receive an email containing a temporary username and a link. Clicking the email
link displays a screen that allows you to choose your password. Then, you are prompted to read and accept
the Security Agreement to activate your account (see “Displaying the Security Agreement” on page 19).

Managing Your Account—Changing Your Password

1. When the Change Password page displays, you can change your password.
The password must meet the following conditions:

* The password must contain at least eight characters, including:
- At least one numeric character
- At least one lowercase character and at least one uppercase character

- At least one of the following special characters: |@#$%"&*

* The password cannot contain your username, first name, or last name.

Change Password

* required

Current Password *
New Password *
Confirm New Password *

2. Enter your current password in the
Current Password field, your new
— password in the New Password and

Confirm New Password fields, and
click Update Password (or Cancel to
cancel the process).
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Working with the Portal

Managing Your Account—Recovering a Forgotten Username or Password

If a user forgets his or her password or username, the user can attempt to recover it. If the request is
successful, the user receives an email containing his or her username or password.

Please Log In

Username

usemame is requirsd

1. If you are an existing Portal user and you forget s
your username or password, click the Forgot
your username or password? link on the
Please Log In dialog. password is required
Forgot your usemame or password?

iLog In

Log In Help

| don't know my usemame

| don't know my passwond

2. When the Log In Help page appears, click | don’t know my
username to recover your username, or | don’t know my
password to recover your password.

Recover Username Recover Password

Please enter the required information for your account. Pleaze enter the required informaticn for your account.

* required * required
Email Address * Username *

® Cancel &, Send KCE

3. Enter the correct information in the dialog box that displays and click Send. An email will
be sent to you containing your username or password, based on your request.

e To recover your username, when the Recover Username dialog appears, enter your
Portal email address in the Email Address* field and click Send.

e To recover your password, when the Recover Password dialog appears, enter your
Portal username in the Username® field and click Send.
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Working with the Portal

Displaying the Security Agreement

You can click the Security and Confidentiality Agreement link at the bottom of any Portal page to display
the Security and Confidentiality Agreement for DRC Applications. The first time you access the Portal, you
must agree to the terms of the agreement to continue using the Portal.

DRCANSIGHT TABE Log Out

All Applications

Welcome to the DRC INSIGHT Portal

DATA RECOGNITION

D C Congratulations, you have successfully logged on.
Several helpful links are just a click away. Please take time to familiarize yourself with the navigation menu under All Applications at the top of this
CORPORATION screen

Ifyou are having difficulty navigating through the site, please review the instructions at the top of each page, or contact the TABE customer service
team at 1.866.282.2250

Copyright ® 2017 Data Recognition Corporation Minimum Browser Requirements | Security and Confidentiality Agreement

Click Security and Confidentiality Agreement to
display the Security and Confidentiality Agreement
for DRC Applications.

Security and Confidentiality Agreement for DRC Applications

The DRC Applicaticns are designed for State, District, and School level personnel and contain confidential and private infermation, including, but not limited te, secure test materials, test scores and student demographic information. The system is
password protected and requires a username and password for access

The secure test materials are proprietary information of its cwner(s) and are provided to those authorized individuals who are legally bound to maintain the security of the test. In order to access the secure test materials you must first agree to
these terms to keep the test materials secure and confidential and not disclose or repreduce any information about the secure test materials except in your authorized capacity

The system is not for public use, and any student informaticn from the system must net be disclosed to anyone cther than a state, district or school official as defined by the Family Educational Rights and Privacy Act of 1974 (FERPA). Under
FERPA. a school cfficial is a person employed by the state, district or school as an administrater, supervisor, district test coordinator, school test coordinator. principal, teacher, or principal’s designated office staff. Such a user must have a
legitimate educational purpose to review an educational record in order to fulfill histher professional responsibility.

State, district, and school users who are granted permission to this system must read and abide by the Family Educational Rights and Privacy Act (FERPA). Disclosure of passwords to anyone unautherized to use the system is
prohibited. Disclosure of a student's data to their parent or guardian must be in accordance with FERPA. For more information on FERPA, see the U.S. Department of Education website at http:/fwww. ed. govioffices/OM/fpcoiferpal.

By agreeing to these terms. | hereby certify that | will maintain the confidentiality of secure test materials, system passwerds and student data accessed through the DRC Applications and | will not share informaticn with unautherized individuals
If I leave the position that allowed me to access this information, | will neither access nor disclose any data previously accessed through the system. Further, | will destroy any data accessed through the system if such data is no longer being used
to serve a legitimate educational purpose. | understand that to continue to access, disclose, or retain such information would be in viclation of the Family Educational Rights and Privacy Act (FERPA)

| shall maintain the security and confidentiality of all secure test materials and system passwords and only access the secure test materials in my autherized capacity.

I hereby acknowledge that | have read and understand the terms of this Security and Confidentiality Agreement. Further, | agree to abide by the requirements found in the Family Educational Rights and Privacy Act (FERPA).
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Working with the Portal

Displaying the Minimum Browser Requirements

You can click the Minimum Browser Requirements link at the bottom of any window to display the
Minimum Web Browser Requirements window listing browser requirements, with links to browser pages
and additional information. This window details the Portal web browser requirements for the Windows, Mac
(OS X and macOS), and Linux operating systems.

DRCANSIGHT  TABE Log Out

All Applications »

Welcome to the DRC INSIGHT Portal

D C Congratulations, you have successfully logged on.
= Several helpfullinks are justa click away. Please take time to familiarize yourself with the navigation menu under All Applications at the top of this
o oN

screen

Ifyou are having dificulty navigating through the site, please review the instructions at the top of each page, or contact the TABE customer service
team at 1.866.282.2250.

Copyright ® 2017 Data Recognition Corporation Minimum Browser Requirements | Security and Confidentiality Agreement

When you click the Minimum Browser
Requirements link at the bottom of the page,
the Minimum Web Browser Requirements page The page contains links to web browser
displays a list of the web browsers that are home pages, organized by operating
certified to use with the Portal. system that you can use to learn about
and download different web browsers.

DRCANSIGHT TABE

All Applications ¥

Minimum Web Browser Requirements

The Web pages and Web-based applications hosted by the DRC Applications require one of the following minimum Web browsers
« Microsoft Intemet Explorer 11
« Chrome 52 or higher
« Mozilla Firefox 47 er higher
« Apple Safari 9 or higher
» Microsoft Edge 40
« Other Web browsers compatible with these browsers

Additionally, the DRC Applications work optimally at a minimum browser window width of 1024f%els (for example, a screen resolution of 1024x768 with a maximized browser window). If you do not meet the minimum, the site may require horizontal
scrolling to use all functionality

PC Users

If you are not sure of the version of your browser, select Help in the mer(’ bar of your browser and choose About. If you need to upgrade your Web browser software, we recommend one of the following
+ Mozilla Firefox (Quiside Source)
- Micresoft Intemet Explorer (Quiside Source)

Macintosh Users

If you are not sure of the version of your browser. select your browser's application menu and choose About. If you need to upgrade your Web browser software, we recommend one of the following
« Mozilla Firefox (Qutside Source)
« Apple Safari (Outside Source)

Linux Users

The DRC Applications have been verified to work on Ubuntu 10.04 with Gnome Window Manager 2.3.

I you are not sure of the version of your browser. select your browser's Help menu and choose About. If you need to upgrade your Web browser software, we recommend
« Mozilla Firefox (Qutside Scurce)
Additional Information

All Web pages and Web-based applications hosted by the DRC Applications require the Web browser to support JavaScript (Outside Source) and to accept session-based cockies (Outside Source). By default, the major Web browsers are configured
10 handls thi

The Additional Information section contains links to descriptions
of other items such as JavaScript and session-based cookies
that are required for browsers to use the Portal.

Page 20



General Information Menu
o ¢ o I

Page 21



General Information
Menu

Introduction

When you open the Portal’s All Applications menu bar and click the General Information menu, 4 options
are available: Announcements, Documents, Downloads, and On-Demand Tutorials.

DRCANSIGHT TABE

Al Applications »

Announcements Documents | Downloads | On-Demand Tutorials

Please select an item froryhéenu above. / \

Click Announcements to
display the latest information
regarding TABE testing.

Click On-Demand Tutorials
to watch a test demo and
become familiar with the
online testing environment.

Click Documents to select, open, and
download various training items from the
Documents page.

Note: You can access this tab without Click Downloads to download
logging in to the Portal. software from the Test Setup General

Information (Downloads) page,
including versions of DRC INSIGHT
for various operating systems and
configurations.

DRCANSIGHT" TABE Log Out

All Applications »

Documents = Downloads | On-Demand Tutorials

Documents
Documents Upload Document

& Instructions

Administration Document Type
(Al (D)

Drag a column header here to group by that column

Documents

Administration 4 Document Type 4 Title 4 Description

Choose from the above filters and click on 'Show Documents' to view matching 'Documents’
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User Management Menu

B Introduction This section of the user guide (primarily for DTCs and STCs) discusses
the various tasks you can perform from the User Management menu of
the All Applications menu bar.

* Add a User to the Portal

* Upload Multiple Users

« Edit a Single User’s Permissions

* Inactivate a User

e Activate a User
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User Management Menu

Adding a User to the Portal

When you add a user to the Portal, specify the permissions the user will have. You can only add users and
permissions at your level or below. You cannot assign permissions to other users that you don’t have. Refer
to the “DRC INSIGHT Portal Permissions Matrix” on page 7 for permission assignments by role.

Note: On the User Administration window, select a permission set under Available Permissions to see the
assigned permissions for the selected permission set (role). You can add or remove assigned permissions as
needed.

2. Fill out the required fields and required options
from the drop-down menus.

page, click the Add Single User tab. red asterisk (*) next to it.

User A inistration

Edit User dd Single User | Upload Multj

* Indicates required fields

First Name fddle Initial Last Name

State T User *
Email Address

stateuser@drcexample.com *

Administration User Role

All Administrations (DRC InteE * State |Z| *
District School

L. Tip: When you select a permission, its description will display below the list

Available Permissions Assigned Permissions
Administrator Administrator - View Error Details
Administrator - Set Password
Administrator - Superuser

eDirect Configuration - Test Setup
eDIRECT Setup - Document and Report
Materials - Intercept

Site Administrator - Edit Announcemen
Site Administrator - Edit Instructional T

Superuser
Test Session - Print Test/Item

1 4N.43

+ Site Administrator - Edit Announcemégnts Text: Allows user to edit Announcements
page tex

3. Select a permission from the Available Permissions list and click the
Add Selected icon () to assign the permission to the user.

Note: A description of the permission selected displays beneath the
list of permissions.

Click Save when you are finished assigning permissions.
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Adding Multiple Users

From the User Administration window, you can upload a file containing multiple users to the Portal. The file
must meet certain requirements (outlined below).

Note: Once the file has been uploaded successfully, you will need to assign Portal permissions for each role
included in the file. The permissions assigned to each role are granted to each user with that role. If there
are users that require slightly different permissions, you can add or remove permissions from each user
individually using the View/Edit button on the Edit Users tab.

1. To create and upload a user file, from the User
Administration window, click the Upload Multiple Users
tab.

DRCANSIGHT™ TABE

All Applications »
User Administration
Edit User | Add Single User | Upload Multiple Users
. First time? Download the File Layout (PDF document) and a Sample File (CSV text file).

® Instructions

* Indicates required fields

Administration

TABE 9/10 [+]"
File
[oowe.. ]

User Listing

First Name / Last Name Email Address 2ole District

If there are errors in your file, then they will display here after upload.

2. Use the drop-down menu filtering option to select the
correct administration.
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Adding Multiple Users (cont.)

DRCANSIGHT  TABE

All Applications »

User Administration

Edit User Add Single User Upload Multiple Users
. First time? Download the File Layout (PDF document) and a Sample File (CSV text file).
Instructions

* Indicates required fields

Administration
All Administrations (DRC Internal) E| .

File

[Brove. |-

BatchUsor FiloUpload Layowt - TABE 3. The Upload Multiple Users tab contains
ooy links to both a sample PDF file that contains
T O I s s instructions and a sample .csv file that you can

Toleam more about user apcounts, access the DRC INSIGHT Partal User Guide for TABE by clicking

il o o eopeemt Loy o T i use to create the actual file.

To save Excel file 85 typs csv:
» Save flle updates/changes within Excel.
> Open file in Excel, if file not alreagy open.

R e P S — Click the Download the File Layout link to

+ Click on the down aow 10 the right of this Iine 10 open & drop down menu.

File must cantain a header row.
File must contain he data in the order|
Fiskds cannot be longer than the valus

Gd Abrebae

l down the menu unil €5V (Camma delimited) i visible.

3 CetonCeY (Comma gl e o s P Seve s e display the Batch User Upload File Layout file.

Max | Required R 3 R R
ot ooniots | Lo | Ty | Acopea s This file displays the required layout of the
1 First Name 100 Y - ric User's First Name
« AZ az . . .
en .csv file you will upload to DRC with rules,
= Underscora ®_*, . . . .
" ppmmora instructions, and examples describing how to
« Spaca .
e N L O T create and format the file.
- D8,
» Hyphen®*,
= Underscora” ",
« Apostrophe * ',
= Penod"",
« Space
3 Last Name 100 ¥ - ric User's Last Name
. A-Z BT
08,
= Hyphen"-",
= Underscora® *,
= Apostrophe * 17,
« Period " ",
Space
4 Email 70 ¥ Must be unique (any User's unique email address. This will be the new
records with duplicate user's usemame 1o log into the DRC INSIGHT
emal sddresses are portal
rejected) -
5 | Role 40 Y = District New Users Role. You may only Upload users with a
« School Role that Is equal to or further down the list than
« Teacher your own Role (e.g., 8 School user cannot upload
users at the District level).
6 District Code T Y = Numeric L N s N
Thi the District that the Ne Usi iated
* O nan juated ane with. Ths will cicate what disvict andlor schools
Zzeros are not required | the user will have access to within the portal.
‘The district code must match the district code
displayed in the Portal District N
T ‘School Code T Y = Numeric . " "
Thi the School that the Ne Usi iated
* 00, gt ualiied and with. This wil dictate what school the user il Rave
Z2er0s are not required | 8CCeSS 1o within the portal.
‘District’ users will be defaulled with access 1o all
schools within their District.
‘The school code must match the school code
displayed in the Portal School dropdown.
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Adding Multiple Users (cont.)

User Administration

Edit User Add Single User Upload Multiple Users

& First time? Download the File Layout (PDF document) and a Sample File (CSV text file).

Instructions
* Indicates required fields

Administration
All Administrations (DRC Internal) |Z| "

File
| | Browse...

*

4. Click the Sample File link to download or display the Sample Users
spreadsheet file. This file is only a sample of the type of file you will

upload to DRC.

Note: Depending on the browser you are using, a dialog box may
appear for you to use to open or download the file.

SampleUsers (1) - Excel

View ACROBAT 2 Tell me what you want to do

Insert Page Layout Formulas Data Review

6 Cut Calibri -l A == 8- SewapTed General - P s
P K Copy ~ C d' I F -
‘aste - BE o = - === == - = €0 00 onditional Format]

~ Format Painter B I U - o L - - — = EMerge&Center $ ol el Formatting ~  Table|

Clipboard [F] Font ] Alignment [F] Mumber ] Styles
Al 52 F First Name

I E C D E F G H

1 |First Name lMiddle Initial Last Name Email Address Role District Code School Code
2 |lake C Lake Lake @SampleEmai State
3 |Mike Doe MikeDoe@Sample District 160
4 |Mary A Wakins Mwakins@Sample District Technology Coort 789
5 [lane w Smith JaneSmith@Sampl School 2001 labc
6 |John Philps JPhilps@SampleEn Test Administrator 6e78z 123456
7

5. Use the sample users spreadsheet file to create,
rename, and save a user file to upload.

Note: Be sure to keep the header column rows in the
file you upload.
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Adding Multiple Users (cont.)

User Administration
Edit User Add Single User Upload Multiple Users
. First time? Download the File Layout (PDF document) and a Sample File (CSV text file).
Instructions

* Indicates required fields

Administration
All Administrations (DRC Internal) |Z| "

Browse... | *

File

6. After you have created a user file, click Browse to locate it, select
the file, and click Open to display it in the File field of the Upload
Multiple Users tab.

DRCINSIGHT™ TABE

All Applications »
User Administration

Edit User | Add Single Usgr | Upload Multiple Users
. First time? Download the File Layout (PDF document) and a Sample File (CSV text file).

Instructions

* Indicates required fields

Administration
All Administrations (DRC/Internal) |Z| *

File
TABE Portal users upload fild_final.csy X ®

7. Click Upload. A message displays indicating the file has been
transferred and is being checked for errors.

After the file has been validated, you can review its status. If the file
contains errors, you must correct them and repeat Steps 5 and 6.
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Adding Multiple Users (cont.)

CANSIGHT

I
- —— i
. Assign Permissions
| e user | Add Singi
: .“'-' sl created u Select multiple permissions by clicking with the mouse while holding down
| ol e I‘.d ““ the ctrl button, or ranges of permissions by holding dewn the Shift button.
LR S — E—
[ 1 Disirict imer Admindstration Users
| 1 District usar =
|_1w|.u @
o Parmission-set L
District v
-.: Tip: When you select a permission, Its description will display below the
list
Available Permissions Asgigned Permissions
Administrator

Administrator - Mass Assign Role
Documents - Delete

Documents - Upload

Documents - View

eDIRECT Setup - Document and Repart
Maintain AdmirdsTration

Maintain Admindstration - EQIt Applicatic
Materials Mgnagurrlent

Onling Testing - Secured Resources
Online Testing Statistics

4
| 3
«

m Cancal

8. When the Add Permissions dialog box displays, select permissions from the Available
Permissions list to add to the users. Use the Add Selected arrow ([) to add the permissions,
and click the Save button.

» To select multiple permissions in sequence, hold down the Shift key while you select them.

» To select multiple permissions that are not in sequence, hold down the Ctrl key while you select
them.

* Use the Add All arrow (M) to add all permissions.

* Click the Clone from Another User icon (@) to copy another user’s set of permissions.
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Editing a Single User’s Permissions

From the Edit User tab, you can add or remove permissions for any user in the system.

User Administration
Edit User | Add Single User Upload Multiple Users

Instructions

. Filters are required. See Instructional Text if unsure how to filter

Administration User Role District

TABE 9/10 [w] |District v tam [v]
School First Name Last Name

Email

"] Hide Inactive Users

Users | Profiles

User Accounts

B Lastname 4 First Name 4 Email Address

] District ALL DISTRICTALL4183@gmail.com D@@

1. To edit a user’s permissions, click the Edit User tab, use the various
drop-down menus and fields to enter search criteria to help locate the user,
and click Find User. In the Action column click the View/Edit icon (L_]). The
user displays in the Edit User window.

Security Agreement Not Accepted

First Name Last Name Email Address
ALL District DISTRICTALL4183@gmail.com

Permissions

Administration A Role A District

TABE 9/10 District 99999 - SAMPLE DISTRICT 1 m

Reset User Inactivate Close

2. Under Permissions, in the Action
column, click the View/Edit icon (__).
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Editing a Single User’s Permissions (cont.)

3. When the Edit Permissions dialog box displays, select permissions from the Available
Permissions list to add to the user, or permissions from the Assigned Permissions list to

remove from the user. Use the Add Selected (|,) or Remove Selected ( 4) arrows to
change the permissions, and click the Save button.

To select multiple permissions in sequence, hold down the Shift key while you select them.

To select multiple permissions that are not in sequence, hold down the Ctrl key while you

select them.

Use the Add All (‘E) and Remove All () arrows to add or remove all permissions.

Click the Clone from Another User icon (E) to copy another user’s set of permissions.

= list

Available Permissions
Administrator

Administrator - Mass Assign Role
Documents - View

Status Reports - District Reports
Students - Add/Edit

Students - Download Students
Students - Search/View
Students - Upload

Test Session - Add/Edit

Test Session - Search/View

Test Session - Status Summary

To see the description, select a permission

Save Cancel

Tip: When you sebect a permission, its description will display below the

Assigned Permissions
Online Testing - Secured Resources

Rl

4. Click Save when you are finished
to save your changes or Cancel
to cancel them.
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Inactivating a User

You can inactivate Portal users that are currently active. When a user is inactivated, the user is unable to
access the Portal. To activate a user, see the following page.

Note: When a user is inactivated, the user does not receive an email.

1. To inactivate a user, click the Edit User tab, use the various drop-
down menus and fields to enter search criteria to help locate the
user, and click Find User.

All Applications »

User Administration
Edit User | Add Single User pload Multiple Users

Instructions

& Filters are required/ See Instructional Text if unsure how to filter

Administration User Role District
All Administrations (DR{w] |State [«] [cam [+]

School First Name Last Name

Email
[] Hide Inactive Users

et
Users | Profiles

The user has been inactivated.

User Accounts

W Last Name 4 Frst Name A Email Address

[ state AL STATEALL4183@gmeail.com D@m

2. In the Action column, click the Inactivate icon (| &) for
the user you want to make inactive. When the user is
inactivated, the following message displays: The user
has been inactivated.

Inactivate User

@ You have requested to inactivate user "ALL State
(STATEALL4183@gmail.com)’. Are you sure?

Inactivate Cancel

3. When the Inactivate User dialog box
displays, click Inactivate to make the user
inactive or Cancel to cancel the process.
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Activating a User

You can activate a Portal user that is currently inactive so the user can access the Portal again. To inactivate

a user, see the previous page. When the user is activated, an email notification is sent to indicate that the
account has been reset and to provide a new temporary password.

Note: Users are activated automatically when they first log in to the Portal. Only users that were previously
inactivated need to be activated manually.

1. To activate a user, click the Edit User tab, use the
various drop-down menus and fields to enter search
criteria to help locate the user, and click Find User.

\

User &dministration

Edit Usel Add Single User Upload Multiple Users

Instructions

. Filters are required. See Instructional Text if unsure how to filter

Administration User Role District
All Administrations (DR[v| |State [v] [cam [+]

School First Name Last Name

Email

Users | Profiles

[] Hide Inactive Users

The user has been activated.

User Accounts

4 Email Address

M Last Name 4 First Name

[ state ALL STATEALL4183@gmail.com D@E

2. In the Action column, click the Activate icon () for the user you
want to make active. When the user is activated, the following
message displays: The user has been activated.
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Test Setup

B Introduction From the Student Management menu, Portal users can search for students
and perform the following tasks:

* Add a student to the Portal

* Upload multiple students to the Portal

» Edit a student’s information

* Mark a student’s accommodations

*  Modify a student’s demographic information

* View the student groups to which the student is assigned

* View the test sessions for which the student is enrolled

» Use the Student Status Dashboard to display student testing status by
site and administration
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Adding a Student to the Portal

There are two ways to add students to the Portal one at a time. The method you use depends on whether you
have already set up a test session.
* Ifyou do not have a test session set up, use the Add Student window to add a student.

* Ifyou have a test session set up, see “Editing a Test Session by Adding or Removing Students” on page
63.

DRCANSIGHT™ TABE

All Applications »
Student Status

Manage Students

To add a student to Test Setup, do the following:

1. Click the Manage Students link in the Student
Management menu to display the Manage Students
page. Select an administration, district, and school, then
click the Add Student button at the bottom of the page to
display the Add Student window.

Add Student

®nstructions

* Indicates required fields

Last Name

Administration

Student Detai

First Name

Accommodations

Middle Initial Student ID

Demographics

District

Testing Codes

School

_ [Sample District TABE Test Distr “  TABE Test School - 99399 -

Date of Birth

(mm/dd/yyyy)

Enter the necessary information using
the Student Detail, Accommodations,
and Demographics tabs to add the
student.

Save Save & Add Another Cancel

3. Click Save to save your results, Save & Add Another to
save your results and add another student, or Cancel to
cancel the process without saving your changes.
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Uploading Multiple Students to the Portal

To upload multiple student records at once, you can upload a file containing student information to the
Portal. The file must be in the comma-separated value (.csv) format and the fields in the file must be in
specific columns. After a file is uploaded successfully, the students can be added to test sessions.

Manage Students
\

Student Status

1. Open the All Applications menu bar, click Student Management
and click Manage Students to display the Manage Students page.
Select the Upload Multiple Students tab.

\

File

Manage Students

# Instructions

* Indicates required fields

Administration
TABE 9/10

Manage Students

Upload Multiple Students

El-:

¢ Download the File Layout {(PDF document) and a Sample File (CSV Text File).

District School
Sample District TABE Test Difw|®  TABE Test School - 99999 []
Browse...

Upload Multiple Student File Layout - TABE

«  File must contain a header row that includes all the columns in the file layou.
« File must contain the data in the order listed in the fie layout.
« Fields cannot be longer than the value in the Maximum Length column.
+ Pl st be i cocvma et o) ot
+  Tosave Excel file as type cs1
o ‘Save e updatos/thanges within Excel
o Open file in Excel, if file not already open.
o On the Windows menu bar, ciick File, then Save As.

meny until C:

© T Saus A dliog o ul spear. The ins o the bottom of this box reads Save as type
Click on "9

= Ciicken GSV(Cnmmauumhea)[ o] 1 selec o the sauaasgpe
= Click on Save on the right

\

1| District Code.

# Column Name

Maximum | Required
Length (YIN)

Y

Description / Values
The District Code must malch the district code
displayed in the eDIRECT District dropdown.

Include leading zeros

7| School Code

¥

The School Coda musl match the schoo! code
isplayed in the eDIRECT School dropdown.

Include leading zeros

3| Stwaent D

'Up to 10 characters alphanumeric
Include leading zeros

“May be left blank

7| Studen Las Name

5 | Student First Name

& | Student Miodie
Initial

“Allowed Characlers: A-Z, 3.z, 0.0, spaces,
hyphens (-), apostrophes ().

Diacritical characters will be converted to their
alphanumeric equivalent.
Examples include but are nol limited fo:
A=af=naorée=e 0=0andi=i

Al other non-aiphanumenc characters will be
remaved from the field before saving

“Student Middle Initial may be left blank

7| Gender

F (Female), M (Male), O (Other}

§ | Dale of Birh 0 ki WMIDDICCTY
T | Grade B v D (Adul)

“Spaces not allowed
0| Ethniciy 1 N ¥ (Hispanic o Latino). N (Not Hispanic or Latino).

1| Race - American
Indian or Alaskan
Native

or biank
¥ (Yes). N (No). or biank

Version 1.4

Data Recogritian Carp Canfidential Page10f2
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2. The Upload Multiple Students tab contains
links to both a sample PDF file that contains
instructions and a sample .csv file that you
can use to create the actual file.

Click the Download the File Layout link
to display the Upload Multiple Student File
Layout - TABE.pdf file.

This file displays the required layout of the
.csvV file you will upload to DRC with rules,
instructions, and examples describing how
to create and format the file.




Student

Management Menu

Uploading Multiple Students to the Portal (cont.)

Manage Students
Manage Students Upload Mulkiple Students
. Download the File Layout (PDF document) and a Sample File (CSV Text File).
® Instructions

* Indicates required fields

Administration District School
TAEE 9/10 [w]* |sample District TABE T#st Difw|*  [TABE Test School - 99999 [y]
File

3. Click the Sample File link to download or display the
TABESampleStudentFile.csv file.

This file is only a sample of the type of file you will upload to
DRC.

Depending on the browser you are using, a dialog box may
appear, allowing you to open or download the file.

TABESampleStudentFile - Excel

Insert Page Layout Formulas Data Review View ACROBAT Q Tell me what you want to do
36 Cut Calibri i A == ®- ErwapText General - |:=_| 552
Paste B Copy ~ = = = | &= 3= €0 .00 Condinal Forr‘ﬁta
% Format Painter B I U-[i-|d- LA- === =2= B Merge & Center $-% o= Formatting = Table 7|
Clipboard [F] Font [F] Alignment [F] MNumber [F] Styles
A B C D E F G H 1 J K L M ™
1 |District CclSchooI Co Student IL Student Li Student FiStudent M Gender  Date of Bi Grade Ethnicity Race - Am Race - Asli Race - BlaiRace
2 1 TESTER STUDENT A M 1/1/1930 AD Y Y N N N
3 2 TESTER1 STUDENT A M 1/1/1930 AD N N N Y N
4 3 TESTERZ STUDENT A M 1/1/1990 AD
5 4 TESTER2 STUDENT1 o 1/1/1991 AD N Y Y
6 5 TESTER4 STUDENTA F 1/1/1991 AD
i 6 TESTERS STUDENT2 F 1/1/1992 AD Y
]

4. Use the TABESampleStudentFile.csv file to create,
rename, and save a student file to upload.

Note: Be sure to keep the header column rows in the
file you upload.
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Uploading Multiple Students to the Portal (cont.)

Manage Students
Manage Students Upload Multiple Students

“ Download the File Layout (PDF document) and a Sample File (CSV Text File).

® Instructions

* Indicates required fields

Administration District School
TABE 9/10 [«]® |sample District TABE Test Di{fs|*  [TABE Test School - 99999
File
Browse... [~
Upload

[v]

5. After you have created a student file,
click Browse... to locate it, select the file,
and click Open to display it in the File
field of the Upload Multiple Students tab.

Manage Students

Manage Students Upload Multiple St

. Download the File Layout {PDF document) and a Sample File (CSV Text File).

® Instructions

* Indicates required fields

Administration District School
TABE 9/10 Sample District TABE Test Dify|*  TABE Test School - 99999 [y]
File

TABE Student File_Final.csv

X [ |

errors.

6. Click Upload. A message displays indicating the file has been transferred and is being checked for|

After the file has been validated, you can review its status. Error-free records are added to the
Portal. If there are errors, a message displays. Records with errors are not added to the Portal,
therefore, you must correct all errors and repeat Steps 5 and 6 until all records are added.
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Management Menu

The Manage Students Option

From the Manage Students option of the Student Management menu, Portal users can search for students,
view the test sessions to which a student is currently assigned, and view the status of the session.

All Applications »

Manage Students  Student Status Dashboard

1. Open the All Applications menu bar, click Student
Management, and click Manage Students to
display the Manage Students window.

Manage Students
Manage Students Upload Multiple Students

® Instructions

* Indicates required fields

Administration District School
TABE 9/10 [¥]* |SAMPLE DISTRICT - 99999 [v]  TABE TEST SCHOOL - 11111[v]
Last Name First Name Student ID
Accommodation Test Accommedation Type Accommedation
Grade Demographic Teacher

v
Student Group Test Session

[+]
Online Test Status Session Assignment

Find Students

Students

M LastName 4 Frst Name 4 Student ID Date Of Birth Grade 4 Action

Choose from the above filters and dlick on 'Find Students' to view matching 'Students'

Add Student Export to Excel load | | Update dati
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The Manage Students Option (cont.)

Select a teacher in the Teacher field to search for students in any of the student groups associated with the
teacher. Select a student group in the Student Group field to search for students in a specific student group.
Select a test in the Test field to search for students in a test session for a specific test.

2. To search for one or more student
records, use the various drop-down
menus and fields to enter search criteria
and click Find Students.

Manage Students
Manage Students Upload Multiple Students
# Instructions

* Indicates required fields

Administration Distri School
TABE 9/10 [w|*  SAMPLE DISTRICT - 99999 [v]|  TABE TEST SCHOOL - 11111[y]

Last Name irst Name Student ID

Accommoadation Test Accommodation Type Accommodation
Grade Demaographic Teacher
Student Group Test Session
Online Tesy Status Session Assignment
Find Students Clear (None)
Online -

3. To filter the display based on test session assignment, use the Session Assignment
drop-down menu. You can select one of the values shown below.

Value Displays

(Blank) When selected, this filter is excluded from the search criteria.
(None) Students who are not in any test session

Online Students in a test session with a testing mode equal to “Online”
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The Manage Students Option (cont.)

Manage Students
Manage Students Upload Multiple Students

& [nstructions

* Indicates required fields

Administration District School

TABE 9/10 [v]* |SAMPLE DISTRICT - 99999 [+] |TABE TEST SCHOOL - 11111+
Last Name First Name Student ID

Accommeodation Test Accommeodation Type Accommedation

Grade Demographic Teacher

Student Group Test Session

Online Test Status Session Assignment

Find Students

Students Alternate Testing Sites

Students

M LastName 4 First Name 4 Student ID Date Of Birth Grade 4 Action
[ drsa kid 1230000001 1/1/2000 AD E
[ drsaa kids. 1234000001 1/1/1990 AD E

4. Click the View/Edit icon (L_“) in the Action column for
the student whose information you want to edit. The
Edit Student window displays.

® Instructions

= Indicates required fields

Last Mame First Name Middle Initial Student ID
Loadtest T |Test =
Student Detail | Accommeodations | Demographics | Student Groups | Testing Codes | Test Sessions
Administration District School
* SAMPLE ADULT TEST CENTER —|z| * SAMPLE ADULT TEST CENTER —|z| *
Date of Birth Grade Gender
[1/1/2001 [=  |adult [w]* [Female [v]™
(mm/dd/yyyy)
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Editing a Student’s Information

You can perform the following tasks from the Edit Student window:

» Display and / or modify a student’s detail information (see below).
* Mark a student’s accommodations (see “Editing a Student’s Accommodations” on page 45).

» [Edit a student’s demographic information (see “Editing a Student’s Demographic Information” on page
47.

* View the student groups is which the student is included (see “Viewing a Student’s Student Group
Information” on page 48 ).

* View the test sessions for which the student is enrolled (see “Viewing a Student’s Test Session
Information” on page 50).

® Instructions

= Indicates required fields

Last Name First Mame Middle Initial Student ID
Loadtest ¥ [Test =
Student Detail | Accommeodations | Demographics | Student Groups | Testing Codes | Test Sessions
Administration District School
* SAMPLE ADULT TEST CENTER —|z| * SAMPLE ADULT TEST CENTER —|z| *
Date of Birth Grade Gender
1/1/2001 * adult |Z| *  Female |Z| *
(mm/dd/yyyy)

To view or edit a student’s detail information, do the following:
1. Make updates as needed on Student Detail tab.

2. Click Save to save your changes or Cancel to cancel them.
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Editing a Student’s Accommodations

You can indicate which students need accommodations by test. Accommodations selected for a test, such as
Complete Battery 9, apply to all content areas of the test: Reading, Language, Applied Mathematics, and so
on. Accommodations should be marked prior to printing test tickets.

Note: You can assign or remove accommodations on a student-by-student basis (shown below) or you can
select multiple students who share the same accommodation and assign (or remove) that accommodation to
all selected students at the same time (shown on the next page).

On the Accommodations tab, use the checkboxes to indicate
the specific accommodations and supports a student needs
for the TABE assessments.

Edit Student

Instructions

* Indicates required fields

iddle Initial ~ Student ID
4567885555

Last Name First Name
KA * AlternatéSite

Student Detail | Accommodations

Demographics /| Student Groups | Testing Codes | Test Sessions

Accommodations

Complete
Battery 9

Complete

Type Accommodation TABE 11 TABE 12 Locator 11 & 12 Battery 10

Survey 9 Survey 10 Locator

Onine  5an Seenson 0 O 0 0 0 O 0
Online fe; E#F'; ::tensmn U O O O 0 g
one S SN 0 0 O 0 0 O O 0
Online Untimed Tast O O O O O O O O
Online Text-to-Speach O O O

\

To view or edit a student’s accommodation information, do the following:

1. Click Manage Students from the Student Management menu and select your
search criteria.

2. Click the Find Students button.

3. Click the View/Edit icon () in the Action column for the student whose information
you want to edit.

4. In the Edit Student window, edit the information in the Accommodations tab.

5. Click Save to save your changes or Cancel to cancel them.
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Editing a Student’s Accommodations (cont.)

Manage Students

session

Assignmen.

=
™
= =
=
=

) 8| | 081 0 o 0w

You can assign or remove accommodations for students who share the same accommodations.

1. Navigate to the Manage Students window and enter your search criteria.
2. Click the Find Students button.

3. Place a check in the checkbox to the left of each student for whom you need to assign or remove

accommodations.

4. Click Update Accommodations at the bottom of the window.

When the Update
Accommodations for

Multiple Students window
displays, select Assign
Accommodations or Remove
Accommodations as the

& Instructiens

Update Made

Online

Onlin=

Assign Accommodations

Remove Accommedations

Update Accommodations for Multiple Students

The Accommodations selected (checked) below can be either Assigned or
Removed from the Students selected on the previous screen.

Accommodations

Sez=ion Extension 1.25 Times

Sewsion Exienmion 1.5 Times

Update Mode. e Etensicn 20 Times
7. Click Save to apply the update or 6. Check each accommodation to be

Students window.

Cancel to return to the Manage

assigned or removed from the selected
students (you can scroll through the list of

accommodations).
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Editing a Student’s Demographic Information

Enter the student’s demographic information, if known.

# Instructions

* Indicates required fields

Last Mame First Name Middle Initial Student ID

Raja *  |Team15Portal = 1234567850
Student Detail Accommodations Demographics Student Groups Testing Codes Test Sessions
Ethnicity

Race - Amenican Indian or Alaskan Mative

Race - Asian

Race - Black or African American

Race - Native Hawaiian or Other Pacific Islander
Race - Caucasian

Race - Other

Race - Prefer not to answer

IEP

504

LEP/ELL

Program

ladditional Program

To edit a student’s demographic information, do the following:

1. Click Manage Students from the Student Management menu and select your search
criteria.

2. Click the Find Students button.
3. Click the View/Edit icon (|_]) to display the student's profile.

4. When the Edit Student window displays, select the Demographics tab. Use the
checkboxes on the tab to update the information.

5. Click Save to save your changes or Cancel to cancel your changes.

Page 47



Student

Management Menu

Viewing a Student’s Student Group Information

If a student has been placed into a student group, each group displays on the Student Groups tab.

Instructions

* Indicates required fields

Last Name First Name Middle Initial Student ID
Brown * Jamie *
Student Detail Accommodations Demographics Student Groups Testing Codes Test Sessions
Student Groups
District 4 School 4 Teacher 4 Group Name
Bibble, Dorothy
SAMPLE DISTRICT TABE TEST SCHOOL (dbibble@sampla.email)
SAMPLE DISTRICT TABE TEST SCHOOL sample, teacher (ts@drc.com)  Jenkins Sample Group
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Viewing Testing Codes
Although the Testing Codes tab displays, as shown below, it is not used for TABE testing.

Instructions

* Indicates required fields

Last Name First Name Middle Initial Student ID
HAYNES *  |KISHA * 0517555587
Student Detail Accommodations Demographics Student Groups | Testing Codes | Test Sessions

. Testing Codes are not applicable for the TABE 9/10 administration.
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Viewing a Student’s Test Sess

® Instructions

= Indicates required fields

School Session Name

ion Information

Student Session Detail

4 Assessment

4  Begin Date

Last Name First Mame Middle Initial Student ID
drsaa T |kids B 1234000001
Student Detail | Accommodations | Demographics | Student Groups | Testing Codes | Test Sessions

End Dat= Adtion

SAMPLE DISTRICT TABE TEST SCHOOL ?R’j h}u'ﬁcamr rl:%c;tor Test Applied | o leted gg‘: iéf' EE,I” gg{ iéf' il?q” EQ@E E
SAMPLE DISTRICT TABE TEST SCHOOL ?R’j r;b,'ﬁcamr mh?r;ﬁgl’;”ﬁgfni Completed ggf: ééf' EE,I” ‘E’ ng' gﬂlﬁ Egmm D
SAMPLE DISTRICT TABE TEST SCHOOL ?R’j r:ulﬁcmr Locator Test Language | Complated ggf: iéf' iﬂl” ggf Hf' ifq” Egmm D
SAMPLE DISTRICT TABE TEST SCHOOL ?R’j h}u'ﬁcamr fgnﬁlg‘ﬁm'-:”g”age Completed gg‘: %;EE,I” gg{ ééf' il?q” Q@E E
SAMPLE DISTRICT TABE TEST SCHOOL ?R’j r;b,'ﬁcamr éﬁgﬂgﬁ Math Completed ggf: iéf' EE,I” gg{ iéf' gﬂlﬁ Eﬁm D
swesosmr  meererson, G o T oo 2330 20 il
SAMPLE DISTRICT TABE TESTSCHooL | drs - Locator Locator Test Reading | Completed 07/11/2017 /7 07]11/2017 Egmm D

(R/M/L) 02:39 A

08:35 AM

To view an individual student’s Test Sessions, do the following:

1. Click Manage Students from the Student Management menu and select your
search criteria.

Click the Find Students button.
Click the Viewl/Edit icon (D) to display the student’s profile.
When the Edit Student window displays, select the Test Sessions tab.

Note: In the grid at the bottom of the window, there is a separate line for each
content area of each test session in which the student is included.

From the Test Sessions tab, click the Edit/Print Ticket Status icon (j) in the
Action column for the student whose information you want to view or print. The
Testing Status window displays. Note: From the Testing Status window, you can
print one or more student test tickets in the test session. For more information, see
“Printing Test Tickets and Rosters” on page 69.

Page 50



Student
Management Menu
B Student Status The Student Status Dashboard (or simply Dashboard) allows you to
Dashboard display student testing status by site and administration. You can filter

information on the Dashboard by testing status, content area, and
assessment (or any combination of these).

Note: Dashboard data displays in real time as test scores are populated in
the database.

B Dashboard You need the Zest setup - view student status permission in the Portal to
Access in the use the Dashboard.
Portal
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Access the Dashboard

You access the Dashboard from the Student Management menu.

DRCANSIGHT™ TABE

All Applications »

Manage Students | Student Lookup | Student Status Dashboard | Student Status

1. Open the All Applications menu bar, click Student
Management and click Student Status Dashboard to
display the Dashboard window.

DRCINSIGHT" TABE

All Applications »

Student Status

Student Status Dashboard

Search for a Site by name or cede; then select the Administration
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Selecting a School in the Dashboard

Use the Site Selection search box to search for a site and display its testing status data in the Dashboard.
You must enter at least 3 characters of a school name or school code in the search box to display matches.
Once a school name populates, you can select an administration to display.

Note: You cannot search by administration or district code / name, only by school name or school code.

1. Enter all or part of a site name or DRCANSIGHT" TABE
code. In the list of matches, direct All Applications »
text matches display in bold. Select Student Status
a school.

Student Status Dashboard

Site Selection

Search for a Site by name or code; then select the Administration

If there are no results for the selected Sf-";ctffs'te '
. ep10f2
school, a message displays.
drc Use School - 886888 - Parent: Drc Internal Use Only - 888856
L
Student Search Results
Mo status results were found for the selected site
2. For the selected site, select an

Student Status Dashboard administration to display the testing results
in the Dashboard.

Slle Selection
Search for a Site by name or code; then select the Administration
drc
' Select an Admin for Drc Use School back
Step 2 of 2
DRC \ CTB Adult Ed 2016 Winter Field Test - 595007 - ETBOO?/
Copy.., S s egeeee —

Student Status Dashboard

Site Selection

The selected site and , ,

. . . . | — Selected Site: Drc Use School - 888888 - DRC | CTB Adult Ed 2016 Winter Field Test
ad mln |Strat|0n dlSpIay at / Search for a Site by name or code; then select the Administration
the top of the page. o

Status =2:)

I ot Started [ In Progress
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Using the Dashboard

By default, the Dashboard displays data for the following: Status, Grade, Content Area, and Assessment. A
grid of students displays below the graphs.

As shown below, you can click to toggle the information between graph and table format. In addition, you
can hover the mouse cursor over a graph or part of a graph to display numerical values for testing status.

Click to toggle the information Student Status Dashboard

from graph to table format. - -
Site Selection

Selected Site: Drc Use School - 888888 - DRC | CTB Adult Ed 2016 Winter Field Test
Search for a Site by name or code; then select the Administration

drc

A chart ing status I ot Started [ In Progress

Total Not Started In Progress

7 6 1

For the Status graph, hover the cursor
over the Not Started (red) portion of the
graph, for example, to display the number
of students who have not started testing.

For the Grade, Content Area, and Assessment
graphs, hover the cursor over a specific area of the
graph to see the testing status for that specific area.

In the example below, the Content Area graph is
shown. The cursor is over Science part of the graph
and the testing status for Science is shown.

Content Area

Science
Not Sared: 171

Scisnce
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Using the Dashboard (cont.)

Below the graphs, a grid of students for the selected school displays. You can sort the student grid by
column heads and export the grid to a spreadsheet (.csv) file.

Note: As shown below, if a student is in multiple test sessions, the results for each test session (content area)
display in a different row. You may see the same student name several times in a row.

Click a column head to sort the grid by that column’s data. An arrow displays on the selected sort
column. The direction of the arrow indicates whether the column’s data is sorted in ascending or
descending order based on that column’s numeric or alphabetic data. See examples below.

Last Name (Alphabetical) You can sort the column to descend from the last name Alpha to the last
name Zeta, for example, or vice versa.

Status (Group by status)  You can sort the column to group equal data values together. Example
for Status: Not Started, In Progress, or Completed.

: : In this example, Content Area is
Click to export the student grid to the selected sort criteria, so equal
a spreadsheet file. content areas are grouped together.

/

Student Search Results

& Exportto CSV
Note: Times are displayed in Central Time

03/23/2016

Student Training 06 $ P_Test English Langu... | Smoke Testing  In Progress
10:21 AM
Student Training 06 Mathematics Math Session L | Sample 95- ...  Not Started
Student Training 06 Mathematics Math Session M | Sample 98 - Not Started
Student Training 06 Mathematics Math Practice... Sample 98- ... Not Started
Student Training 06 Mathematics Math Biograp. Sample 9B - Not Started
Student Training 06 SQA Session 2 SQA Not Started
Student Training 06 SQA math 99 OTT SQA Not Started

Showing 7 of 7 students

Copyright © 2015-2017 Data Recognition Corporation

As you scroll down, more student data displays (if
applicable). A message indicates the number of
students shown out of the total number of students.

Click to jump to the top of the
Dashboard.
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B Introduction From the Test Management menu, Portal users can search for test sessions
and perform the following tasks:

» Create test sessions

» [Edit test sessions by adding or removing students
* Delete test sessions

* Export test sessions

* View and export test session status details

» Print test tickets and rosters

» Purge test tickets

* Unlock test tickets

* End incomplete tests
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The Manage Test Sessions Option

From the Test Management menu, you can view all of the test sessions for a specific district or school.

Manage Test Sessions
\

\

1. Open the All Applications menu bar, click Test
Management, and click Manage Test Sessions.
The Test Sessions page displays.

DRCANSIGHT  TABE

All Applications »

Manage Test Sessions | Manage Testing Windows

Test Sessions

# Instructions

* Indicates required fields

Administration District School

TABE 3/10 lz"‘ SAMPLE DISTRICT - 995399 lz‘ TABE TEST SCHOOL - 11 Llllz‘
Last Mame First Name Student ID

Session Teacher

Print All Tickets

Sessions Status Summary

#Instructions

Session Detail

Select  District Session Name  Assessment  Status

Begin Date EndDate  Adion

Chooss from the above filters and dick on 'Find Sessions' to view matching "Sessions’

Export to Excel Unlock Selected Unlock All Export Student Details

(Al
Test Assessment
(Al [v] fam [¥]

Tip: Select a teacher to filter
by all test sessions associated
with the selected teacher.

2. To view the status of test sessions, enter your
search criteria, and click Show Sessions. The
Session Detail page displays.
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The Manage Test Sessions Option (cont.)

From the Test Sessions page, you can view all of the test sessions for a specific district or school. The
Session Detail portion of the window displays the status of the session—Not Started, In Progress,
Completed, or Locked. The start and end dates of the test session also display.

Status Description
Not Started  No student in the session has started the test.

In Progress  The test session is in progress.
Completed The test session is finished. All of the students in the session have completed the test.

Sessions Status Summary

Instructions

Session Detail

District School Session Name  Assessment Status Begin Date  End Date Action

SAMPLE TABE TEST

[l DISTRICT SCHOOL bre auto loc Battery 10 Started 6/2/2017 /12017 LJMUL:JLEJ E
O e, Tt e wewr M e sz [RSIISITT=] R
O | e coreor.T | breanna's cBo E;’t”ggr';tg Nt g 6122017 | 9/1/2017 LJWUL:JL_EJ E
O Seeer oo EEE::-E{L;%QAH E;’t”ggr';tg Nt o | 6/2/2017 | 9/1/2017 LJWUL:JL_EJ E

Complete Mot

drs -
SAMPLE TABE TEST maitreyes - Complete In 1 g ||l===l| "
L Drstricr SCHOOL CE2 Auto- Battery 0 Progress | O/2/2017  8/1/2017 : = X
Locator
SAMPLE TABE TEST drs - new cb® | Complete In 1 g ||l==s||
L Drstricr SCHOOL suto loctor | Battery 9 Progress | 0/2/2017  8/1/2017 uwuuu X

drs - CB2
SAMPLE TABE TEST Complete In ] ===l =
O | e e il ?ﬁg—mcator— S brogress | 622017 912017 uwuuu b4
SAMPLE TABETEST  drs - Locator - In

SHELE s T Hes= Locator s2007 o017 |- ARSI =0 5 M

Add Session Export to Excel Unlock Selected Unlock All Export Student Details

Use the buttons at the bottom of the Test Sessions
page to work with test sessions

Page 59



Test Management Menu

Creating a Test Session

You can create a new test session and add students to it. You must give the session a name and Test, Content

areas, and Level. For searching and reporting purposes, use a meaningful test session name that includes the
Content areas and Level(s), such as: Complete Battery 9 Reading Level D.

Note: All students included in a test session take the same test. Create separate test sessions with different
combinations of students, Test, Content areas, and Levels as needed.

Tip: Set up frequently used test sessions, such as Complete Battery 9 Auto-Locator, prior to testing. By
creating test sessions in advance, you can quickly set up walk-in testers. For more information, see “Editing
a Test Session by Adding or Removing Students” on page 63.

Manage Test Sessions

\

\

1. To add a test session, open the All Applications menu bar
and click the Manage Test Sessions option from the Test
Management menu to display the Test Sessions page.

DRCINSIGHT  TABE

All Applications »

Manage Test Sessions | Manage Testing Windows

Test Sessions

#Instructions
= Indicates required fields

Administration District School
TABE 9/10 [¢]* [sAMPLEDISTRICT - 59393 [v] [TABE TEST ScHocL - 11111[v]

Last Name First Name Student ID

Session Teacher
0}

Test Assess!

(2D) [&] [am

———

Sessions | Status Summary

ment

& ]nstructions

Add Session | | Exportto Excel | Unlock Selected | Unlock All | | Export Student Details

2. Select a district and school (required to add a test session) and click the Add Session
button at the bottom of the page. The Add Test Session window displays.
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Creating a Test Session (cont.)

At this point, you give the test session a name and select the Test, Content, and Level. Make sure the test
session name reflects the test information, for example: Complete Battery 9 Reading Level D.

Notes: Select the test type Locator to choose which Content areas to administer. Alternatively, if you select
a test, such as Complete Battery 9, you have the option to administer the Auto-Locator content. Selecting
Auto-Locator administers the Locator parts of the test first, then after both parts of the Locator test for the
content are complete, the tester takes the regular part of the test for the content area. The tester is assigned
the correct level (E, M, D, or A) based on how they performed on the Locator test (non-Sample Items). The
tester is not aware of the level; this information is not visible to testers in INSIGHT.

Additionally, selecting a test, such as Complete Battery 9, allows you to choose the content for the testers
in the test session when you know exactly which content(s) and level(s) the group of testers needs to take.
Example: Complete Battery 9 Reading Level D and Complete Battery 9 Language Level E.

Once a test session is created, you cannot change the Test, Content, or Level selections. If you made an error
in your selections, delete the test session and start over (as long as no testers have started testing with the
tickets associated to the Test Session). If testing has begun, then create a new test session with the correct
selections, and add the testers to the new test session

Add Test Sessions

() Testing Window: 09/13/2017 - 12/31 /2020

3. Enter a name in the e —

SeSSion Name fleld * Indicates required fizlds
Session Name Teacher

Reading Locator * E

Test Content Leve

Oluatg W Ofeetgioee |
Campletz Battery 3 Mathematics (includes Math.

Comnpletz Battery 10 Computation and Applied Math.)

Survey 9 Languzge

Survey 10

nd Date Mode
#12/31/2020 [+

Begin Date
$/13/2017

Student Lagt Name StudeptFirst Name Student ID Grade

Adult [+]
Demographic ‘commodation Teacher Student Group
(All) [ (Al
|,l(ind Students ] \,ﬂ{lw Studen Clear I
Available Stydents: Students in Session:

Double-click to edit Student Deuble-click to edit Student

4. First, read the notes at the top of this page, then select a
Test, the appropriate Content areas, and Level. Modify the
Begin Date and End Date as needed.
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Creating a Test Session (cont.)

Add Test Sessions

‘. Testing Window: 09/13/2017 - 12/31/2020

& Instructions

* Indicates required fields

Session Name Teacher

Reading Locator = [~
Test Content Leve

O G

Comnplete Battery 5 Mathematics (includes Math.

Compleke Battery 10 Computation and Applied Math.)

Survey 9 Language = -

Sunvey 10 Tips: Make a selection from

the Teacher dropdown to
Begin Date . End Date . Mode . dISp|ay Student grOUpS tled tO
e Igsli” 2020 [ ' 7 the selected teacher. Then,
Student Last Name Student First Name Student ID / Select a Student grOUp tO
ult . o

Demographic Accommodation Teacher Student Group dlsplay the avallable StUdentS
(Al [ (al) [ (al) [ to add to the session.

| Find Students l New Student | Clear

Availale Students: Students in Session:

Double-click to edit Student

l Save I | Save & Add Another | |¥ancel I

\

5. Enter any student search criteria and click Find Students.

Double-click to edit Student

6. Select a student from the Available Students list.

Note: To select multiple students in sequence, press the Shift key while you select them. To
select multiple students that are not in sequence, press the Ctrl key while you select them.

7. Use the Add Selected ([J)), Remove Selected (), Add All (), and Remove All ()
icons with the Available Students and Students in Session lists to select one or more students
to remove from or add to the test session.

8. Click Save or Save & Add Another to add another session.
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Editing a Test Session by Adding or Removing Students

You can view existing test sessions to see which students are enrolled in them. You also can edit test
sessions to add or remove students.

Note: This procedure describes the most efficient way to quickly set up walk-in testers.

All Applications ¥

Manage Test Sessicns

1. To view or edit a test session, open the All Applications menu
bar and click the Manage Test Sessions option from the Test
Management menu to display the Test Sessions page.

Test Sessions/

® Instructions

= Indicates required fields

Administration District School

TABE 9/10 [«]* |SAMPLE DISTRICT - 99995 [+] TABE TEST SCHOOL - 11111[+]

Last Mame First Name Student ID

| | | || |

Session Teacher

| | lam

Test Assessment 2. Click Show Sessions.

(Al [«] [can

Print All Tickets

Sassions Status Summary

® Instructions

Session Detail

Select  District Session Name  Assessment Status Begin Date  End Date Action

SAMPLE TABE TEST

Nat
SAMPLE el Locatar Locator Nt o M7 &15/2018 DEDEE@
SIS TABETEST PO Japplisd  Survey 9 ik 6/14/2017  6/15/2018 EDEE@
DISTRICT SCHOOL N;'}f] Pl ey Started

3. When the test sessions display, click the View/Edit icon (L___]) in the Action
column to display the Edit Test Session window for the session.
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Editing a Test Session by Adding or Removing Students (cont.)

Edit Test Session

. Testing Window: 09/13/2017 - 12/31/2020
® Instructions
* Indicates required fields
Session Name Teacher
10/15/2017 [+
Test Content
Mathematics Computation
Applied Mathematics
Language
Begin Date End Date Mode
10/18/2017 [ 7*10/18/2017 | *
Search for Availzble Srudents
Student Last Name Student First Name Student ID Grade
Adult [+]
Demoagraphic Accommodation Teacher Student Group
[all) ¥ (Al [+ (Al
Find Students New Student Clear
Availablg Students: Students in Session:
HAYNES , KISHA (0517559587)
BROWN , KURTISHA (8502663208)
EDWARDS, LATEASHA (4524489061)
.’ gorges, jacob (1212121)
E GRIFFIN , ANDREANN (5517493793)
johnson, brittney (8505370899)
» JONES , MELISSA ()
TAYLOR , KEYARRA (5503946316)
Double-click to edit Studen Double-click to edit Student

4.

6.

From the Edit Test Session window, click Find Students.

Note: To add a new or walk-in tester to the test session, click the New Student button. The Add
Student window displays. Enter the required information on the window and click Save. The new
student displays in the Students in Session pane of the Edit Test Session window.

Select a student and double-click to edit the student’s information, or use the Add Selected (‘E),

Remove Selected (‘ 4), Add All ( ), and Remove All (‘«) icons with the Available Students
and Students in Session lists to select one or more students to remove or add.

Note: To select multiple students in sequence, press the Shift key, select the students, and click
the mouse button. To select multiple students not in sequence, press the Ctrl key, select the
students, and click the mouse button.

Click Save to save your changes or Cancel to cancel them.
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Deleting a Test Session

You can delete a test session up until the time testing begins. If testing has started, the session cannot be
deleted.

All Applications »

Manage Test Sessions
/

1. To delete a test session, open the All Applications menu bar
and click the Manage Test Sessions option from the Test
Management menu to display the Test Sessions page.

Test Séssions

# Instructions

= Indicates required fields

Administration District School

TABE 9/10 [w]™ |SAMPLE DISTRICT - 99995 [»] [TABE TEST SCHOOL - 11111[¢]
Last Name First Name Student ID

Session Teacher

[ | [camy

Test Assessment

(all) ] [cam

Print All Tickets

Sessions Status Summary

®Instructions

Session Detail

School Session Name  Assessment  Status Begin Date End Date  Adiion

SAMPLE TABE TEST Not
SMPLE T It Locator Locator Nt o &40 sjis0is DEDEE@
SAMPLE TABETEST | oV° Not
Pl oL EE{Apphed Survey 9 g | 6/142017 | 6[15/2018 DEDEE;

2. Enter your searcr) criteria and 3. Click the Delete icon ((9§) in the Action column
click Show Sessions. for the test session report you want to remove.
The Confirm Delete dialog box displays.

Confirm Delete

@ You are choosing to delete session 'KA'. Are you

sure?

cancel |

4. Click Delete to delete the test session or
Cancel to cancel the process.
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Exporting Test Sessions

You can export the details of one or more test sessions to a comma-separated value (.csv) file to save, view,
edit, or print in a spreadsheet.

1. To export details for a single test session, click the Export Details icon (|W) from
the Session Detail window in the Action column for the test session that you want
to export.

2. The test session details are exported to a .csv file that you can save, view, edit, or
print.

Note: Depending on the browser you are using, a dialog box may appear for you
to use to open or download the file.

Print All Tickets

Sessions Status Summary

® Instructions

Session Detail
istri <chool == ne  Assessment Begin Date End Date  Action
SAMPLE TABE TEST Mot 1l ¢ T, [[ e f{
DISTRICT 2rHOOL Locatar Locatar Ztarted 6/14/2017 | &f15/2018 uwuuLiJE
SAMPLE TABETEST | V2 Not

SAMPLE TABE TEST copy session

- Y [ E =5 -

SRE el Ir;;r;g,.‘ﬁppllad Survey 9 Nt g 61412017 /152018 L_quuLiJ E
Not 5/14/2017 | 6/15/2018 A == E

DISTRICT SCHOOL test Started L_quuu—

SAMPLE TABE TEST Not ik -

= TeETE SVO READING | Survey 9 Not . 64017 6/15/2018 [ = E

Survey 10

SAMPL TABE TEST Mot “l g Ty, [ ]
DISTRICT CHOOL fool Survey 9 Started 6/14/2017 | §15/2018 uwuuHE
SAMPLE drs - ch9 - Complete Mot Iy o (]|
DISTRICT level = eSS s eszns [P O]
SAMPLE drs - chd - Complete Mot Iy =i
DISTRICT | SCHOOL ortys S sy eszns [ O]

SAMPLE TABE TEST

Complete Mot A == _ E

Eisttary 0 Started 6/14/2017  &f15/2018 ﬁ -

Complete Mot A ==l _ E
ary O Started 6/14/2017 | &f15/2018 ﬁ -

Not flaainnen | cracmngo | [E) T ] e i

Add Session Export to Excel Unlock ed Uni All Export Student Details

SAMPLE
DISTRICT

SAMPLE drs - cb10 -

1. To export details for specific test sessions, select the test sessions by checking the checkbox
for each session in the Select column and then click the Export Student Details button. To
export all test sessions, click Export Student Details without selecting any test sessions.

2. The test session details are exported to an Excel file (.xls) that you can save, view, edit, or
print.

Note: Depending on the browser you are using, a dialog box may appear for you to use to
open or download the file.
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Viewing and Exporting Test Session Status Details

The test session status display provides the following information: each student’s test ticket status; the time
the student started the test; and the time the student completed the test. You can use this information to
verify that all of the students in a session have completed their tests.

Print All Tickets

Sessions | Status Summary

#Instructions

Session Detail
Select  District 5 ame  Assessment  Status Begin Date  End Date

SAMPLE TABE TEST Not

DISTRICT SCHOOL Locator Locator Started 6(14/2017 | 6/15/2018 DED E
SV8

SAMPLE TABE TEST 3 Not

DISTRICT SCHOOL 'I:;?]Mppllad Survey 9 St(;rbed 6/14/2017 | 6/15/2018 DEDE

SAMPLE TABE TEST copy session Not ‘1
DISTRICT SCHOOL tost Survey 10 Started 6/14/2017 | 6/15/2018 DEDEE p\
SAMPLE TABE TEST

SV READING | Survey 9

. s Iy 2017 g/isa0is DEDEE@
i TEEET foot Survey 9 Sl g BT Ens0is DEDEEE
o o N oo S LT A R o Y T o 2
oo e o oo S e o Y I P[4
TSt fgec Gmeks Mt v ensne | [N
P N o oS R L S LR R o Y W o P [F72

SAMPLE TABE TEST drs - cb10 - Complete Not farinnen Al e nlr— e hd

— cleamnas -
Add Session wrt to Excel Unlock Selected Unlock All aurl Student Details

1. To view or export the status of a test session, click the Edit/Print Ticket
Status icon (L:J) from the Session Detail window in the Action column
for the test session details you want to view or export. The details for the
test session you selected display in the Testing Status window.

2. You can search for students on the Testing
Status window by Last Name, Status, or
Status by Module. Enter your search criteria
or select from the drop-down menus.

Testing Status

@ Instructions

Last Name Status Status By Module

(all) [w] Speling 10 - Level E [ Fitter |

Last Name First Name User Name Password Status
] squire breanna BSQUIREL PULLB193 Nat Started Eg er | EE - m
O suda CSTUENTL | whaTeoss NS L allofe 3. Click Filter to display the
O sudere Thee R L < UidllOe] ™ results or Clear to clear
O suder oA e | orsated Ulaklolel your selections.

print Selected | | printall | | End Incomplete Selected Tests | | untock selected | [ uniock an
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Viewing and Exporting Test Session Status Details (cont.)

Print All Tickets

Sessions | Status Summary

# Instructions

Session Detail
Select  District School Session Name  Assessment  Stabus 20 e EndDate  Adion

SAMPLE TABE TEST

il et Locator Locator ggf g /142017 §/15/2018 DEDEE E
g‘;‘%% ;&"ﬁgg? E%,n’ﬁppl ied  Survey @ ggme 4 8/14/2017  6f15/2018 uwumw E
g‘;‘g_"F'{-IECT ;&“;EJELE'T cony session 21“'; g 6142017 61512018 uwumw @
g?g?ﬂ'-l% ;"E'EJELEF SVS READING | Survey 9 ggf g /142017 §i5/2018 uwumw E
E?E'PFI{_IECT ;“;EOEF'T ggf g 6142017 §/15/2018 uwumw E
et o - T T g o T T o =
e st amee M e snsaone | IR
DT el gt e M ewww ensoe | CIINT=1 R
D s e gl Mt emwaow snsmne | IITT=]

MPLE TABE TEST drs - ch10 - Complate Not P == e =[] [0 h

Survey 10

fool Survey 9

\

Add Seskion %ﬂ: to Excel Unlock Selected Unlock all Wtﬂt Student Details

4. To export one or more test session statuses to a spreadsheet file (.xls) that
you can save, view, edit, or print, check the Select checkbox next to each test
session status you want to export and click Export to Excel.
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Printing Test Tickets and Rosters

You can print test tickets for the students in an online test session. You can print all of the tickets for all of
the students in a session, or you can select specific students and print their tickets.

1. To print all of the test tickets for the students in a
test session, click the Print All Tickets icon (E) in
the Action column of the Sessions Detail window for
the test session.

Print All Tickets

Sessions Status Summary
# Instructions
Session Detail

Session Name  Assessment Status Begin Date  End Date

Not

SAMPLE TABE TEST

Schox \ctio
—]
DISTRICT SCHOOL Locater Locatar Started | 0142017 | 6/15/2018 DE h g E
sV
SAMPLE TABE TEST ) Not -
T o t;qﬂ;wpl ied | Survey 9 coted | B/14/2017  8/15/2018 DEDE w

SAMPLE TABE TEST CopYy session Mot
DISTRICT SCHOOL test Survey 10 Started 6/14/2017 | 6f15/2018 DEDEEE
SAMPLE TABE TEST Not
DISTRICT SCHOOL SVO READING | Survey 9 Started 6/14/2017  6f15/2018 DEDEEE
SAMPLE TABE TEST Not
DISTRICT SCHOOL fool Survey 9 Started 6/14/2017  §/15/2018 DEDEEE

SAMPLE TABE TEST drs - cbg - Complete Not
e e et SRS M ewer esmas [IEEAT IR
SAMPLE TABE TEST drs - cb% - Complete Not

DISTRICT SCHOOL level m Battery & Started 5/14/2007  6/15/2018 DEDEE @
SAMPLE TABE TEST drs - cb% - Complete Not

DISTRICT SCHOOL level d Battery & Started GIEENT | (iR DEDEE E
SAMPLE TABE TEST drs - cb% - Complete Not -
DISTRICT SCHOOL level 3 Battery & Started 5/14/2007  6/15/2018 DEDE E

SAMPLE TABE TEST drs - cb10 - Complete Not ctealnnsn | ctacinasn pd |70 N O | £ 9 e

Add Session E:Ert to Excel Unlock Selected Unlock All Egorl Student Details

TABE 910
‘Student Test Roster

2. APortable Document Format (.pdf) displays

and includes the testing roster, and test e
tickets. You can view, print, and save the 0 oo e e
information. _— — v -

Tickets print 4 per page.
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Printing Test Tickets and Rosters (cont.)

1. To print selected test tickets, click the Edit/Print
Ticket Status icon () in the Action column for
the test session you want to use.

print All Tickets

Sessions Status Summary

®Instructions

Session Detail

Session Name  Assessment =L Begin Date  End Date Action

Not N -
BreTRICT o0l Locator Locator chrted | S/H2017 | 6/15/2018 DE'E

SAMPLE TABE TEST

SAMPLE TABE TEST

] Net
R T B anme M, ewes awes [ICCIEIRG

2. When the Testing Status window displays, you can filter the student display by Last Name,
Status, or Status by Module. To filter, enter your search criteria or select from the drop-down
menus and click Filter to display the results (or Clear to clear your selections).

Testing Status

& Instructions

Last Name status Status By Module
(All) [w] |spelling 10 - Level E [v]

s - tst (10 Spelling E - Spelling 10 - Level E)

0 s breznna BsQUREL PULLSIOS ot Stated LEleee
O student one OSTUDENTL  WHATG049 ot Started il JEEQ
3. Select one or more | s e e couswss | nersoned JuEaee
[ suent Two TSTUDENTI  FoLDS26 Mot Stared LEleoel

students by clicking
the checkbox next
to their name in the
Select column.

print selected | [ print all | [ end tncomplete selected Tests | | untock setected | [ untock an |

TABE 9/0
‘Studant Tast Roster

]
C 1 H S d Completed Accommodationis) Studen Name Daie of Birth Student ID
4. Click Print Selected. A PDF e S S sep e e
version of the Student Test DM e e e
o A Fabertson, Awan 0w e BOOPHIZS
Session Ticket, that you can 0 o oo
H 1 1 TABE 9/10 Online Test Ticket TABE 9/10 Online Test Ticket
view, print, and save, displays Onlv Tost T Onlin Tot T
for the selected students. ooy e
Username: BREID2 Username: CBUCHANAN1
Password: THIN5264 Password: COLD4039
TABE 9/10 Online Test Ticket TABE 9/10 Online Test Ticket
Survey 9 Survey 9
o .
Username: CCONNER3 Username: MJOHNSON36
Password: YARD2124 Password: TREE7525
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Unlocking Test Tickets

For TABE, the Locator parts of an Auto-Locator test should not be unlocked if the Locator parts of the test
are complete. A student’s test ticket must be unlocked in the following situations:

* A student exited the test by using the End Test function in INSIGHT before completing all parts of the
test. If the student needs to log into the test again, the student’s test ticket must be unlocked. When the
student logs in after the ticket is unlocked, the student can use the login information from the original
test ticket.

» Either the student exited the test by using the Pause/Exit function, or the student was inactive on the
system for more than twenty minutes.

- If this happened on the same day as the student’s first log in, the student can log in using the original
login information and the test ticket does not need to be unlocked.

In all of these situations, INSIGHT saves the student’s response data.

Test Sessions

& [nstructions
* Indicates required fields

Administration District School

e T 1. To unlock a selected test ticket,

- 1 1 ‘ click the Edit/Print Ticket Status

- | = icon () in the Action column for

- g et - the gpproprlate tfast session. The

i Testing Status window displays.
Print Ticl

‘ Sessions " Status Summary ‘

® Instructions

O ?rle%Ecr gg&m Eg:mmied Survey 9 g;trbed 6/14/2017 | 6/15/2018 @Eﬁﬁ@i

Confirm uninck

By Tou have reguesled Wounledk Adron Rulernsun's
tlekst for Locator Test Applled Math, fra you sura?

2. To unlock a test ticket, click the Unlock Ticket icon ( . ) in the Action
column for the appropriate student. When the Confirm Unlock dialog
displays, click Unlock to complete the process.
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Purging Test Tickets
To purge a student’s test ticket, you must call TABE Customer Service at 1-866-282-2250.

If a student is included in a test session by error and won’t be testing, or if the student began the test using
an incorrect ticket, you can purge the test ticket to remove the student from the test session. After purging

the test ticket, add the student to the proper test session and print them a new ticket.

Note: Purging a student’s test ticket deletes the student’s previous responses.
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Ending Incomplete Tests

Use the End Incomplete Test option when a student is not going to complete a part or a session of a multi-
part assessment or test. For example: When the student needs to complete only 4 of 8 parts of a test, you can
end the parts of the test the student will not take and force a status of “complete” for those parts.

Print All Tickets

Sessions Status Summary
®Instructions

Session Detail

SAMPLE

SAMPLE

TABETEST

TABE TEST

Session Name

drs - cb10 -

Complete

Assessment

Status
Not

Not

Bagin Date

End Date

DISTRICT SCHOOL Locator Locator Started 6/14/2017  §/15/2018 DEDEE
Vo

SAMPLE TABE TEST Not

DISTRICT SCHOOL LMaarEp’ApDhEd Survey 9 St:rbed 6/14/2017 | 6/15{2018 DEDEEE

SAMPLE TABE TEST copy session Not

DISTRICT SCHOOL test Survey 10 Ctarted €/14/2017  §/15/2018 DEEEE E

SAMPLE TABE TEST Not =

DISTRICT SCHOOL SV9READING  Survey 9 Started 6/14/2017 | 6/15{2018 DEDE E

SAMPLE TABETEST Net =

DISTRICT SCHOOL fool Survey 9 Started 6/14/2017 | 6/15{2018 DEDE@

SAMPLE TABE TEST drs - ch9 - Complete Not

CISTRICT SCHOOL level & Battery 9 Started 5/14/2017 | 6152018 DEDEE E

SAMPLE TABE TEST drs - ch9 - Complete Not

DISTRICT SCHOOL level m Battery 9 Started Y2017 §/15/2018 DED E E

SAMPLE TABE TEST drs - b3 - Complete Not N m

DISTRICT SCHOOL level d Battery 9 Started Gty | SiEEE DEE@ B

SAMPLE TABE TEST drs - cb9 - Complete Not .

DISTRICT SCHOOL level a Battery 9 Started 8132017 §/15/2018 DEDE

Action

s === (]

ciaamasn et
Add Session wﬂ: to Excel Unlock Selected Unlock All aort Student Details

1. To end an incomplete test, click the Edit/Print Ticket Status icon (L:J)
from the Session Detail window in the Action column for the test session.
The details for the test session you selected display in the Testing Status
window.

2. You can search for students on the Testing Status
window by Last Name, Status, or Status by Module.
Enter your search criteria or select from the
drop-down menus. Click Filter to display the results
or Clear to clear your selections.

Testing Status

@ Instructions

Last Name Status

ain

Status By Module
Testing Status - copy session test (Survey 10 - Survey 10 Reading)

Select  Last Name First Name User Name

El Derek DELLL BUNK366% Not Started

Print Selected Print All End lncnmElele Selected Tests Unlock Selected Unlock All
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Ending Incomplete Tests (cont.)

Testing Status

® Instructions

Last Mame Status Status By Module

(Al |z| Survey 10 Reading |z|

Testing Status - copy session test (Survey 10 - Survey 10 Reading)

Select  Last Name First Name User Name Password Completed

Ell Derek DELLL BUNK3665 Not Started @ @E..l

Print Selected Print All End lncomglej.e Selected Tests Unlock Selected Unlock All Close /

3. Click the End Incomplete Tests icon
() for the student. A confirmation
dialog box displays.

@ You are choosing to end an incomplete test. Are

you sure?

End Incomplete Test Cancel

4. Click End Incomplete Test to force
the test status to Complete. Click
Cancel to cancel the action.
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Displaying a Test Session Status Summary

The Test Session Status Summary provides a summary report of the test sessions you specified when you
displayed the Test Sessions window. The summary includes the status of students (Not Started, In Progress,
and Completed) for each subtest in the Test. See “Viewing and Exporting Test Session Status Details” on
page 67).

All Applications »

Manage Test Sessions

1. To display a Test Session Summary report, click the Manage
Test Sessions option from the Test Management menu. The
Test Sessions window displays.

DRCINSIGHT TABE

All Applications »
Manage Test Sessions | Manage Testing Windows
Test Sessions

% Instructions

* Indicates reguired fields

Administration District School

TABE 9/10 [#]* |[AMPLE DISTRICT - 99999 [w] [TABE TEST 5CHOOL - 11111[]

Last Name First Name~——__ Student ID

| | | | |

Seszion Teacher

| | [

Test Assessment 2. Select your search criteria and click
(Al = [0 ] Show Sessions.

Print All Tickets

Sessions Status Summary

% Instructions

Selert  District = Assessment  Status Begin Datz  End Date
SAMELE TABE TEST Complets Mot > i
DsTRICT  school  PPFRRC gaenio smmed ® s | =]
SAMPLE TABETEST  drs- test 10 i Mot - i~
DISTRICT SCHOOL locsior ks | Lo Smred | SH2017 | SH/200 EDEE E
SAMBLE TABE TEST . Complets Mot . o >~
DISTRICT SCHOOL braznnz’z CBI Battary 9 Srared 62/2017 | 9/L/2017 DEE
gail's CB3 <
SAMBLE TABETEST  §RSRY . Complete Mot oREIE | suEnE DEDE 7]
DISTRICT SCHOOL P Battery 5 Started 3. Click the Status
. | u
SAMPLE TABETEST  CB%Aute-loc | Complat Mot .,. iy \
DISTRICT SCHOOL Al Subjects | Battery 3 Stared | MIHALT 212017 DEDEEE Summary tab
drs - o
SAMPLE TABETEST  maieyez- | Complete | In TENE | THEND DEDEE X (d ISP I ayed on the
DISTRICT SCHOOL CBS Auto- Battary 5 Progress ! !
Locator next page).
SAMPLE TABE TEST drs - new cb% | Complate I

DISTRICT SCHOOL auto locator Battery 9 Progress E/2/2017 | S[1/2017 DEEEE x
drs - CBY
Complate In 7 i
Al % o e =)

Autc-Locator -
Add Session Export to Excal Unlack Selected Unlack All Export Student Details

SAMBLE TABE TEST
DISTRICT SCHOOL

7{20
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Displaying a Test Session Status Summary (cont.)

4. A Session Summary and Student Summary report displays for the
test sessions displayed on the Test Sessions window (based on your
search criteria).

Ses=ions | Status Summary

# [Instructions

Session Summary

Sessom Count

Mot Started 5

In Progress

Completed 7
Student Summary

Assessment & # of Students Not Started  # of Students In Progress  # of Students Completed
- Test: Complete Battery 10

CH 10 Apphed Mathematics A

CE 10 Apglied Mathematics D

CB 10 Apphied Mathematics E

CE 10 Applied Mathematics M

CE 10 Language A

CE 10 Language D

CB 10 Language E

CE 10 Languzge M

CE 10 Mathematics Computation A

CE 10 Mathematics Computation D

CE 10 Mathematics Computation E

CE 10 Mathematics Cormputation M

CE 10 Rzading A

CE 10 Rezading D

CE 10 Reading E

CE 10 Reading M

CEB10 Language with Auto-Locator

CELD Mathematics (inchudes Math.

oo o O o O O O O O O O O O O O
O oo O o O O o O o O O O O o O o O
Lt
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Introduction

B Introduction

DRC recommends that you designate teachers in the Portal using the
Teacher Management option. Designated teachers can be associated with
test sessions and/or student groups for a particular district and school.

The primary benefit of designating teachers in the Portal and creating
student groups is that you can quickly create test sessions for only the
testers in a student group. In some areas of the Portal, you can filter
students based on a teacher or student group.

A secondary benefit of designating teachers is that these teachers can
be associated with test sessions, which allow for filtering based on that
teacher.

Note: At this time, you cannot filter on teacher or student groups within
the On-Demand Reports.

From the Teacher Management option, Portal users can search for teachers
and perform the following tasks:

» Edit teacher information

* Delete teachers from the Portal

* Export teacher information to a spreadsheet
* Add a designated teacher to the Portal

* Upload multiple designated teachers to the Portal
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The Manage Teachers Window

Portal users can search for teachers, designate (add) teachers, delete teachers, and export teacher information
from the Manage Teachers window.

DRCANSIGHT TABE
Al Applications v

‘General Information

Student Status Dashboard

1. To search for teachers, open the All Applications menu bar and
select Teacher Management to display the Manage Teachers

window.

Manage Teachers
Edit Teachers | Upload Multiple Teachers
@ Instructions

Indicates required fields

Administration District sSchaol
[TABE 5/10 [¢]* |sample District TABE Test DI[y] [TABE Test School - 59535 [4]

Last Name First Name Teacher ID (Email)

Teachers

Sample District TABRest District TABE Test School oy Tezcher KiTescher@d | KaTeacher@dremmicom
tascher KiteseheTet®d 1yt he Testdremn.com

‘Sample Distict TABE Test Digr TABE Test School
mn.com

|
a8

Sample District TABE Test District TABE Test Schoal

Add Teacher | | Deleta Teacher | | Exportto Excel

2. Enter or select your search criteria and click the Find Teachers button. Teachers that match your
selection criteria display at the bottom of the window.

3. What you do next depends on whether the teacher you are searching for exists in the Portal.
» If the teacher exists, they can be associated with test sessions and/or student groups for that

district and school.

If the teacher does not exist, click Add Teacher to designate the teacher in the Portal. For more
information, see “Designating a Teacher in the Portal” on page 82.

Page 79




Teacher

Management Menu

The Manage Teachers Window (cont.)

DRCANSIGHT
‘All Applications ¥

TABE

Manage Teachers
Edit Teachers | Upload Multiple Teachers

@ nstructions

= Indicates required fields

Administration District School

frase /10 []*  SAMPLE DISTRICT - 412345d] (Al =
Last Name First Name Teacher ID (Email)

Email

Welcome (SuperUserd|  [LogOut

‘SAMPLE DISTRICT SAMPLE SCHOOL 1
[]  SAMPLE DISTRICT SAMPLE SCHOOL 1
‘SAMPLE DISTRICT SAMPLE SCHOOL 1

‘SAMPLE DISTRICT SAMPLE SCHOOL 1

‘SAMPLE DISTRICT SAMPLE SCHOOL 1

‘SAMPLE DISTRICT SAMPLE SCHOOL 3

Teachers

4 LastName

Farst Name

efghefghefghefahefoh abed abed abed obed e etat 12Cher_ 2 maifteacher @state.edu E]
sktr skt ski2@testorg  ski2@testorg D
S tota sonBdedy | ska.p@dr.cdy D
Tescher Two teacher2@sizte.e teacher2@siate.cdu D
Tescher Three teacher3email@st teacherSemail@siate.edu D
= P ————— B

Add Teacher | | Delete Teacher | | Export to Excel

4. Click the View/Edit icon ((_]) to
edit the teacher information on
the Edit Teacher window. Click
Save when your updates are

complete.

Edit Teacher

®Instructions
= Indicates required fields

Administration

Last Mame
Teacher

Email
teacher2@state.edu

Save Cancel

District School

First Mame
Two
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The Manage Teachers Window (cont.)

DRCINSIGHT TABE
All Applications »
Manage Teachers
Edit Teachers | Upload Multiple Teachers

® Instructions
= Indicates required fields

Administration District School
TABE 5/10 [¥]*  sampLe DISTRICT - 41234545  [(an) =]

Last Name First Name Teacher ID (Email)

Email

Teachers
& Last Name First Name:

SAMPLE DISTRICT SAMPLE SCHOOL 1 efghefghefghefghefoh abed abed abed abed

SAMPDRQISTRICT SAMPLE SCHOOL 1 sktr sktr
SAMPLE DISTRI SAMPLE 5CHOQL 1 sktz tata
SAMPLE DISTRICT SAMPLE SCHOOL 1 Teacher Two

SAMPLE DISTRICT SAMPLE 5CHOOL 1 Teacher Three

SAMPLE DISTRICT

\

Add Tea:hﬁ{ Delete Teacher Exportto Excel

Welcome  Super User» Log Out

Teacher ID (Emai Email

teacher_2.e- ey
et asta| teacher 2@ mailteacher@state.cdu

=
ski2@testorg | sk12@testorg D
skam@dreedu | skata@dresdu D
teacher2@state.e teacher2@state.edu D
teacher3email@s! teacher3email@state.edu D

=

ImaT@DRC.com | ImaT@DRC.com

\

5. You can select one or more teachers and click Delete
Teacher to remove the teacher(s) from the Portal.

Note: Before deleting a teacher, find all student
groups associated with the teacher and reassign
them. When a teacher is deleted, the student groups
associated with the teacher are deleted, too. The
deleted teacher is disassociated with all test sessions,
but the test sessions remain intact.

A confirmation dialog displays. Click Delete Teacher
to continue or click Cancel to return to the Manage
Teachers window.

Confirm Delete

(@Y By deleting the|selected teacher(s), any
: : : s
\) associated student groups will be deleted and/or
the teacher will \be removed from any associated
test sessions.

Delete Teacher Cancel
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Management Menu

Designating a Teacher in the Portal

You can designate teachers in the Portal one at a time, or upload multiple designated teachers at once (see

“Uploading Multiple Teachers” on page 84).

Teachers must be designated for each district and school to be associated with that district/school’s test

sessions and/or student groups.

(1) Important: If the teacher was (or will be) added to the Portal (using User Management), DRC
recommends that you use the same Name and Email Address values between User Management and Teacher

Management.

DRCANSIGHT TABE

Al Applications

‘General Information

Student Status Dashboard

bar and select Teacher Management to display
the Manage Teachers window.

1. To add a teacher, open the All Applications menu

Manage Teachers

Edit Teachers | Upload Multiple Teachers

District Schoal
[v]* |Sample District TABE Test Di[y] TABE Test School - 59953

Last Name First Name Teacher ID (Email)

t = s
1| Sample District TABE Test District TABE Test School K Teacher KiTeacher®dT | KaTeacherdommcom D
‘Sample District ‘st District ‘ast School Ka tascha KiteacharTestd KateacherTest@drorm.com D
Sample Disrct TABE Test Disrit 22 School Kassmapsdiohiio em [
Add Teacher | [ Delete Teache port to Bxcel

2. Select an administration, district, and school (required).
Click Add Teacher. The Add Teacher window displays
and allows you to add teacher details.

Page 82



Teacher

Management Menu

Designating a Teacher in the Portal (cont.)

EInstructions

* Indicates required fields

Administration District School
Last Name First Name

Teacher Ima

Email

Save Save & Add Another Cancel

3. When the Add Teacher dialog box displays, enter the last name,
first name, and email address for the teacher. Click Save to save
the record and return to the Manage Teachers window, click
Save & Add Another to save the record and re-display the Add
Teacher dialog box to add another teacher, or click Cancel to

cancel the process.

Manage Teachers
Edit Teachers Upload Multiple Teachers
Teacher 'Ima Teacher' has been added.

®Instructions

s required fields

Administration

ric
TABE 9/10 []* Dqmple District TABE Test DI[S]  TABE Test School - 95395 [5]
Last Name First ame Teacher ID (Email)
Email
Find Teachers
Teachers
Sample Distit TABE Tast Disrct TagETes KA Teacher KiTescher®3% | KaTaacher@dremncom O
‘Sample Distict TABE Test Distric TaBETet KA teacher KitescherTet®2 K peacherTestEdremncom o]
Sample District TABE Test District “TABE Test School Kazsenwqasdfghiklopi J— D
Sarmple Distict TABE Tast Disrct TABE Test Schosl — tma ImaTdrcom | ImaT@dc.com D
Add Teacher Delete Teacher Export to Excel

If you added a teacher, when the Manage Teachers
window re-appears, a message displays indicating that
the teacher has been added.
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Uploading Multiple Teachers

Portal users can designate multiple teachers in the Portal by uploading a file using the Upload Multiple
Teachers process described on the following pages.

DRCANSIGHT  TABE
All Applications
General Information

Student Status Dashboard

1. To upload multiple teacher records, open the All Applications

menu bar, select Teacher Management to display the Manage
Teacher window, and select the Upload Multiple Teachers tab.

2. Use the drop-down menu
filtering options to select
the correct administration,
district, and school.

DRCINSIGHT  TABE

All Applications »

Manage Teachers

Edit Teachers Upload Multiple Teachers

& Download the File Layout (PDF document) and a Sample File (CSV text file).

#Instructions

*\Indicates required fields

Administration District School
TABE 8/10 Sample District TABE Test Dli * TABE Test School - 55555
File
| | Browse... | *
Upload \

Upload Multiple Teachers File Layout - TABE

File must contain a header row that includes all the columns in the file layout.
File must contain the data in the order listed in the file layout.
Fields cannot be longer than the value in the Maximum Length column.

DN

To save an Excel file as a comma delimited type .csv:

o Save file updatesichanges within Excel

o Open file in Excel, if file not already open.

o Onthe Windows menu bar, click File, then Save As...

o The
= Scroll down the menu until CSV (Comma delimited) (*.csv) is visible.
- Click on CSV (Comma delimited) (*.csv) to select for the Save as type:
- Click on Save on the right.

File must be in comma delimited (.csv) format. Commas are not allowed in any field.

Save As dialag box will appear. The line at the bottom of this box reads Save as type:
Click on the down arrow to the right of this line to open a drop down menu.

The Upload Multiple Teachers tab contains
links to both a sample PDF file that contains
instructions and a sample .csv file that you can
use to create the actual file.

Maximum

Length
NR

Required
Column Name
1 |District Code

dropdown.

Include leading zeros

(YIN) Description / Values
7 The district code must match the district code
displayed in the DRC INSIGHT Portal District

Click the Download the File Layout link to
display the Upload Multiple Teachers File
Layout - TABE file (TABETeacherFileLayout.

2 |School Code NR
dropdown.

Include leading zeros

The school code must match the school code
displayed in the DRC INSIGHT Portal School

pdf).
This file displays the required layout of the

3 Teacher First Name
Teacher Last Name

Teacher Email

20
20

70

z|

Allowed Characters: A-Z, a-z, spaces,
hyphens (-), apostrophes ()

IS
<

|

Must be unigue (within District and School). If
Teacher Email is repeated within District and
School, last record will be used.

Allowed Characters: A-Z, a-z, 0-9, underscore (_),
period (). hyphens (-), apostrophes (')

.csv file you will upload to DRC with rules,
instructions, and examples describing how to
create and format the file.

Valid email format (oo@: )
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Uploading Multiple Teachers (cont.)

DRCANSIGHT  TABE

All Applications »

Manage Teachers
Edit Teachers Upload Multiple Teachers
. Download the File Lavout (PDF document) and a Sample File (CSV text file).

# Instructions

* Indicates required fields

Administration District School
TABE 5/10 [w]* |Sample Districk TABE Tgst Dify]*  [TABE Test School - 38339 [u]
File
| | Browse... | *
Upload

4. Click the Sample File link to download or display the
TABESampleTeacherFile.csv file. This file is only a sample of
the type of file you will upload to DRC.

Note: Depending on the browser you are using, a dialog box
may appear for you to use to open or download the file.

TABESampleTeacherFile - Excel

Insert Page Layout Formulas Data Review View 2 Tell me what you want to do
“ - - e
[ db Cut Calibri -l | KA == #&- EWapTe General -

: ER Copy - e
aste £ = = = €0 .00 onditiona
O Rt Pairier B I U = = = € 3= [ Merge & Center $-9% * | % sb e

Clipboard Pl Font [P Alignment P Number ]
D3 iy Fe
A | B C D E e | & | o’ |

1 |District Cc School Code Teacher First name Teacher Last Name Teacher Email

2 | 999939 999999 One Teacher teacherlemail@state.edu

3| 999939 999999 Two Teacher teacher2email@state.edu

4 999999 999999 Three Teacher teacher3email @state.edu

5. Use the TABESampleTeacherFile.txt file to create,
rename, and save a teacher file to upload.

Note: Be sure to keep the header column rows in the
file you upload.
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Uploading Multiple Teachers (cont.)

Manage Teachers
Edit Teachers Upload Multiple Teachers

. Download the File Layout (PDF document) and a Sample File (CSV text file).

EInstructions

* Indicates required fields

Administration District School
TABE 5/10 *  |3ample District TABE Test Dily|*  [TABE Test School - 93559
File

Upload

6. After you have created a teachers file,
click Browse to locate it, select the file,
and click Open to display it in the File field
of the Upload Multiple Teachers tab.

Manage Teachers

Edit Teachers Upload Multiple Teacher

& Download the File Layout (PDF document) and a Sample File (CSV text file).

# Instructions

* Indicates required fields
Administration

TABE /10
File

TAEE Sample Teacher File_Complete.csv

School
ample District TABE Test Di[y|* [ TABE Test School - 99329

==}

7. Click Upload. A message displays indicating the file has been
transferred and is being checked for errors.

After the file has been validated, you can review its status. If the file
contains errors, you must correct them and repeat Steps 5 and 6.
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B Introduction

You can create student groups to associate students and teachers in the
Portal. Student groups are not required; however, they are useful for
quickly creating test sessions for the testers in each student group, and for
filtering students in the Portal based on the teacher or student group.

Note: Students and teachers must be added to the Portal before Student
Groups can be created.

From the Student Group Management menu, Portal users can search for
student groups and perform the following tasks:

» Edit student group information

* Add a student group

» Create a test session from a student group

* Reassign a teacher to multiple student groups

* Upload multiple student groups
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The Manage Student Groups Window
Portal users can search for student groups, copy, edit, and delete student groups from the Mange Student

Groups window.

DRCANSIGHT® TABE

All Applications ~

‘General Information Student Management Test Management

Student Group Management Device Toolkit Report Delivery

1. Open the All Applications menu bar, and click
Student Group Management to display the
Manage Student Groups window.

DRCANSIGHT TABE

All Appiications ¥

Manage Student Groups
Manage Student Groups | Upload Student Groups

# Instructions
* Indicates required fields

Administration District School
[TABE 3/10 *  [sample District TABE Test Di[y] ©  TABE Test Schoel - 11111 ‘

Student Last Name Student First Name Student 1D

Teacher Group Name

‘Student Groups

Choase from the above fitters and cidk on *Find Student Groups' to view matching ‘Student Groups

Add Student Group | Exportto Excel | Reassign Group | | Copy Selected Groups | | Delete Selected Groups
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The Manage Student Groups Window (cont.)

2. To search for one or more student
groups, use the various drop-down
menus and fields to enter search criteria
and click Find Student Groups.

DRCINSIGHT™ TABE

Manage Student Groups
Manage Student Groups | Upload Student Groups

@ ]nstructions

* Indicates required fields

Administration Distrigk School

TABE 5/10 Sapfble District TABE Test Di[y]*  [TABE Test School - 11111 .
Student Last Name tudent First Name Student ID
Teacher Group Name

Find Studént Groups | | Clear

Choase from the above filters and dick on ‘Find Student Groups’ to view matching “Student Groups

Add Student Group |  Exportto Excel | Reassign Group | | Copy Selected Groups | | Delete Selected Groups
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The Manage Student Groups Window (cont.)

Use the icons in the Action column to, for example, edit or delete a student group.

DRCANSIGHT  TABE Log Out
All Appitcations
Manage Student Groups

Manage Student Groups | Upload Student Groups

Administration District School
TagE 5/10 [l [SAMPLE DISTRICT - 4123454] *  [SAMPLE SCHOOL 3 - s87654x]
Student Last Name Student First Name Student ID

Teacher Group Name

Student Groups

a Acton
Teaacher, Ima (ImaT@DRC.com) ‘TABE Test Student Group A DE%

3. Student groups that match your search criteria
display at the bottom go the window.

Click the View/Edit icon (L_“) in the Action
column for the student group whose information
you want to edit. The Edit Student Group window
displays. For details about how to use the Edit Click the Delete icon ([]) to delete a
Student window, see “Editing Student Group
Information” on page 92 for more information.

student group.

Edit Student Group

#Instructions

* Indicates required fields

Group MName Teacher
TABE Test Student Group A Teacher, Ima (ImaT@DRC.com)
Search for Available Students
Student Last Name Student First Name Student ID Grade
Adult
Demographic Accommodation Teacher
(Al E (Al Izl Teacher, Ima (ImaT@DE
Find Students New Student Clzar
Available Students: Students in Group:

Student, Ima ()
Student, Testing ()

RVAY

Double-click to edit Student Double-click to edit Student

Sawve Save & Add to Session Cancel
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Editing Student Group Information

The Edit Student Group window allows you to edit student group details and add or remove students from a
group. You also can select (or add then select) a teacher for a group. When your changes are complete, you
can save them or save them and add the group to a test session.

You can search for and add available

students to the student group. You can select a new teacher from the

dropdown menu or click Add to add a
teacher to the Portal, then select the
You can add students to the Portal, teacher for the student group.

and then add them to student
groups.

Edit Student Group

¥ Instructions

Group Name Teacher
TABE Test Student Group A Teacher, Ima (ImaT@DRC.com)

Searah for Avsilzble Students

Student Last Name Student First Name Student ID Grade

Adult
Demographic Accommodation Teacher
(ally (Ally Izl Teacher, Ima [ImaT@D
\
Find Students New Student Clear
Available Students: Students in Group:

Student, Ima ()
Student, Testing ()

RVAYV

Double-click to edit Student Double-click to edit Student

Save Save & Add to Session Cancel

Click Save to save your Click Save & Add to Session to save
changes or Cancel to your changes to the group and then add
cancel your changes. a test session.
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Add a Student Group

Student groups should be named so that other Portal users can clearly distinguish one student group from
another. The student group name and teacher name should be unique to the district and school selected.

Student Group Name Recommendation: <Program> <Teacher name> <Class time/session> or another
name that best describes the students in the group. Example: Basic Math Joe Smith Evening Class.

DRCANSIGHT  TABE Log Out
Al Applcations »
Manage Student Groups

Manage Student Groups | Upload Student Groups

& Instructions

Indicates required fields

Administration District School

TABE 5/10 [¥]* [SAMPLE DISTRICT - 412245+]* [SAMPLE SCHOOL 2 - 267654] *
Student Last Name Student First Name Student ID

Teacher Group Name

] (G

‘Student Groups

[ | Teather, Ima (ImaT&DRE.com) TABE Test Student Group A 2 EEE

Add Student Group. | | Export to Excel | ‘ Reassign Group ‘ ‘ Copy Selected Groups | | Delete Selected Groups.

1. On the Manage Student ©Instructions

* Indicates required fields

Groups window, click Add Group Name Teacher
* Teacher, Ima (ImaT@DRC.cem) *
StUdent Group' The Add Search for Availzble Students
Student Group W|ndOW Student Last Name Student First Name Student ID Grade
Adult [+]

d|3p|ay3 Demographic Accommodation Teacher

(ally (all) Teacher, Ima (ImaT@0[ v

Find Students | | New Student | | Clear
Available Students: Students in Group:

A2AVAY

Double-click to edit Student Double-click to edit Student

Save Save & Add Another Sawve & Add to Session Cancel
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Add a Student Group (cont.)

2. Enter a Group Name for the

student group.

3. Select a new teacher from the
dropdown menu or click Add to add a
teacher to the Portal, then select the
teacher for the student group.

Add Stundent Group

* Indicates Kequired fields

Group Name Teacher

Search far Available Students

Student Last Name Student ID

Student First Name

Accommodation Teacher

(All)

| clear ]

Demographic
(Al

New Student

ind Students

vailable Students: Students in Group:
Student, Ima (9994443331)

Student, Testing (2345678911)

Double-click to edit Student Double-click to edit 3

Save | Save & Add Another | | Save & Add to Session | Cancel

Teacher, Ima (ImaT@DRC.com)

Teacher, Ima (ImaT@DO|w]|

[addfv]”

Grade
Adult

Select a teacher to filter by students
who are associated with a student
group for the selected teacher.

Click New Student to display the
Add Student window, which you use
to add students to the Portal. After
adding the student you then can add
the student to a student group.

in the Available Students column.

5.

remove or add.

key, select the students, and click the mouse button.

4. Enter search criteria and click Find Students. The students that meet your criteria display

Select a student and double-click to edit the student’s information, or use the Add

Selected ([B)), Remove Selected ( 4 ), Add All (), and Remove All () icons with
the Available Students and Students in Session lists to select one or more students to

Note: To select multiple students in sequence, press the Shift key, select the students,
and click the mouse button. To select multiple students not in sequence, press the Ctrl

6. Click Save to save your changes or Cancel to cancel them.
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Create a Test Session from a Student Group

You can create a test session for a student group using the Add Test Session window.

DRCANSIGHT TABE
Al Appications ¥
Manage Student Groups

Upload Student Groups

MPLE SCHOOL 3 - 567654[]

2. Enter a Session Name for the
test session and other details.

1. On the Manage Student Groups window, in the

Action column, click the Add to Session (| =)

icon. The Add Test Session window displays.

Fields with a red asterisk (*) are
required.

Add Test Session

. Testing Window: 06/02/2017 - 03/09/2018

# Instructions

= Indicates required fields

Find Students | | New Student | | Clear |

Available Students:
Lipton, Richard (Jul011577)

#fo edit Student

(ave | [ Save & Add Another | [ cancel |

Session Name Teacher
}.Eading Locator = Marks, John (jmarks@anfS]

Test Content Level

TABE 11 Mathematics (includes Math,

TABE 17 Computztion and Apglied Math.)

N | © e

Comples= Battary 3

Complets Battery 10 -

Begin Date End Date Mode

6/2/2017 [ *3/9/2018 [ q*
Search for Available Students
Student Last Name Student First Name Student ID Grade

Adult [*]

Demographic Accommodation Teacher Student Group
(all} [ (A I A

Students in Session:

Double-dick to edit Student

3. The students in the selected student group displ

icons with the Available Students and Students i
to remove or add.

4. Use the Add Selected (b)), Remove Selected ( 4 ), Add All (]

ay in the Available Students column.

), and Remove All (‘«)
n Session lists to select one or more students

5. Click Save to save your changes or click Save & Add Another to save your changes and
create another test session for the select student group. Click Cancel to cancel your changes.
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Reassign a Teacher to Multiple Student Groups

You can perform this procedure any time a new teacher needs to be assigned to existing student groups.
For example, before deleting a teacher from the Portal, use this procedure to reassign the teacher’s student
groups to a new teacher before deleting the teacher (deleting a teacher also deletes the associated student

groups).

DRCAINSIGHT  TABE

[Lasa srwamnr croun | [sxpartto cxcat | [massmn crovn | [[capy setmcrea croups | [petere setecrma cronns

1. On the Manage Student Groups window,
select the student groups to reassign and click
Reassign Group.

Assign Teacher to Student Groups

B Instructions
* Indicates required fields

Teacher

{Select)
| Assign.| | Eam:e||

2. On the Assign Teacher to Student Groups
window, select the teacher for the selected
student groups and click Assign.
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Uploading Multiple Student Groups to the Portal

To upload multiple student group records at once, you can upload a file containing student group
information to the Portal. The file must be in the comma-separated value (.csv) format and the fields in the
file must be in specific columns. After a file is uploaded successfully, the student groups will automatically
be added to test sessions at their designated testing centers.

_ DRCANSIGHT  TABE
1. Open the All Applications menu bar, click T

Student Group Management the Manage ereral mematon Studenthianagement
Student Groups window. Select the Upload
Student Groups tab.

Test Management Teacher Management

Student Group Management Device Toolkit Report Delivery Student Status Dashboarc

Manage Student Groups
Manage Student Groups | Upload Student Groups
& Download the File Layout (PDF document) and a Sample File (CSV text file).

®Instructions

* Indicates required fields

Administration Schoaol
TABE 9/10 SAMPLE SCHOOL 3 - 987654[4] *
File

Upload

Upload Student Groups Layout — TABE

»  File must contain a header row that includes all the columns in the file layout.
«  File must contain the data in the order listed in the file layout.
= Fields cannot be longer than the value in the Maximum Length column.

= File must be in comma separated (.csv) format
D i Excal 2. The Upload Student Groups tab
o O e Wiindore nén bar ek £l nen Save As... ins link h le PDF
S T e e et w2yt he g s tom of s b rsds Save 1y contains links to both a sample
= Click on the down arrow to the right of this line to open a drop down menu. . . . .
L oo GB o Saio o] ctod ot S 25 0 file that contains instructions and a
= Click on Save on the right .
. :m:r;shaa?:‘iqT;:ca‘h::mmtalreaﬂys:stwnmnmeDistm:landSchnnlfnrmmhma Sample .CSV flle that you can use to
= In order to update an existing group, Teacher Email and Student Group Name must .
be an exact match for the group that is being updated Create the actual flle
Ref Maximum | Required . .
T T R B T B R e e Click the Download the File
i O B i Layout link to display the
b 0 paenpes b T StudentGroupsFileLayout.pdf file.
3| Student Firsi Name i ki ggﬂgmﬁs;ﬁmhmnf be converted to their X . . .
e e This file displays the required layout
AII::r:a;:l;::;:n:u:a::sl;l‘ms Of the -CSv flle you WI” upload to
T 7 D T T T . DRC with rules, instructions, and
5 Date of Birth 10 Y MM/DDI/CCYY . .
& [ Teacher Fist Name |28 W[ Allwed Characters: A-Z, 52, 0, Spaces. examples descnbmg how to create
7 | Teacher Last Name 20 N :ﬁ:ﬁ r(::s :r_‘p‘d:;s:;:s(;_) .
BN and format the file.
8 Teacher Email 70 Y Must be unique (records with duplicate email
addresses will be rejoctad)
Alphanumeric
Walid email format (xoo@zox.xxx)
9 Student Group 50 v Allowed Characlers: A-Z, a-z, 0-8, spaces,
Mame. hyphens (-), apastrophes (')
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Uploading Multiple Student Groups to the Portal (cont.)

Manage Student Groups

Manage Student Groups Upload Student Groups
& Download the File Layout (PDF document) and a Sample File (CSV text file).

# Instructions

* Indicates reguired fields

Administration District School
TABE 9/10 *  |SAMPLE DISTRICT - 4123456 4| * | SAMPLE SCHOOL 3 - 9876544 *
File
| [oee. ] -
Upload

3. Click the Sample File link to download or display the
SampleStudentGroupsFile.csv file.

This file is only a sample of the type of file you will upload to
DRC.

Depending on the browser you are using, a dialog box may
appear for you to use to open or download the file.

SampleStudentGroupsFile - Excel

Insert Page Layout Formulas View ACROBAT Q Tell me what you want to do
3 cut o ol=— = - Tim Ex = A
Calibri Sl - A A T == - EWeplet General - = ] ¢ | €= = @
Past € Copy - Py = C d | Fi pt Cell IEEIrt E‘JEEI‘E'( Fe t EFHI
‘aste B I U~ - - - === = 3= [ Merge& Center - $ T 0 o0 onditional Format as el nsel elete Formal
~ Format Painter L g —) Formatting ~ Table~ Styles - v < v Clg
Clipboard () Font [F] Alignment () Mumber [F] Styles Cells
c11 - F
A B e D E F G H I 1 K
1 |StudentID Student Last Name Student First Name Gender Date of Birth Teacher FiTeacher Last Name Teacher Email Student Group Name
2 9999991 TESTER STUDENT M 1/1/1990 One Teacher teacherlemail@state.edu O Teacher's Class
3 9993992 TESTER1 STUDENT M 1/1/1990 Two Teacher teacher2email@state.edu Two Teacher - Mathematics 11-D
4 9993993 TESTERZ2 STUDENT M 1/1/1990 Two Teacher teacher2email@state.edu Two Teacher - Mathematics 11-D
5 TESTER3 STUDENT1 0 1/1/1991 teacher3email@state.edu TeacherT- Language E

4. Use the SampleStudentGroupsFile.csv file to create,
rename, and save a student group file to upload.

Note: Be sure to keep the header column rows in the
file you upload.
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Uploading Multiple Student Groups to the Portal (cont.)

Manage Student Groups
Manage Student Groups Upload Student Groups

. Download the File Layout (PDF document) and a Sample File (CSV text file).

# Instructions

* Indicates required fields

Administration District School
TABE 9/10 *  |SAMPLE DISTRICT - 4123456 4| *  |SAMPLE SCHOOL 3 - 987654w]*
File

Browse...

Upload

5. After you have created a students file, click Browse... to locate it,

select the file, and click Open to display it in the File field of the
Upload Student Groups tab.

DRCANSIGHT TABE

All Applications »

Manage Student Groups
Manage Student Groups Upload Student Gfoups

« Download the File Layout (PDF dgocument) and a Sample File (CSV text file).

H Instructions

* Indicates required fields

Administration District School

TABE 9/10 " SAMPLE DISTRICT - 412345g4|* |SAMPLE SCHOOL 3 - S87654[4 ] *
File

TABE Student Groups._final.csv x

Upload

6. Click Upload. A message displays indicating the file has been
transferred and is being checked for errors.

After the file has been validated, you can review its status. If the file
contains errors, you must correct them and repeat Steps 5 and 6.
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On-Demand Score Reports

Portal users can view or download score reports by school. A report for each student in the selected school
displays. The reports display the student info, the subjects tested and related scores and performance levels.

DRCANSIGHT™ TABE

All Applications v
Student Group Management

Student Management Test Management Teacher Management

General Information User Management Materials Management

Central Office Report Delivery

1. Open the All Applications menu bar,
click Report Delivery then select the
On Demand Reports tab.

2. Specify an Administration, District, School, *Report, and
Language from the drop-down menus.

*From the Report menu, select Individual Profile - All for the

most recent test in each subject, Individual Portfolio - All for all
tests in each subject, or Locator - All for all Locator test results.

3. Click the Find Students button to display a list of reports
(shown on the following page) for the selection criteria you

entered.

DRCANSIGHT  TABE

All Applications »
View Reports

Manage Reports | Cn-Demand Reports

On-Demand Reports

On-Demand Reports allows the user to search for StyudenifReports. The user can open or save the PDF

reports.

«@

Instructions

* Indicates reguired fields
School

Administration District
> TABE TEST SCHOOL - 11111@ *

TABE 9/10 [v]
Grade

[«]* |Adult [v]

Report
Individual Profile - All

Last Name

State Student ID Session

Find Studenﬁ Clear
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On-Demand Score Reports (cont.)

- reports.

# Instructions
* Indicates required figlds

Administration

ASample
cohen
drsaz
dr=ab
drsac
drzad
drsas
drzaf

drsag

On-Demand Reports

On-Demand Reports allows the user to search for Student Reports. The user can open or save the PDF

TABE 9/10 |E| * SAMPLE DISTRICT - 99999 |E| *  [TABE TEST 5CHOOL - 11111|E| *
Report Language Grade
Individuzl Profile - Past 24 H|z| #  [Englizh |z| *  [adult |z|
Last Name First Name
State Student ID Seszion
Find Students Clear
Students

Page 1of3 (112 iems) =<mrev [{] 2 3 mexs

District Scheool

4  First Name 4  Stte StudemtID &  Datz Of Birth

Student 01/01/2000 AD @
breznnz 01/01/2001 AD @
kids 1234000001 0%/01/1990 AD @
kids 1234000002 01/01/1990 AD @
kids 1234000003 0%/01/1990 AD @
kids 1234000004 010171991 AD @
kids 1234000005 02/01/1991 Al @

lads 1234000006 01/01/1992 Al

kids 1234000007 01/01/1550 Al @

Open Selected Save Selected

3. To open or save one student’s report, in the Action column,
click the Open PDF icon (iZl) to display the report. Click the
Save PDF icon (i4) to save the report to your system.

box for the student reports you want

4. To open or save PDF reports for multiple students, select the check

Selected to open all selected student reports. Click Save Selected
to save the selected reports to your system.

to work with. Click Open
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