Post Test Clean Up Workflow

At the end of your testing window, you may have students who either haven’t tested or were unable to
complete testing. This document will walk you through post-test clean-up to ensure smooth reporting
delivery and accurate results.

Using the home page dashboard, you can use the status link to pull up in each of the testing statuses.
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For students who did not and will not test:

After navigating from the status link
or Sele(:tlng the approprlate Sess'on' print selected testing ticket(s) | Remove | Move | Update Status =
Select the bOX next to the Student’s Reset Student Password | Enter Exception | Sections Out of Order ~ Filter: Search Q

Export to CSV.

STUDENTLIST

na | I Ie . ‘ SUCCESS. Testing status updated for 1 student(s). x
Student Name & Grade ¢ SSID & Exception Accom Progress  Staws &
Student, AA A 3 10028 (Exception) 014 I Not Tested
Student. B A 3 10003 016 I Submitted for Scoring
i 9 student.BBA 3 10029 0/16 I Ready -

To do multiple student tests, select
the box at the top of the column.

Print selected testing ticket(s) | Move | Enter Exception | Export to CSV Filter: Search a
SUCCESS. Testing status updated for 1 student(s). x

|
A

u Student Name $ Grade # SSID & Exception Accom Progress Status
H Student, AAA 3 10028 Exception 0/14 I Not Tested
ﬂ Student, BA 3 10003 016 I Submitted for Scoring  ~
8 student BBA 3 10028 0/16 I Ready -
H Student, CA 3 10004 0/14 I Ready -
ﬂ Student, CCA 3 10030 0/16 I Ready v
Not Tested from the drop down. —|
2d testing ticket(s) | Remove | Move | Update Status =
Reset Student Passwol ter Exception | Sectiof - Filter: Search Q
Export to €5V Marked Complete
Not Tested
Student Name & Grade % > Exception & Accom Progress Status &
ﬂ Studant, AA A 3 10028 014 I Ready ¥

@ studentBA E 10003 016 I Ready ¥




You'll see a message that this action
cannot be reverted. Select Not
Tested.

Not Tested selected attempt(s)

The selected test attempt(s) will be updated to ‘Mot Tested” and it is not
possible to revert this action. Proceed?

% Not Tested

You'll be prompted to putin an
exception for why the student did
not test. Select the radio button next
to the most appropriate choice.

Select Save & Close.

Enter Exception

Applies to 1 selected Students
01 - Medical Emergency
02 - EL First Year In U.5.(Reading Only)
03 - Incorrect Accommodation/Accessibility Feature Applied
04 - Cheating/Using Unauthorized Electronic Device
05 - Test Security
06 - Incomplete Assessment
07 - Off Grade
08 - Fire Alarm
0% - Disturbance

@ 11 - Absent

12 - Transferred Or Withdraw

13 - Suspended Or Expelled

14 - Home Hospital Or Incarcerated

15 - Refused To Participate

N - Changed To Certificate Bound (Subject To Audit)

Cancel Save & Close




If a student could not submit the test, an authorized user marked the student's test complete to submit
it, and make it available for scoring and reporting:

7
Select the box next to the student’s
name
Prir ed testing ticket(s)
Rex tudent Password Ente Filter: Search Q
Export to CSV
1 student(s) have accommodations mismatches/errors, ‘
Student Name & Grade ¢ SSID = Exception Accom Progress Status &
Small Group Testing - ¥, Time
Student, AA 2 10002 ff Day- Y. Bdended Time-Y I Ready v
More
Student, AA A k3 10028 014 I Ready ~
A
Student, B A 3 10003 0116 I Ready v
Student, BB A 3 10029 016 I Ready ~
To do multiple student tests, select
the box at the top of the column.
Print selected testing ticket(s) Remove Move Update Status ~
Reset Student Password Enter Exception Sections Out of Order ~ Filter: Search Q
Export to C5V
‘ 1 student(s) have accommodations mismatches/errors.
‘ Student Name Grade % SsSiD $ Exception & Accom Progress Status &
Small Group Testing - ¥, Time:
Student, AA 3 10002 u_f BT B oy I Ready ~
More
Student, AA A 3 10028 ona I Ready ~
Student, BA 3 10003 016 I Ready ¥
Select the update status and select
Marked Complete from the drop
prir cted testing ticket(s) Update Status =
down. oy S — a
SUCCESS, Testing status updated far 1 studentig o x ‘
Student Name & Grade & SsiD ¢ Exception & Accom Progress Status &
Student, AA A E 10028 (Exception) o4 I Not Testad
Student, BA 3 10003 0r16 I Ready v
7 - -
You’ll see a message that this action
cannot be reverted. Select Confirm.
Mark Complete selected attempt(s)
The selected student test attempt(s) will be marked complete and acticn
cannot be reverted. Are you sure you want to proceed?




If exceptions occurred during a test session, an authorized user can mark the test attempt DNR to
ensure that the test attempt is not included in reports. The student cannot be re-registered for the test.
To re-register a student, a user should mark the attempt Void.

Users must choose from three options when marking a test attempt as Do Not Report (DNR):
¢ DNR Both - Results are excluded from both individual and summary reports.

¢ DNR Individual - Results are excluded from only individual reports.
o DNR Summary - Results are excluded from only summary reports.

Select the box next to the student’s
name.

STUDENT LIST

Print selected testing ticket{s) | Move | Update Status ~

Reset Student Password | Enter Exception | Sections Out of Order ~ Filter: Search Q
Export to CSV
Student Name & Grade ¢ SSID % Exception Accom Progress  Stats &
‘ Student, BB A 3 10029 Unit14/16 I Exited ~
Student, C A 3 10004 unit 14/14 I Exited ¥

To do multiple student tests, select
the box at the top of the column.

print selected testing ticket(s) fove | Update Status ~
Reset Student Password En Exception Sections Out of Order ~ Filter: Search Q
Exportto CSV

Student Name $ *

STUDENTLIST

Grade 3 SSID & Exception & Accom Progress  Staws &
Student. BB A 3 10029 Unit14/16 I Exited ¥
Student, C A 3 10004 Unit14/14 I Exited ¥

Select the update status and select
the appropriate DNR from the drop e

d own eset St ssw xceptic— === ——— Filter: Search Q
Export to CSV Marked Complete
void .

Student Name 4 Exception ¢ Accom Progress Status &
DNR Both

STUDENT LIST

Student, BB A DNR Summary Unit 1 416 I Exited v

DNR Individual
Student, CA Unit 1414 I Exited v

You’ll see a message that this action
cannot be reverted. Select DNR.

DNR selected attempt(s)

The selected test attempt(s) will be DNR'd and it is not possible to revert this
action. Proceed?

If a student’s test was submitted for scoring but did not meet the attemptedness rule, the student’s test
status will be Not Attempted and the student will not receive an Individual Student Report (ISR).




