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Introduction

B What'’s
Covered in
This Guide

B The eDIRECT
Permissions
Matrix

This user guide discusses eDIRECT, the interface to the administrative
functions of the DRC INSIGHT Online Learning System.

The primary users of eDIRECT are District Assessment Contacts (DACs),
School Test Coordinators (STCs), District Technology Coordinators
(DTCs), and Test Administrators (TAs). The primary audience for this
guide is both eDIRECT end users and eDIRECT administrators.

This guide is divided into various topics:

* In Working with eDIRECT, the guide describes how to access and log
on to eDIRECT, as well as some of its more common menu functions
and options for end users.

* In the General Information and Manage Users topics, the guide cov-
ers the various administrative tasks that DACs can perform using
eDIRECT. These tasks include editing and updating user information,
resetting passwords, activating and deactivating users, and adding new
users.

* The Test Setup topic describes the test setup options that DACs and
STCs have for editing student information and test sessions.

» The Reports topic briefly discusses the reports that are available
through eDIRECT.

For online testing, eDIRECT categorizes people into various roles and
levels—District, School, Test Administrator, and District Technology
Coordinator. Within eDIRECT, each role level is assigned a set of testing
functions called permissions to allow the people at that level to handle the
testing responsibilities associated with the role.

The table on the following page lists the current eDIRECT permissions,
the path in eDIRECT to where the function the permission allows is
located, the permission’s name in eDIRECT, and the roles currently
assigned the permission.
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Introduction

.. . District School TA* DTC**
. . Permission Name in — — — —
Location in eDIRECT eDIRECT All within [ All within [ All within | All within
district school school district
ngeral Information Documents— DocumentsView Yes Yes Yes Yes
View
Enrollments'f Enrollment-Primary Window " Yes
Manage Users -
User Administration Administrator Yes
Manage Users Administrator-Mass Assign Role Yes
User Administration &
Materials-Additional Materials Mgtenals-Add1t10nal—Pr1mary Yes
Window
Materials-Additional Materials Materials-Additional-View/Edit Yes
Test Setup-General Information | Online Testing-Secured
Yes Yes
Downloads Resources
Test Setup Test Setup-Primary Window ® Yes Yes
Test Setup - St t: .
est Se up Students Students- Search/View®@ Yes Yes
Search/View
Test Setup-Students .
Add/Edit Students—Add/Edit Yes Yes
Test Setup-Students Download Students—Download Students Yes Yes
Students
Test Setup—Students ot
Upload Students Students—Upload Students Yes Yes
Test Setup—Test Sessions Test Session—Search/View® Yes Yes
Tes't Setup-Test Sessions Add/ Test Session—Add/Edit Yes Yes
Edit
Test SetupTest Sessions Status Test Session—Status Summary Yes Yes
Summary
Test Setup—Iest Sessions Edit/ . . .
Print Ticket Status Print Test Tickets—View/Print Yes Yes
Reports-Status Reports Status Reports-District Reports Yes
Reports—Online Testing Statistics | Online Testing Statistics Yes
Reports—View Online Results’ Reports-View Online Results® Yes
Reports—View Reports'* Reports—View—District Files'f Yes
Reports—View Reports't Reports-View School Files' Yes Yes
Reports-View Reports'" View Reports-Download-District/ Yes Yes
School*

*Test Administrator

**District Technology Coordinator

+Not applicable for the NeSA-ELA Pilot Test for Grades 3 and 4.
+1Not applicable for the NeSA—ELA Practice Test or the NeSA—ELA Pilot Test for Grades 3 and 4.
T1+Only applicable for the NeSA—ELA Practice Test.

® You must have this permission to use any other Test Setup permissions.

@You must have this permission to use any other Students permissions.
®You must have this permission to use any other Test Sessions permissions.
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Working with eDIRECT

The eDIRECT Home Page

To display the eDIRECT home page, enter the URL https://ne.drcedirect.com/ in your supported browser.
When the eDIRECT home page displays, the General Information and Test Setup menus are displayed

in the upper left portion of the page. The General Information menu has one option, Minimum Browser
Requirements.

The General Information Menu contains a link
for web browser requirements (see “Minimum
Browser Requirements” on page 7).

Click Log On to log
on to eDIRECT.

A Partner For Excellence

Welcome to
eDIRECT

Data Recognition Corporation (DRC) welcomes Nebraska educators to eDIRECT!

General Information %

Minimum Browser
Requirements

ANNIW 350104

Test Setup
This Web site enables you to quickly and easily access links to online testing tools and program information for the Nebraska State
Accountability (NeSA) testing program, including Check4Learning (C4L).

To access program content, authorized district and school personnel need to log onto the secure site with their email address and
password. To log on, press the Log On link in the upper right of this page.

ACCESS NeSA ONLINE TOOLS TRAINING WITH GOOGLE CHROME
Publicly accessible versions of the DRC INSIGHT test engine and the NeSA Online Tools Training are available. Please copy the link below into Google
Chrome to access these practice opportunities. Note that Google Chrome is the only supported browser for this public version of the DRC INSIGHT

test engine.

https://wbte.drcedirect.com/NE/portals/ne

Click Test Setup to display general information about
test setup, or to download and use online tutorials.
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Working with eDIRECT

Minimum Browser Requirements

When you select Minimum Browser Requirements from the General Information menu of the
eDIRECT website, a page displays listing browser requirements, with links to browser pages and additional
information.

The Minimum Web Browser Requirements The page contains links to web browser home
page displays a list of the web browsers pages, organized by user (operating system)—PC

and Linux Users (Linux)—that you can use to
learn about and download different web browsers.

A Partner For Excellence

Minimum Web Browser Requirements

General Information 2

Minimum Browser
Requirements
* Microsoft Internet Explorer 7.0 through 9.0

Test Setup ¥ » Mozilla Firefox 3.6

* Mozilla Firefox 6.0 or higher
* Apple Safari 4.0 or higher

+ Other Web browsers compatible with these browsers

The Web pages and Web-based applications hosted by Data Recognition Corporation (DRC) #DIRECT require one of the following minimum Web browsers:

ANN3IW 3S0T04

Additionally, eDIRECT works optimally at a minimum browser window wigth of 1024 pixels (for example, a screen resolution of 1024x768 with a maximized
browser window). If you do not meet the minimum, the site may reguife horizontal scrolling to use all functionality.

Internet Explorer Warning: We are aware of eDIRECT ip€ompatibility issues with Internet Explorer versions greater than 9 and are
working to resolve them. To continue to use eDIRECFwith Internet Explorer, please use Internet Explorer 7 through 9 or turn on
Compatibility View in Internet Explorer versions gfeater than 9 (please contact Support if you need additional assistance).

PC Users

If you are not sure of the version of your browgaf, select Help in the menu bar of your browser and choose About. If you need to upgrade your Web
browser software, we recommend one of theAollowing:

* Mozilla Firefox (Outside Source)
« Microsoft Internet Explorer (Outside 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 {Outside Source)
* Apple Safari (Outside Source)

Linux Users
eDIRECT has been verified to work on Ubuntu 10.04 with Gnome Window Manager 2.3.
If 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:
» Morzilla Firefox {(Outside Source)
Additional Information

All Web pages and Web-based applications hosted by DRC eDIRECT require the Web browser to support JavaScript (Outside Source) and to accept
session-based cookies (Outside Source). By default, the major Web browsers are configured to handle this requirement.

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 eDIRECT.
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Working with eDIRECT

Logging On To eDIRECT for the First Time

To log on to eDIRECT, you must have a username and a password. When an administrator creates an
eDIRECT user, the user automatically receives an email from eDIRECT containing the username (the user’s
email address) and a temporary password. The eDIRECT user uses the username and temporary password to
log on to eDIRECT for the first time.

Note: Within ten days of receiving the email with the temporary password, you must log in using your
temporary password and change it. After ten days, the password expires and the account must be reset.

To log on to eDIRECT, enter your email address
as your username in the Email Address field.

DATA RECOGNITION

DRC

CORFORATION

Requirements

Data Recognijon Corporation (DRC) welcomes Nebraska educators to eDIRECT!
Test Setup
This Web site engbles you to quickly and easily access links to online testing tools and program information for the Nebraska State

Accountability (NeS4) testing program, including Check4Learning (C4L).

To access program comNent, authorized district and school personnel need to log onto the secure site with their email address and
password. To log on, preds the Log On link in the upper right of this page.

* Indicates required fields

Email Address
*
AC OGLE CHROME

Password
Publicly accessible versions of the DRC INS *® are available. Please copy the link below into Google
Chrome to access these practice opportun browser for this public version of the DRC INSIGHT
test engine.

el

Forgot password? |

Click Log On to log on or
Cancel to cancel the process.

Type, or copy and paste, the temporary
password from the email you received
into the Password field. If you paste it,
verify that no extra spaces are included.

act to have a new temporary password sent. If you are the District Assessment Contact, please

incoming e-mail. Please do not reply to this message.
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Working with eDIRECT

Logging On To eDIRECT for the First Time (cont.)

When you log on to eDIRECT for the first time using your temporary password, you are prompted to change
the password.

« Ifan eDIRECT user forgets his or her password, or does not log in with the temporary password within
ten days, he or she must contact his or her District Assessment Contact (DAC) to reset it. If a DAC
forgets his or her password, or does not log in with the temporary password within ten days, he or she
must contact DRC’s Nebraska Customer Service to reset it.

*  When a password is reset, an email notification is sent to the user with a new temporary password.

When you log on to eDIRECT for the first time, you are prompted to
change your temporary password. Enter your new password in the
New Password field. The new password must contain nine or more
characters, including both uppercase and lowercase letters and at least
one number. It cannot include any part of the email address.

First Time Log On

Password Policy: A minlmuny of 9 characters with at least 1 numeric, both upper-case and lower-casae alphabetic, and does not include
any part of the user account emall address,

¥ Iredicates regured feld
Create New Passwor
A% this is the first ome you hgve logged in, you should salect 4 new password. This password will Feplace your previously assigned password, and will be
known only to yourself
Ermail Sddrass

el1em‘|chrﬁ‘1datarecogn' |&I'ICOI'|‘_".I’_'011'I

Mew Password

Confinm Mew Password

Security Question
For your security, please choose a quastion and answer below before selecting continue
Queston

(Select) w '

AnSwer

Re-enter the new password in the
Confirm New Password field (do
not cut and paste the password).

Select a security question from
the Question drop-down menu,
enter your answer in the Answer
field, and click Save.
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Working with eDIRECT

Logging On To eDIRECT for the First Time (cont.)

The final step in the initial login process is to read and acknowledge the Security and Confidentiality
Agreement for DRC Applications. You must agree to the conditions of this agreement in order to use
eDIRECT. Print the agreement if you want to retain a copy.

Read the Security and Confidentiality
Agreement for DRC Applications and check
the | Agree checkbox.

Note: You cannot continue to use eDIRECT
without checking this checkbox.

Security and Confidentiality Agreement for DRC Applications

DRC eDIRECT is designed for State, District, and School levgl personnel and contains confidential and private information, incuding, but not limited to, secure test
materials, test scores and student demographic informatigh. The system is password protected and requires a user name and password for access.

The secure test materials are proprietary information of its owner(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 matepfals you must first agree to these terms to keep the test materials secure and confidential and not disclose or
reproduce any information about the secure test Materials except in your authorized capacity.

The system is not for public use, and any stugént information from the system must not be disclosed to anyone other than a state, district or school official as
defined by the Family Educational Rights ang Privacy Act of 1974 (FERPA). Under FERPA, a school official is a person employed by the state, district or school as an
administrator, supervisor, district test cggrdinator, 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 his/her 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 unauthorized to use the system is prohibited. Disdosure of a student’s data to their parent or guardian must be in
accordance with FERPA. For mgfe information on FERPA, see the U.S. Department of Education website at http://www.ed.gov/offices/OM/fpco/ferpa/.

By agreeing to these termg, 1 hereby certify that I will maintain the confidentiality of secure test materials, system passwords and student data accessed through
DRC eDIRECT and I wil/not share information with unauthorized individuals. If I leave the position that allowed me to access this information, I will neither access
nor disclose any data greviously accessed through the system. Further, I will destroy any data accessed through the system if such data is no longer being used to
serve a legitimate edicational purpose. I understand that to continue to access, disclose, or retain such information would be in violation of the Family Educational
Act (FERPA).

After you have agreed to the Security
Agreement, click Continue. Click Print to
print the Security Agreement.
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General Information

When you log into eDIRECT, the General Information menu is displayed in the upper left side of the main
page. This menu has four options: Minimum Browser Requirements, Security Agreement, Documents, and
Announcements.

The General Information Menu

Click Minimum Browser Requirements to display the
Web Browser Requirements page, which details the
eDIRECT web browser requirements for the operating
systems: Windows, Linux, and Mac (OS X).

Click Security Agreement
to display the Security and
Confidentiality Agreement for
DRC Applications. You can
read and print the agreement
from the page that displays.

Minimum Browser
Requirements

Security Agreement

Documents

Announcements

Click Documents to display the Documents page.
Click Announcements to display From this page you can select, open, and
the Announcements page. This page download various documents, including manuals,
contains the latest information and memos, and Microsoft PowerPoint presentations.
news about online testing.
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Manage Users

The Manage Users Menu

When you log into eDIRECT, the Manage Users menu is displayed in the middle left side of the main page,
below the General Information menu. This menu has three options: My Account, Change My Password, and
User Administration.

Click My Account to display the My Account
page. Use this page to update your user
name, email address, mailing address, phone
numbers, and security question.

DATA RECOGNITION e

General Information

Click Change My
Password to display the
Change My Password
page. From this page you
My Account can specify, confirm, and
save a new password.

Manage Users

Change My Password

User Administration

Click User Administration to perform various user administration tasks:
» Edit a user’s contact information

+ Change permissions for one or more users

* Reset a user’s password

» Activate or inactivate one or more users

* Add one or more users to the system
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Manage Users

Editing and Updating a User’s Contact Information

This topic describes various user administration tasks you can perform using the Manage Users menu. From
this menu, you can edit a user’s contact information, edit a user’s permissions, reset a user’s password,
inactivate a user, activate a user, add a single user, copy one or more users to a new administration, add

permissions for a single user, or upload multiple users.

To edit a user’s contact information, do the following:

1. Select User Administration, click on 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.

A Partner For Excellence

User Administration
Edit User | Add Single User | Upload Multiple Users

i Instructions

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

District
SAMPLE DISTRICT - EE

Administration User Role

2013-2014 NeSA-W FiB (all) El

Gchool First Name Last Name

Administration Setup
RAMPLE SCHOOL smc[]

Reports

Status

Hide Inactive Users

[ETp— (all) =l

Users

Profiles

D

Welcome Bob Balderson!
Home | Log OFf

Teacher Ima Imateacher @email.com Not Logged In Yet @m E
2. In the Action column, click the View/Edit icon ("))
to display the Edit User dialog box.
Account Status: Not Logged In Yet
Contact Permissions Password
* Indicates required fields
Prefix First Name Middle Initial Last Name Suffix
E| Ima Teacher E
Email Address Confirm Email Address
Imateacher@email.com Imateacher@email.com
(Please do not paste) (Please do not paste)
Address 1 Address 2
City State Zip
3. From the Contact tab, [
update the required fields i
al”ld any Other fle|dS you Phone Phone Extension
need to change, and click (123-456-7890)
the Save button. \
Reset User Inactivate Close
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Manage Users

Adding Permissions for a Single User

From the Edit User tab, you can add permissions to a user’s account.

To edit a user’s permissions, do the following:

1. Select User Administration, click on 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.

Contact Permissions Password

First Name Last Name Email Address
Billy Sample userl@drcsample.com

Permissions

Administration A District 4 School &  Action

| 20132014 TFm. 000098000 - SAMPLE 9999098001 - SAMPLE DE :
Check4Learning DISTRICT SCHOOL OTT

| 12014-2015: NeSARMS Test 999998000 - SAMPLE 999998001 - SAMPLE — E '

Administrator DISTRICT SCHOOL OTT ’h.

2013-2014 NeSA-W Field  Test 099998000 - SAMPLE 999998001 - SAMPLE — E
Test Administrator DISTRICT SCHOOL OTT il

| 2013-2014 HesA-W Teathes 099998000 - SAMPLE 999998001 - SAMPLE — @ [
Practice Test DISTRICT SCHOOL OTT il
2013-2014 NeSA-W Test 099998000 - SAMPLE 999998001 - SAMPLE - E
Practice Test Administrator DISTRICT SCHOOL OTT il

[ " Test 009998000 - SAMPLE 999998001 - SAMP [
2013-2014 NeSA-WIENG oy inictrator | DISTRICT SCHOOL OTT DE

‘ Reset User Inactivate Close

/

2. In the Action column, click the View/Edit icon (__;)
to display the Edit User dialog box.

3. Click the Add button to display
the Add Permissions Screen.
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Manage Users

Adding Permissions for a Single User (cont.)

and click the Save button.

select them.

4. When the Add Permissions dialog box displays, select permissions from the Available
Permissions list to add to the user. Use the Add Selected arrow (\E) to add the permissions,

» 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

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

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

Add Permissions

* Indicates reqguired Nelds
Administration

2014-2015 NeSA - RMS
District

¥
SAMPLE DISTRICT - 999998 n

Permission-set
Test Administrator

Available Permissions

Administrator

Administrator - Set Password
Documents - Delete
Documents - Upload
Documents - View

Maintain Administration

Online Testing Statistics
Reports - View District Files
Reports - View School Files
Reports - View State Files

Save Cancel

. Tip: When ycw select a permis

Online Testing - Secured Resources

To see the description, select a permission

User Role

Test Administrator E &
School

SAMPLE SCHOOL OTT - 999+ *

ion, its\description will display below the list

igned Permissions

Note: You can use the Permission set

drop-down menu to select a suggested
set of default permissions for different

roles in the system.

AW AW

5-

Click Save when you are finished
to save your changes or Cancel
to cancel them.
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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.

To edit a user’s permissions, do the following:

1. 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 (E).
The user displays in the Edit User window.

Account Statu

‘ Password Expired

Contact | Permissions Password
First Name Last Name Email Address
John Sample johnsample@sampleemail.com

Permissions
&  District i

339998000 - SAMPLE
DISTRICT

Schoaol

& Role

Administration

2014-2015 MeSA - EMS
School SCHOOL OTT

Add

| Reseat I..Iser| Inactivate | Eluse|

999998001 - SAMPLE

&  Artion

2. Click the Permissions tab to
display the Permissions dialog
box. 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

Manage Users

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.

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

list
Available Permissions Assigned Permissions
Administrator - Documents - View -

Administrator - Mass Assign Role Students - Search/\View
Online Testing - Secured Resources
Students - Add/Edit

Students - Download Students
Test Session - Add/Edit

Test Session - Search/View

Test Session - Status Summary

Test Tickets - View/Print

.AN.43

4. Click Save when you are finished
to save your changes or Cancel
to cancel them.
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Manage Users

Editing Multiple Users’ Permissions

From the Edit User tab you can add or remove permissions for multiple users with the same role in the
system.

To edit permissions for multiple users, do the following:

1. Click the Edit User tab, use the various drop-down menus and fields to
enter search criteria to help locate the user, click Find User to display a list
of users, and select the Profiles tab.

Users | Profiles

checkbox in the 0 e e x| P10 NN i e | s
left-hand column for
each user profile
you want to edit.

Copy to New Administrati \@. B = ‘Ass'ﬂnﬁnle Export All Lo Excel

Assign Permissions

You can only assign permissions on this screen, not remove them.

. Permission(s) in the right-hand list will be added to the user profile(s) < < < <

you selected on the previous screen. 3- CIle the ASSI n PermISSIOI‘lS or

)

Tip: When you select a permission, its description will display below the Remove Perm I55|ons bUtton and

<2 adjust the permissions using the
Available Permissions Assigned Permissions e A A
Chiide . . = arrows when the As§|gn P.ermlssuons
Adminitrator - Mass Assign Role [gg] or Remove Permissions dialog
Dukuoyfitiy conmedioonos E/’/ displays (see “Editing a Single User’s

d - load d i i 2 i
et Permissions” on page 17 for details).
Test Session - Add/Edit
Test Session - Search/View
Test Session - Status Summary "
Test Tickets - View/Print - hd

To see the description, select 3 permission

4. Click Save when you are finished
to save your changes or Cancel
to cancel them.
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Manage Users

Resetting a User’s Password

If a user forgets his or her password, or does not log in with the temporary password within ten days, he or
she must contact his or her District Assessment Contact (DAC).

If a DAC forgets his or her password, or does not log in with the temporary password within ten days,
he or she must contact DRC’s Nebraska Customer Service (866-342-6280) or necustomerservice@
datarecognitioncorp.com to reset it.

When a password is reset, an email notification is sent to the user with a new temporary password (see
“Logging On to eDIRECT for the First Time” on page 9 for details).

To reset a user’s password, do the following:

1. 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 Administration

General Information

Manage Users Edit User | Add Single User | Upload Multiple Users

My Account R

G
change My Password NS
User Administration

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

ANNIW ISOTOA|

eDirect Setup

Administration User Role District
Test Setup 2014-2015 NeSA - RMS |z| Teacher E SAMPLE DISTRICT - QE
School First Name Last Name
Administration Setup
(AN
Reports
e Email Status
Student Lookup (Al [+] [ Hide actve Users
Check4Learning

Users | Profiles

User Accounts

W Last Name 4 First Name 4 Email Address

Sample Bily userl@drcsample.com Active D @ 3

2. In the Action column, click the

@ You have requested to reset user 'Ima Teacher .
“-::) {Imateacher@email.com)'. Are you sure? Reset User icon (@) for the
user whose password you

Reset User |\} Cancel ! want to reset.

3. When the Reset User dialog box displays,
click Reset User to reset their password or
Cancel to cancel the process.
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Copying Users to a New Administration

From the Edit User tab you can copy one or more users with the same role in the system to a new
administration.

To copy one or more users to a new administration, do the following:

1. Click the Edit User tab, use the various drop-down menus and fields to
enter search criteria to help locate the user, click Find User to display a list
of users, and select the Profiles tab.

Users | Profiles

User Profiles

[ copy to tlew Administsations | [ Assign Permissions | [_Remove Pernissions | Nassion Role] [ Export Allto Excel

3. Click the Copy to New

Administrations button. 2. Check the checkbox in the left-hand

column for each user profile you want to
copy to a new administration.

Page 20



Copying Users to a New Administration (cont.)

| Copy Profiles to New Administration

You are copying 1 user profile(s). If you are unsure which
W profiles you selected, press Cancel and review your
choices on the previous screen.

# Instructions
* Indicates required fields

Mew Administration

2014 NesSA Technology Tnal )
2014-2015 NeSA-W Practice Test

2013-2014 Check4Leaming

2014-2015 MNesS4 - RMS

| Submit | | Cancel |

4. The Copy Profiles to New Administration dialog
box displays. Select the administration to which
you want the user profile(s) copied.

5. Click Submit to copy the profile(s) or
Cancel to cancel the process.
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Inactivating a User

You can inactivate eDIRECT users that are currently active. When a user is inactivated, the user is unable to
access eDIRECT (to reactivate a user, see “Activating a User” on page 23).

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

To inactivate a user, do the following:

1. 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 \Wdministration

Edit Uskr || Add Single User || Upload Multiple Users

MUUETEETY

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

Administration User Role District
2014-2015 NeSA - RMS[w]|  T=acher [¢] BAmeLEDISTRICT -[4]
School First Name Last Name
Al =
Email Status
Al [ Hide Inactive Users
i

Users | Profiles

User Accounts

[ Last Name & First Name -,
Semole Bily user1 @ekesampl,com Active Cle a
Taacher Ims Imatzacher@dresample.com Mot Logged In Yet DE

2. In the Action column, click the
Inactivate icon (&) for the user
you want to make inactive.

Inactivate User

:\::) You have requested to inactivate user 'Ima
Teacher (Imateacher@drecsample.com)’. Are you

sure?
Inactivate

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 an eDIRECT user that is currently inactive so the user can access eDIRECT again (to
inactivate a user, see “Inactivating a User”” on page 22). 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.

To activate a user, do the following:

1. 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.

\

Usé&Administration
Edit User | Add Single User Upload Multiple Users

@ Instructions

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

Adrmninistraticn User Role District
2014-2015 NeSA-RMS[o]  Teacher [l BameLEDISTRICT -[5]
Schoal First Name Last Name
tall [
Email Status
(211} [+] Hide Inactive Users

Users || Profiles

The user has been activated.

ser Accounts

Bilty wserl @drcsampke. com

Ima Imzteacher@dreszmple. com

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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Adding a User

When you add a user, specify the permissions the user will have. Refer to the “The eDIRECT Permissions
Matrix” on page 4 for permissions assignments by role.

To add a user, do the following:

1. From the Manage Users menu select the User 2. Fill out the required fields and required

Administration option
Single User tab.

and click on the Add options from the drop-down menus.

Note: A required field or menu option has

a red asterisk (*) next to it.

Edit User | Add Single User
* Indicates required fields
First Name

Ima

Email Address

Imateacher@drcsample.com

Administration
2014-2015 NeSA - RMS E|

District
SAMPLE DISTRICT - 999998

& Tip: When you select a

Available Permissions
Administrator

Administrator - Set Password
Documents - Delete
Documents - Upload

Maintain Administration

Online Testing Statistics
Reports - View District Files

Reports - View School Files
Reports - View State Files

search results

User Administration

Online Testing - Secured Resources

Status Reports - District Reports =

» Students - Search/View: Allows user to search/view student data and download

Upload Multiple Users

Middle Initial Last Mame
Teacher

User Role
% Teacher |Z| *

School
¥ |SAMPLE SCHOOL SMOKE TE![+] *

permission, its description will display below the list
Assigned Permissions
|Documents - View

@ | Stu dew:s - Search/View

3. Select a permission from the Available Permissions list and click the
Add Selected icon () to assign the permission to the user (see
“Editing a Single User’s Permissions” on page 16).

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 user profiles to DRC. The
file must meet certain requirements. For help, or more information about this process, click the File Layout
and Sample File links at the top of the Upload Multiple Users tab.

To create and upload a users file, do the following:

1. Select User Administration from the Manage Users
menu to display the User Administration page and
select the Upload Multiple Users tab.

2. For help with or more information about the
upload process, click the File Layout and
Sample File links in the light blue bar at the
top of the Upload Multiple Users tab.

User Administration \
Edit User | Add Single User | Upload Multiple U

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

® Instructions
* Indicates required fields

Administration

[2014-2015 NeSA - RMS

E—

Browse... | *

File

User Listing

First Name Last Name Email Address

If there are errors in your file, then they™Wq|l display here after upload.

Upload Errors

District

4. Click Upload when you are ready.

Note: If there are errors in the file, a
message displays containing details
about the errors. You must resolve the
errors and repeat Steps 3 and 4.
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Test Setup

The General Information Option

From the General Information option of the Test Setup menu, eDIRECT users can download the Testing
Site Manager (TSM) and DRC INSIGHT, and display and use and access the online tutorials.

DATA RECOGNITION

DRC

‘CORPORATIO

General Information Select General Information from the
Test Setup menu to display the Test
Manage Users Setup General Information page.

elirect Setup

Test Setup

Click the Test Tutorials tab to view and
work with the online tutorials.

General Information

Test Setup General Information

About | Download Test Tutorials

ANNIW 3S0TI4

Welkome to the DRC INSIGHROnline Learning System. This system provides a dynamic and Universally Designed online testing solution.

Click the Downloads tab to download the TSM, DRC INSIGHT,
or the Capacity Estimator. See the DRC INSIGHT Online
Learning System Technology User Guide for details.

\

Click the About tab to display the
Welcome to the DRC INSIGHT
Online Learning System message.
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Test Setup

The Students Option

From the Students option of the Test Setup menu, eDIRECT users can search for students, view the test
sessions for which a student is currently enrolled, and view the status of the session.

Select Students from the Test
Setup menu to display the
Manage Students page.

General Information Ma nage tudents
Manage Users afiage Students Upload Multiple Students
eDirect Setup & Instructions
X1 s
Tast Satup Indicates required fields
Ganaral TGy tion Administration District School
Students 2014-2015 NeSA - RMS i SAMPLE DISTRICT - 99999( SAMPLE SCHOOL SMOKE TE
Test Sessions
Testi : Last Name First Name NSSRS ID
esting Windows
Administration Setup
Grade Demographic Online Test Status
Reports |z|
Student Lookup Accommeodation Content Area Accommodation Type Accommeodation
Check4Learning E
Content Area Session Session Assignment
Online u
Find Students

Students

B Last Name A Fst Name A NSSRS ID Date Of Birth Grade 4 Action

d Students’ to view matching 'Students’

\

To filter the display based on whether students have been
assigned to a test session, use the Session Assignment
drop-down menu. You can select one of the following values:

To search for one or more student Val D inti
records, use the various drop-down Yalue Lescription
menus and fields to enter search Online Displays the students that have been assigned
criteria and click Find Students. to a test session (the default value).
None Displays the students that have not been

assigned to a test session.

Blank Leaving the field blank displays all students,
both assigned and unassigned.
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Editing a Student’s Information

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

* Modify a student’s detail information (see below).

Note: Updating a student’s information in eDIRECT does not update the NSSRS information for that

student.

* Mark a student’s accommodations (see “Editing a Student’s Information-Accommodations” on page 29).

* Modify a student’s demographic information (see “Editing a Student’s Information-Demographics” on

page 30).

» Mark a student’s testing codes (see “Editing a Student’s Information-Testing Codes” on page 31).

* View the test sessions for which the student is enrolled (see “Viewing a Student’s Test Session

Information” on page 32).

* View the student’s test session status information (“Viewing and Exporting Test Session Status Details”

on page 38).

® Instructions

* Indicates required fields

Last Name First Name Middle Initial NSSRS ID
* *

Student Detal | Accommodations = Demographics | Testing Codes

Administration District school
2014-2015 NeSA - RMS| - *  SAMPLE DISTRICT - 9999980(* SAMPLE SCHOOL SMOKE TES'*

Date of Birth Grade Gender Race/Ethnicity
M [x]* [(select) [
(mm/dd/yyyy)

‘ Save & Add Another | ‘ Cancel ‘

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

2. Click the Find Students button.

want to edit.

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

1. Click the Student link from the Test Setup menu and select your search criteria.

3. Click the View/Edit icon (L:-J) in the Action column for the student whose information you

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

Note: The information in the District and School fields cannot be edited.
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Editing a Student’s Information—Accommodations

For this test administration, administrators must indicate in eDIRECT whether a student will take the
Spanish or audio (Text-To-Speech [TTS]) version of the NeSA Reading, Mathematics, or Science tests
before they print student test tickets. The student test tickets will indicate whether these accommodations
are enabled and whether a student has been assigned a Spanish version or an audio version of the test.

(1) Important: Only the audio (TTS) accommodation is available for the NeSA-ELA Practice Test. Only

the Spanish accommodation is available for the NeSA—ELA Pilot Test for Grades 3 and 4.

Use the Accommodations checkboxes to indicate whether a
student will take the Spanish or audio (TTS) version of the
NeSA Reading, Mathematics, or Science tests.

Edit Student

# Instructions
* Indicates required fields
Last Name First Name Middle Initial NSSRS ID

Sample Student * EPM 8888888888

Student Detail | Accommodations Demographics | Testing Codes / Test Sessions
Instructions: Mark all that apply

Accommodations

Type Accommodation Mathematics Reading Science

Presentation  IEP or 504 — Content Presentation
Presentation  IEP or 504 — Response ] O O
- IEP or 504 —
v V] v
ELeseniuon Timing/Scheduling/Setting
: ELL - Direct Linguistic Support with
Presentation T o [] O []
. ELL - Direct Linguistic Support with
Eresentation Content and Test Items O 0 0
Presentation  ELL — Indirect Linguistic Support
oOnline Audio
Online Spanish [w] [w] [v]

save | | cancel |

1.

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

Click the Student link from the Test Setup menu and select your search criteria.
Click the Find Students button.

Click the View/Edit icon (E-J) in the Action column for the student whose information you want

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

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

After saving your changes, review the Update Report for changes to online accommodations.

The report may indicate that test tickets need to be reprinted.
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Editing a Student’s Information—Demographics

Sample STu0Ent EFM

Student Detad  Accommodations Demographics Testing Codes Test Sesmons

LEPFELL ERQibie
Special Education IEP

Alternate ASSELSment

E

Alternate Assessment Reading
ST MATHEMATICS
"

Alternate Assessment SOoence

|¢
|

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

1. Click the Student link from the Test Setup 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 Demographics tab.

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

(1) Important: The Demographics tab does not include any data elements for the NeSA—ELA
Practice Test. The LEP/ELL Eligibility and Special Education IEP fields are populated on the
demographics tab for the NeSA—ELA Pilot Test for Grades 3 and 4 based on the same NSSRS
information supplied for the NeSA—RMS Tests. Please complete these fields for any new students
participating in the Pilot Test.
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Editing a Student’s Information—Testing Codes

I
Edit Student

Instructions

* Indicates required fields

Last Name First Name Middle Initial NSSRS ID
studentOne *  EPMSample * 1122332211 *
Student Detail Accommodations Demographics | Testing Codes Test Sessions

Gr 5 Science

Gr 5 Mathematics Gr 5 Reading

[«

Student Mot Tested Due To Ig
|
Emergency Medical Waiver

Mo Longer Enrolled

Parent Refusal

Recently Arrived LEP

Student Absent for the Entire Testing Window

1.

5.

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

Click the Student link from the Test Setup menu and select your search criteria.
Click the Find Students button.

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

In the Edit Student window, edit the information in the Testing Codes tab.

Note: A student must be placed into a test session before marking a “Not Tested” code for the
content area.

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

@ Important: Testing codes are not applicable for the NeSA—ELA Practice Test or the NeSA-ELA
Pilot Test for Grades 3 and 4 administrations.
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Viewing a Student’s Test Session Information

[
Edit Student

Instructions

* Indicates required fields

Last Name First Name Middle Initial NSSRS ID
StudentOne *  EPMSample * 1122332211 *
Student Detail Accommodations Demographics Testing Codes Test Sessions

Session Detail

District School Session Name &  Assessment 4 Status 4 Begin Date  End Date Action

SAMPLE SAMPLE Gro

DISTRICT SCHOOL EPMSamplaMatherma Mathematics Mot Started E
oTT - Module 1

SAMPLE SAMPLE Gro

DISTRICT SCHOOL EPMSampleMatherma Matheratics Mot Started
OTT - Module 2
SAMPLE )

SAMPLE ; Gr 5 Reading

DISTRICT SCHOOL EPMSampleReading =~ Module 1 Mot Started E
aTT
SAMPLE )

SAMPLE ; Gr 5 Reading

DISTRICT SCHOOL EPMSampleReading  ~ Module 2 Mot Started E
oTT
SAMPLE .

SAMPLE ; Gr 5 Science

DISTRICT SCHOOL EPMSampleScience Module 1 Mot Started E
oTT

SAMPIF SR HLE Gr 5 Srianre [—1

Save Cancel

m

To view a student’s Test Sessions, do the following:
1. Click the Student link from the Test Setup menu and select your search criteria.

2. Click the Find Students button.

3. From the Test Sessions tab, click the Edit/Print Ticket Status icon (E) in the Action
column for the student whose information you want to view. The Testing Status window
displays.

4. From the Testing Status window you can print one or more student test tickets in the
test session.
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Uploading Multiple Students to eDIRECT

To upload multiple student records at once, you can upload a file containing student information to

eDIRECT-Test Setup. The file must be in the comma-separated value (.csv) format used by Microsoft
Excel and the fields in the file must be in specific columns. After a file is uploaded successfully, the students
will automatically be added to test sessions at their designated school and grade level.

1.

Select Students from the Test Setup menu to display the Manage
Students page and select the Upload Multiple Students tab.

To create and upload a student file, do the following:

General Information

Administration Setup.

Reparts

Manage Students

ANN3W 350124

Administration

A Parcner For Excellence

Manage Students

Uploading a new file will discard the previous student file and error report that are available from the below links.

The student file has been accepted, all records free of errors have been uploaded. Please check the error report and resolve any errors that may exist before resubmitting

the file.

Upload Multiple StiNents

&4 Download the File Layout (PDF document) and a Sample File (CSV Text File).

® Instructions

* Indicates required fields

End of Course Winter 2015-Au] *

File

Upload

District School

Sample District™g33

Sample School - 9998 [+l

Nebraska Multiple Student Upload Pre-ID File Layout

«  File must contain a header row with the column titles (see example). If a header isn't used, the first student will

be removed from the file.

«  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 musl be in comma separated (.csv) formal
+  Tosave Excel file as type .csv:
@ Save file updates/changes within Excel
& Open file in Excel, if file not already open.
@ On the Windows menu bar, click Eile, then Save as...
o The Save As dialog box will appear. The line al the boltom of this box reads Save as type:
= Click an the down arrow ta the right of this line to open a drop down menu
= Scroll down the menu until CSV (Comma delimited) is visible.
= Click on CSV (Comma delimited) [*.csv] to select for the Save as type:
= Click on Save on the right.

Ref | Column Maximum | Formatting Rules and
# Name Length Acceptable Values

Validation and Required Rules

1| Nebraska Studznt
and Staff Record
System ID —
NSSRS ID

10

Valid Values:
« Numeric
- 9999999998; the ID cannot
have leading or ending zeros

are not padded

« Walues less than ten characters

‘Shall nat be blank
Shall be 10 numeric characters (numeric)
Shall nat have leading andfor 10° position

‘ending zero
Values less than ten characters are not
Snall pass the MOD 11 check cigit validation

Required (not blank)
An emor shall be displayed if any of the above
validations are not met

7| Student First Name

Valid Values:

Alphanume Shall have no embedded commas
Blanks Snall nave only the following characters:
AZ0D A2, 0-8, biank, posirophe, hyphen
Apostrophe xceed 50 characers
Hyphen Required

3| Student Last Name | 50 Valia Values: “Shall not be completely blank

“Shall nat be complelely blank

« Alphanumeric
+ Blanks

«AZ 00

Shall have no embedded commas
Shall have anly the following characters:
AZ,0-9, blank, apostrophe, hyphen
Shall not exceed 50 characters

« Apostrophe:
3 xm““ Required
4 School Code " Valid Values: ‘Shall nat be blank

» Alphanumeric

Shal be 00-0000-000 through 99-9999-989

. jh 06-0800-000 Shall contain anly 0-8 and hyphens
+ Fomal: ## #4585 455 Shall exdst in EPIC for the district specified
equired
O EES 7 Vaiid Values: "Shal nat ba biank
« Alphanumeric For CAL - Shallbe K, 01, 02, 03, 04, 05, 06, 07,
<K, 01,02,03, 04,05,06,07, | ©08,00,10,11,120r1,2,3,4,5,6,7, 8or 8
08,08, 10, 11, 12 0r 1,2, 3,4, | For Witing Practice - Shal be 05, 05, 07, 08,
56,7 Bord 09, 10,11, 12ar 5,6, 7, Borg
» Leadi For ELA TDA Practice - Shall be 05, 06, 07,
t;?‘umg zerals notrequirea i 1 | For ELA TDA practl
Required
Version 1.7 Data Recogrition Corp Confidential Page 10f2

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 Multiple Student Upload Pre-ID File
Layout.pdf file.

This file displays the required layout of the
.csv file you will upload to DRC with rules,
instructions, and examples describing how to
create and format the file.
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Uploading Multiple Students to eDIRECT (cont.)

eDirect Setup

General Information
Device Taalkit
Students

Student Status

Tes

Administration Setup

Reports

A Parener For Excellence

D

‘Welcome !
Home | Log OFf

Manage Students

Manage Students | Upload Multiple Students
Uploading a new file will discard the previous student file and error report that are available from the below links.

The student file has been accepted, all records free of errors have been uploaded. Please check the error report and resolve any errors that may exist before resubmitting
the file.

&4 Download the File Layout (PDF document) and a Sample File (CSV Text File).

# Instructions

Indicates required fields

School
Sample School - 9938

Distnct
Sample District - 998

Administration
End of Course Winter 2015-Z] *

o]

File

3. Click the Sample File link to download or display the
NESampleStudentFile.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.

] NESampleStudentFile_edit.csv / = B 3
A B c o | E B G H I I E
1 NSSRSID Student First Name Student Last Name School Code Grade Student UserName Student Password
2 1234567899 Melinda Anderson 99-9998-001 3 mandersonl sdem8339
3 1234567891 Ross Carlson 99-9998-001 8 rcarlson1357 s3f,v3856
G 1234567892 Jorden Smith 99-9998-001 8 Jsmith763 dldp0438
51 1234567893 Lucy Malley 99-9998-001 9 Imalley12 p7nesc423
6 1234567894 Cody Stevens 99-9998-002 11 cstevens3 ej5rkbn97
7 1234567895 Rita Roberts 99-9998-002 12 rroberts98 a@fig¥hhl
8
g

Use the NESampleStudentFile.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 eDIRECT (cont.)

[ —— Manage Students

Manage Users Manage Students | Upload Multiple Students

eDirect Setup Uploading a new file will discard the previous student file and error report that are available from the below links.

Test setup The student file has been accepted, all records free of errors have been uploaded. Please check the error report and resolve any errors that may exist before resubmitting
the file.

4 Download the File Lavout (PDF document) and a Sample File (CSV Text File).

® Instructions

Indicates required fields

Administration Districk School

AT Y End of Course Winter 2015-w]*  [Sample District - 399 [¥]* [samole School - 3989 =
Reparts File
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 Multiple Students tab.

A Partner For Excellence

Genersi Information Manage Students
Manage Users Manage Students Upload fultiple Students
Uploading a new file il discard the previous student file and error report that are available from the below links.

The student file has been accepted, all records free of errors have been uploaded. Please check the errar repart and resolve any errors that may exist before resubmitting
the file.

&4 Download the File | ayout (PDF document) and a Sample File (CSV Text File).
« Instructions

Indicates required fiefds

Administration District School
End of Course Winter 2p15-dw]*  [Sample District - 999 [+ Samale School - 9999 [+

X[

Administration Setup.

Reports. File
My GA Student File.csv

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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The Test Sessions Option

From the Test Sessions window, you can view all of the test sessions for a specific district or school. The
window displays the status of the session—Not Started, In Progress, Completed, or Locked.

Status

Not Started*
In Progress
Completed**
Locked

Description
The test session has not started.

The test session is in progress.
The test session is finished. The start time, end time, and length of the test session are also displayed.
At the end of each day, all sessions with a status of In Progress are automatically locked.

* A status of Not Started means that no student in the session has started the test.
**A status of Completed means that all of the students in the session have completed the test.

General Information Test Se&ssions

Manage Users

eDirect Setup

Test Setup

General Informatig

Students
Test Sessions’

Testing Windows

Administration Setup

Reports

Student Lookup

Check4Learning

Select Test Sessions from the
Test Setup menu to display the
Test Sessions page.

Indicates required fields

Administration District School
2014-2015 NeSA - RMS[¥]*  [cam
Last Name First Name NSSRS ID
Session
Content Area Assessment
Writing E (Al Izl
Print All Tickets
HJessions Status Summary
@ Instructions
Session Detail
Select District School Session Name Assessment Status Begin Date End Date Action
SAMPLE SAMPLE Gr 8 Writing Gr8 wiriting  Not . " =i
e SCHOOL OTT | Practice Practice Started | /292014 | 6/30/2015 uwuuuw
SAMPLE SAMPLE Gr 9 Writing Gril Writing | Not 2 ] [— (5
L DisTRicT SCHOOL OTT  Practice Practice Started | B/29/2014 | 6/30/2015 L—quuuw
SAMPLE
SAMPLE SCHOOL : Gril Writing | Not i 2 =
H pisTricT SMOKE TEST | VWWFISt Practice Started | 5/6/2014  9/30/3014 L_Jw =
EDIRECT
SAMPLE
SAMPLE SCHOOL oo Gr8Writing | Not . :, ] [
L SistricT SMOKE TEST ~ DRSSesson_writ 5o ee startad GHfpAas AT -—M
EDIRECT
SAMPLE
SAMPLE SCHOOL | Grilwriting | Mot e Tl =
E PlsTRIcT SMOKE TEST  DRSSession_writ o e Starteq | 8/6/2014 | 9/30/2014 |- JML JL JL—JL&

To view the status of test sessions, click on the Test
Sessions link from the Test Setup menu, enter your search
criteria, and click the Show Sessions button. The Test
Sessions window displays.
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Test Setup

Adding Students to a Test Session

All pre-coded students have been assigned to existing NeSA test sessions—districts should not add new
sessions.

@ Important: Students may take the NeSA—ELA Practice Test multiple times by using the Upload
Multiple Students function (see “Uploading Multiple Students to eDIRECT” on page 43). To enable a
student to take the test multiple times, append a number after the student’s first name in the .csv file
you upload to create additional Test Tickets for the student.

Edit Test Session

& Testing Window: 09/18/2013 - 12/31/2013
@ Eligible Grades: 11

®Instructions

* Indicates required fields

Session Name Content Area Assessment
SQA Insight Test Sessic 4

Mode Begin Date ) End Date
® =i [zl
Search for Available Students
Student Last Name Student First Name NSSRS 1D Grade

Demographic Accommodation

Find Students | | New Student

Available Students: Students in Session:

Sample, Student (1111111111}
Student, Sample (1111111111}
student, sample (3332333333)
Student, Sample (5555555555)
Student, Sample (8888888888}
Student, Sample (9999999999)

' Student, Student (4444444444)

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

To add one or more new students to an existing test session, do the following:

1. Select an existing test session for the student’s grade level.

2. Click View/Edit and click the New Student button. The Add Student window displays.
3. Enter the student’s information into the fields on the Student Detail tab.
4

. Click Save. The student you added is automatically placed in the Students in Session list for
that test session.

Note: Remember to click Save again when the Edit Test Session window re-displays.

Add Student

# Instructions

* Indicates required fields

Last Name First Name Middle Initial  NSSRS ID
* *

Student Detail ~ Accommodations | Demographics | Testing Codes
Administration District school
* SAMPLE DISTRICT - QQQQQED[E!‘ SAMPLE SCHOOL SMOKE TES'*

Date of Birth Grade Gender Race/Ethnicity

*(selecty [4]* ) ¥

(mm/dd/yyyy)
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Test Setup

Adding Students to a Test Session (cont.)

You also must add the student to the other tests sessions for any other content areas for which they will test.

Edit Test Session
& Testing Window: 09/18/2013 - 12/31/2013
.} Eligible Grades: 11

#Instructions

* Indicates required fields
Session Name Content Area Assessment
SQA Insight Test Sessic 7

Mode Begin Date End Date
=

Search for Available Students
Student Last Name Student First Name NSSRS 1D Grade

11 El

Demographic Accommodation

Find Students U New Student |

Available Students: Students in Session:

- Sample, Student (1111111111) -
Student, Sample (1111111111)

student, sample (3333333333)
Student, Sample (5555555555)
Student, Sample (68885888858)
Student, Sample (9999999999)

» Student, Student (4444444444)

Double-click to edit Student Double-clichto edit Student

To add one or more new students to an existing test session, do the following:

1. Select an existing test session for the student’s grade level.

2. Click View/Edit and click the Find Students button. The student’s name displays
under Available Status.

3. Click on the student’s name to highlight it and click the Add Selected (Lk) icon to
move the student to the Students in Session column.

4. Click Save. After the student is added, you can print a test ticket for the student.
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Exporting a Test Session

You can export the details of a test session as an Excel file (.xls) to save, view, edit, or print in a spreadsheet.

Sessions | Status Summary

E Instructions

Session Detail

Select  District School Session Name  Assessment Status Begin Date  End Date Action
SAMPLE
SAMPLE SCHOOL Student's Insight SQA Mot ' . ]:: ]
O DISTRICT SMOKE TEST Session Form Started 2/10/2014 | 2/10/2015 - X
EDIRECT
SAMPLE
SAMPLE SCHOOL Student's Insight SQA Mot " ] P = )
0 DISTRICT SMOKE TEST Session Form Started Z AL 2Ry — X
EDIRECT

Add Session Export to Excel Unlock Selected Unlock All

To export a test session, do the following:

1. Click the Test Sessions link from the Test Setup menu and select your
search criteria.

2. Click the Show Sessions button.

3. Click the Export Details icon (|E) in the Action column for the test
session that you want to export. The test session details are exported to
an Excel file (.xls) that you can save, view, edit, or print.

Opening StudentTickets 999998000_999998003.csv Z [

You have chosen to open:
[EL] StudentTickets_999998000_999998003.csv

which is @ Microsoft Excel Comma Separated Values File

from: https://ne.drcedirect.com

‘What should Firefox do with this file?

Microsoft Excel (default) -

() SaveFile

[7] Dothis automatically for files like this from now on.

o] [Lomer ]
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Test Setup

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.

Sessions | Status Summary
Instructions

Session Detail

Select  District | Session Name Assassment Status Begin Date  End Date Action

SAMPLE

SAMPLE SCHOOL Student's Insight SQA Mot
o DISTRICT SMOKE TEST Sassion Form Started 2/10/2014 | 2/10/2015 —_ x
EDIRECT
SAMPLE

SAMPLE SCHOOL Student's Insight SQA Not
o DISTRICT SMOKE TEST Sassion Form Started SRR | ARIREE =’ x

EDIRECT

Add Session Export to Excel Unlock Selected Unlock All

To view or export the status of a test session, do the following:

1. Click the Test Sessions link from the Test Setup menu and select your
search criteria.

2. Click the Show Sessions button.

3. Click the Edit/Print Ticket Status icon () 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.

Ll Marsh Statui Status By Module

| il 3 Gr3 Mathematics Session 1 1% Filier | cl.‘.“. |

You can search for students

on the Testing Status window

A by Last Name, Status, or
Status by Module.

Tesstineg Status - Student's Session |Algebea 1)

St Traning Wil e L

Enter your search criteria or
select from the drop-down
menus. Click Filter to display
the results or Clear to clear
your selections.

Frint Sl tid Print Al || Unlock Solected | Unlock ANl Clesa

{ | |
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Test Setup

Viewing and Exporting Test Session Status Details (cont.)

Sessions N Status Summary

@ Instructions

Session Detail

Add Session ExHrt to Excel Unlock Selected uUnlock All

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

O Printing Test
Tickets and
Rosters

You can print test tickets for the students in a 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.

* For the NeSA—Reading, Mathematics, and Science tests, you must
have a student test ticket for each session of the test.

- The grades 3 and 4 Reading, and all grades of Mathematics and
Science are each two sessions, requiring two Test Tickets each per
student.

- The grades 5-8 and 11 Reading Tests have three sessions,
requiring three Test Tickets per student.

» Students with a status of Alternate Assessment are not included in test
sessions and student test tickets are not generated for these students.

If a student’s Alternate Assessment status changes for any content
area, you must move the student into a test session using eDIRECT to
print test tickets for the student.

* The NeSA-ELA Practice Test and NeSA—ELA Pilot Test for Grades
3 and 4 each have only one test session per grade, requiring one Test
Ticket per student administration.
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Test Setup

Printing Test Tickets and Rosters (cont.)

search criteria.

To print test tickets for the students in a test session, do the following:

1. Click the Test Sessions link from the Test Setup menu and select your

2. Click the Show Sessions button. From the Sessions tab you can print
all of the tickets in the test session or selected tickets.

To print all of the tickets for the test
session, click the Print All icon (| =) in
the Action column for the test session
you want to print tickets for. A Portable
Document Format (.pdf) version of the

atus Summary

SAMPLE
SAMPLE SCHOOL

DISTRICT

INSIGHT

SAMPLE
SCHOOL SQA Insight
SMOKE TEST Test Session
INSIGHT

SAMPLE

Not
DISTRICT GrILWNG  giarted

Add Session | | Export to Excel | | Unlock Selected | Unlock All

9f18f2013 | 12/31/2013 D

Student Test Session Ticket displays that
you can view, save, and print.

D=l

You ;:an search for students on the Testing
Status window by Last Name, Status, or

To print selected test tickets, click
the Edit/Print Ticket Status icon
(")) in the Action column for

the test session you want. In the
Testing Status window, select one

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.

or more students by clicking the
checkbox next to their name in
the Select column. Then, click the
Print Selected button.

Print Sebected Print AN | Unlock Selected || Unlock ANl | Clese
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Test Setup

B Unlocking a A student’s test ticket must be unlocked if:
Student’s Test , , o
Ticket 1. A student exited the test by using the End Test function in INSIGHT. If

the student needs to log back into the test, 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.

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

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

» If'this happened the day after the student’s first login, the student’s
test ticket must be unlocked. After it is unlocked, the student can
log in using the original login information from the previous day.

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

Note: To unlock a student’s test ticket, you must make a request to the
Nebraska Department of Education Statewide Assessment office. You

can contact the office by email at nde.stateassessment@nebraska.gov,

or by phone at 402-471-2495.
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Test Setup

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 (see “The Test Sessions Option” on page 34).

To display a Test Session Summary report, do the following:

1. Click the Test Sessions link from the Test Setup menu and select
your search criteria.

2. Click the Show Sessions button.

3. Click the Status Summary tab.

| Sessions Status Sdmmary

Instructions

Session Summary

Status Session Count
Mot Started 1733
In Progress 23

Student Summary

Assessment 4 # of Students Not Started # of Students In Progress # of Students Completed
- Content Area: GO3 Math PT

G03 Math PT 2 0 0
- Content Area: GO3 Reading PT

G03 Reading PT 1 ] 0
- Content Area: GO4 Math PT

G04 Math PT 1 0 0
- Content Area: G04 Reading PT

G04 Reading PT 21 0 0
- Content Area: GO5 Math PT

G05 Math PT 22 0 0

- Content Area: GOS Reading PT

G05 Reading PT 1 ] 0

- Content Area: GO5 Sdence PT

G05 Science PT 1 0 0

- Content Area: GO6 Math PT

G06 Math PT 2 0 0
- Content Area: GO6 Reading PT
- Content Area: GO7 Math PT

G07 Math PT 1 0 0
- Content Area: GO7 Reading PT

G07 Reading PT 1 0 0
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The Reports Menu

From the Reports menu, eDIRECT users can access reports, status reports, online testing statistics, and view

online results.

1) Important:

* The View Writing Responses option is only available for the NeSA—ELA Practice Test.
* The View Online Results option is only available for the NeSA—-RMS Tests and NeSA-ELA Practice

Test.

* The View Reports option is not available for the NeSA—ELA Practice test or the NeSA—ELA Pilot Test

for Grades 3 and 4.

Select View Reports from

the Reports menu to view,
download, or print district-level
and school-level reports.

A Partner For Excellesice

View Reports

General Information

Administration
(A

Manage Users

school

Enrollments

ANN3W 350194}

District
Test Setup

7
Show Reports

Select View Online Results from the Reports menu
to display preliminary test result reports for students
that you can export in Portable Document Format
(.pdf) or comma-separated values (.csv) format.

o

Welcome Betty Sample!
Home | Log Off

Report

(all) E

Administration

Checkd4Learning

District

Select Online Testing Statistics
from the Reports menu to display
testing statistics.

Select Status Reports from the Reports
menu to display status reports that track
testing activity for a test administration in
a particular district and school.
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Reports

The Reports Menu—View Reports

eDIRECT users can view, download, or print reports at the district and school level.

DATA RECOGNITION -
A Partner For Excellence

General Information View Reports
Manage Users Administration
(All) E

District School Report
Test Setup (A E

Reports
Show Reports
View Reports
e

View Writing
Responses

Enrollments

Status Reports Reports

Administration Report Title District 4 School 4

Online Testing
Statistics

Check4lLearning

1. To view or print reports, select View Reports from the Reports
menu to display the View Reports page.

View Reports

Administration

2013-2014 NeSA-RMS |Z|

District School Report

SAMPLE DISTRICT - 9[v|  |SAMPLE scHooL smolv]  |rall [¥]
Show Reports Download Reports

Reports

Administration Report Tite District 4 School v

Choodge from the above filters and dlick on 'Show Reports' to view matching 'Reports’

Action

2. Specify an administration, district, school, and report from the drop-down menus
and click Show Reports to view, save, or print results for the students selected,
or Download Reports to download a reports in .pdf or .csv format.
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Reports

The Reports Menu—View Online Results

eDIRECT users can display preliminary testing scores for students and export the results in Portable
Document Format (.pdf) or comma-separated values (.csv) format.

@ T @

Welcome Anne Lawton!
General Information ¥

Home | Log Off

Online Results Report

Manage Users ¥ NOTE: All scores on this screen are to be considered preliminary. Final scores will be provided to your school and district.
** Results do not include responses made to to field test items.

Students

® Instructions

Enrollments * Indicates required fields

eDirect Setup Administration District School

2013-2014 NeSA-RMS * | SAMPLE DISTRICT - 09090 [v|* | SAMPLE SCHOOL SMOKE T [v]*
Materials

Grade Content Area
Testsep 05 * | Mathematics B>
Administration Setup

Test Results | Group Summary

Test Results
4 Fist Name B Date of Bith

Egg 3366006633 3/11/2000

BetaOne 9944224490 3/14/2000 16/55
CharieOne 5533773355 3/14/2000 13/55
IftyTwo 2255445522 3/12/2000 15/55
Zeroed 1155335511 3/14/2000 0/s5

1. To view online results, select View Online Results from the
Reports menu to display the Online Results Report page.

2. Specify an administration, district, school, grade, and content
area from the drop-down menus and click Show Results to
view, save, or print results for the students selected.

seres will be provided to your school and district.

3. Click Export to CSV to export the results and
a summary of the statistics to a .csv file that
can be opened in Microsoft Excel. The .csv file
contains data from the Test Results tab only.

Total Scort Disribution (Raw Scirss)

2 o |z |1 s o |8 |8 o o

Export to PDF

4. Click Export to PDF to export the results
and a summary of the statistics to a .pdf file.
The .pdf file contains data from both the Test
Results and the Group Summary tabs.
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Reports

The Reports Menu—Status Reports

eDIRECT users can use its status reports to track testing activity for a test administration in a particular
district and school. During testing, these reports are updated daily at the end of each testing day.

Note: The Cumulative Student Status Report is updated in real time.

A Partner For Excellence

Welcome Anne Lawton!
Home | Log Off

Status Reports

General Information

Manage Users * Indicates required fields

Administration District School

ANNIW ISOTDA|

Students

2014-2015 Nesa-RMS  [v]* (Al [+
Enrollments
eDirect Setup
Reports
Materials Title 4 Action

Test Setup Cumulative Student Status Report

Administration Setup Daily Excessive Logins Report

Oy O

Reports Daily School Resets Report

View Reports

Daily State Summary of Test Times Report
Manage Reports

View Writing
Responses

Daily Student Resets Report

D E S Daiy Student Status Report

Status Reports

Online Testing
Statistics

District Report of Testing Status by School

Weekly District Report
Student Lookup

Check4Learning

To display a status report, select Status
Reports from the Reports menu and click
on the Action icon (:.) next to the report
you want to display.
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The Reports Menu—Online Testing Statistics

eDIRECT users can display testing statistics for the entire test period up to the previous day, or statistics for
the previous day, sorted by student and grade, or by district and date.

: : Select Student/Grade to view reports sorted
Select Cumulative to view reports for the entire by student and grade, or District/Date to

testing period up to the previous day. Select view reports sorted by district and date.
Yesterday to view reports for the previous day.

oz

......

Onling Testing Statistics
5 2014-2015 MeSA - RMS ™
2

<
v <

Cumulative | Yesterday

Cumulative

Student / Grade || District / Date

i E

i

By Subject and Grade
4 Test Stared Count Test Ended Count

78
w
~

Select a report and click Export to export
Select Online Testing Statistics the report in comma-separated values (.csv)
the Online Testing Statistics page.
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Activating users 23
Adding a user 24

C

Contact information
updating 13

D

District Assessment Contact (DAC)
and eDIRECT 4

District Assessment Coordinator (DAC)
and user passwords 9
resetting passwords 19

District Technology Coordinator (DTC)
and eDIRECT 4

E

eDIRECT 4
documentation 26
logging on for the first time 8
Main page 6
menus
General Information 11
Manage Users 12
Reports 46 49 50
Test Setup 26 27 33 36
overview 4
relationship to INSIGHT 4
roles 4
Security and Confidentiality Agreement for DRC Applica-
tions 10
usernames and passwords 8
web browser requirements 7
Editing
multiple users’ permissions 18 20
single user’s permissions 14 16
student information 4 28 29
user information 4 12
user’s contact information 13
Exporting
test sessions 39
test sessions details 39
test session status details 40

G

General Information Menu 11

I

Inactivating users 22
INSIGHT
administrative functions 4
End Test function 44
Pause/Exit function 44
relationship to eDIRECT 4

M

Manage Users Menu 12
Menus
General Information 11
Manage Users 12 24
Reports 46 49 50
Test Setup 26 27 36

0]

Office of Superintendent of Public Instruction (OSPI)
contacting

P

Passwords
creating 9
requirements 9
resetting 19
temporary 8
Permissions
adding for a single user 14
editing 14 16
editing for a single user 16
editing for multiple users 18 20

R

Reports
described 46 49 50

Reports Menu 46 49 50

Resetting
user passwords 19

Roles
District Assessment Contact (DAC) 4 19
District Technology Coordinator (DTC) 4
School Test Coordinator (STC) 4 9
Test Administrator (TA) 4
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searching for 27 activating 23
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viewing for a school 33 36 student test information 28 29
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unlocking 44 Edit Student 28 29

Testing Status 40
Test Sessions 33 36
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