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Section I. Introduction to the User Guide 
This user guide supports Test Administrators (TAs) who manage testing for students 
participating in the Iowa ELPA21 practice tests and operational tests. 

Organization of the User Guide 

¶ Overview of the Test Delivery System provides an overview of online testing and general 
test rules.  

¶ Accessing the Test Administration Sites explains how to log in to the TA sites. 

¶ Overview of the Test Administration Sites describes the overall layout of the TA sites and 
highlights the important tasks and functions. 

¶ Administering Online Tests outlines the process for creating a test session, approving 
students for testing, pausing tests, and logging out.  

¶ Signing in to the Student Testing Site explains how students sign in to a test session. 

¶ Overview of the Student Testing Site describes the layout of an online test, as well as the 
tools available to students. 

¶ Proceeding Through a Test explains how students complete tests. 

¶ The Appendices provide additional information about the secure browser, keyboard 
commands, transferring test sessions, and user support. 

Document Conventions 

Table 1 describes the conventions appearing in this guide. 

Table 1. Key Symbols and Elements 

Element Description 

 
Alert: This symbol accompanies important information regarding a task that may cause 
minor errors.  

 

Note: This symbol accompanies additional information or instructions of which users must 
take note.  

 

Policy: This symbol accompanies information regarding test administration policies. 

 
Warning: This symbol accompanies important information regarding actions that may 
cause fatal errors. 
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Intended Audience 

This user guide is intended for Test Administrators responsible for proctoring tests with the Test 
Delivery System. To use this system, you should be familiar with using a web browser to 
retrieve data and with filling out web forms. You should also be familiar with printing 
documents and adjusting a computerΩǎ audio settings. If you or your students use 
Chromebooks, iPads, or other tablets for testing, then you should be familiar with these devices 
as well. 

Additional Resources 

The following publications provide additional information: 

¶ For information about policies and procedures that govern secure and valid test 
administration, see the Online Directions for Administration Manual. 

¶ For information about supported operating systems and browsers, see the System 
Requirements for Online Testing document.  

¶ For information about student and user management, rosters, and appeals, see the TIDE 
User Guide. 

¶ For information about network and internet requirements, general peripheral and software 
requirements, and configuring text-to-speech settings, see the Technical Specifications 
Manual for Online Testing. 

¶ For information about installing secure browsers, see the Secure Browser Installation 
Manual.  

¶ For information about supported hardware and software for Braille testing as well as 
information about configuring JAWS, see the Braille Requirements and Testing Manual.  

¶ For information specific to assigning accessibility features and accommodations, see the 
ELPA21 Accessibility & Accommodations Manual. 

The above resources are available on the Iowa ELPA21 Portal 
(http://iowaelpa21.portal.airast.org/). 

http://iowaelpa21.portal.airast.org/
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Section II. Overview of the Test Delivery System 
The Test Delivery System delivers LƻǿŀΩǎ 9[t!нм online tests. The following sections describe 
highlights of online testing in general and the Test Delivery System in particular. 

Description of the Test Delivery Systemôs Sites 

The Test Delivery System consists of practice sites and operational testing sites. The practice 
sites function identically to the operational testing sites. 

¶ Practice Sites 

o Practice Test Administration Site: Allows Test Administrators (TAs) to practice 
administering tests. 

o Student Practice Test Site: Allows students to practice taking tests online and using test 
tools.  

¶  Operational Testing Sites 

o Operational Test Administration Site (TA Interface): Allows TAs to administer 
operational tests. 

o Student Testing Site: Allows students to take operational tests.  

User Roles and System Requirements 

Access to the practice and operational testing sites depends on your user role and browser. 

¶ TAs can use any supported web browser to access either the Practice Test Administration 
Site or the TA Interface.  

¶ Students, TAs, and parents can use a supported web browser or secure browser to access 
the Student Practice Test Site as guests. Students can also sign in to a practice test session 
created by a TA. 

¶ Students use a secure browser to access the Student Testing Site. 

For information about supported operating systems and browsers, see the System 
Requirements for Online Testing document available on the Iowa ELPA21 Portal 
(http://iowaelpa21.portal.airast.org/resources).  

 

http://iowaelpa21.portal.airast.org/resources/?section=3
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General Rules of Online Testing 

This section describes the rules for administering online tests. 

Accessibility and Accommodation Rules 

Accommodations are reserved for students on IEPs and 504 Plans, while the Universal Features 
are for all students and Designated Features are assigned for a student by a team of educators, 
parents, and the student.  Students should not begin testing until they are assigned the correct 
accommodations. You may have to update some accommodations in the Test Information 
Distribution Engine (TIDE). 

Pause Rules 

TAs and students can pause a test in order to temporarily log the student out of the test 
session. Students can review or modify answered questions after returning to their paused test.  

These pause rules apply regardless of whether the student or the TA pauses the test or a 
technical issue logs the student out. 

Test Timeout Rules 

A warning message displays after 20 minutes of test inactivity. Students who do not click OK 
within 30 seconds after this message appears are logged out. This timeout automatically pauses 
the test.  

Test Opportunity Expiration  Rules 

Opportunities refer to the number of times a student can take a test within a range of dates. 
Students have one opportunity to complete the ELPA21 test. ! ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ ƻǇǇƻǊǘǳƴƛǘȅ 
remains active until the student submits the test or until the opportunity expires. Once a test 
opportunity expires, the student cannot complete or review the test. Expiration dates for Iowa 
ELPA21 tests are as follows: ELPA21 Online and Data Entry Interface (only for Paper and Pencil 
and Braille accommodations) tests expire after 45 days, and ELPA21 Screener tests expire after 
4 days. 
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Section III. Accessing the Test Administration Sites 
This section describes how to access the TA Sites. 

Accessing the TA Interface 

¢Ŝǎǘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ ǎƛǘŜǎ ŀǊŜ ŀŎŎŜǎǎŜŘ ǘƘǊƻǳƎƘ ǘƘŜ Lƻǿŀ 5ŜǇŀǊǘƳŜƴǘ ƻŦ 9ŘǳŎŀǘƛƻƴΩǎ όL5h9Ωǎύ 
portal (http://portal.ed.iowa.gov) and Iowa ELPA21 portal 
(http://iowaelpa21.portal.airast.org/).  

1. Access the IDOE login page at http://portal.ed.iowa.gov.  Use your Enterprise A&A account 
ID and password to log in.   

- For help setting up an account see the Enterprise A&A Account Set-up and Help. 

Figure 1:Iowa Department of Education Portal 

 

 

2. Click the ΨIowa ELPA21Ω application from your menu (see Figure 2. Iowa ELPA21 Link). You 
will be directed to the Iowa ELPA21 portal. 

- LŦ ȅƻǳ Řƻ ƴƻǘ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ΨLƻǿŀ 9[t!нмΩΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǊŜǉǳŜǎǘ ŀŎŎŜǎǎΣ ǇƭŜŀǎŜ ǎŜŜ 
option 3 under EdPortal Online training, on how to request access. 

Figure 2. Iowa ELPA21 Link 

-  

3. Select the appropriate Administrator card (see Figure 3). You will be taken to the User 
pages. 

  

http://portal.ed.iowa.gov/
http://iowaelpa21.portal.airast.org/
http://portal.ed.iowa.gov/
https://entaa.iowa.gov/entaa/ssohelp.jsp
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Figure 3:Iowa ELPA21 Portal User Cards 

 

 

4. Click the appropriate test administration card (see Figure 4).  

Figure 4:Iowa ELPA21 Test Administration Cards 

 

Changing Your Account Information 

To modify account information: 

1. To modify your name, phone number, and other account information including requesting 
access to the ELPA21 application, you must return to the IDOE EdPortal home page and click 
άaȅ tǊƻŦƛƭŜέ ƛƴ ǘƘŜ ōŀƴƴŜǊ όǎŜŜ Figure 5).  

Figure 5. IDOE EdPortal Home Page Banner 
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2. ¢ƘŜ άaȅ tǊƻŦƛƭŜέ ǇŀƎŜ ŀǇǇŜŀǊǎ όǎŜŜ Figure 6ύΦ /ƭƛŎƪ ά9Řƛǘέ ǘƻ ƳŀƪŜ ŎƘŀƴƎŜǎΦ 

 

Figure 6. IDOE EdPortal ñMy Profileò page

 

 
3. To modify your user informationΣ ŎƭƛŎƪ ά9ŘƛǘΦέ ¢ƘŜ ά¦ǎŜǊǎέ ǇŀƎŜ ŀǇǇŜŀǊǎ όǎŜŜ Figure 7). In 

the User Information section, enter updates as necessary. (To change your email address, 
contact the EdPortal help desk). 
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4.  

Figure 7. IDOE EdPortal Users Page 

 

 
5. Click Save. The EdPortal saves your changes, and a confirmation message appears (see 

Figure 8). To request access to the ELPA21 application, click REQUEST ROLES and choose 
9[t!нм ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴ ƳŜƴǳΦ ¢Ƙƛǎ ǎŜƴŘǎ ŀ ǊŜǉǳŜǎǘ ŦƻǊ ŀǇǇǊƻǾŀƭ ǘƻ ȅƻǳǊ ŘƛǎǘǊƛŎǘΩǎ 
security officer.  Once approval is granted, IOWA ELPA21 appears on the Iowa Portal menu 
bar. 

Figure 8. User Information Update Confirmation Message 

 

 
Additional help: 

If you are unable to log in, contact the IDOE EdPortal Help Desk for assistance via email at 
ed.portal@iowa.gov or phone at 515-725-2040. 

mailto:ed.portal@iowa.gov
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Section IV. Overview of the Test Administration Sites 
This section describes the test administration sites for TAs. Throughout the rest of this user 
ƎǳƛŘŜΣ ά¢! {ƛǘŜέ ǊŜŦŜǊs to both the Test Administration Site (TA Interface) and Practice Test 
Administration Site.  

 
Warning: Do not use the TA Interface for practice. To practice administering tests, use the 
Practice Test Administration Site. Both TA Sites have the same functionality, but the available 
tests are different. Tests provided in the TA Interface are operational and studentsô scores will 
be official. 

TA Site Layout 

Figure 9 displays the layout of the TA Site during an active test session. 

Figure 9. TA Site Layout 

 

 

 

 

1 
2 

3 

4 
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Essential features in the TA Site: 

1. Session ID 

2. Select Tests button 

3. Approvals button 

4. Students in Your Test Session table 

Table 2 provides an overview of the major features available in the TA Site. 

Table 2. TA Site Features 

Feature Description/More Information 

Student Lookup button Searches for student information. See the section Looking Up Students. 

Approved Requests 
button 

Displays a list of print requests you approved during the current session. 
See the section Viewing Approved Print Requests. 

Print Session button Prints your screen. See the section Printing Session Information. 

Help Guide button Displays the online version of this user guide. 

Log Out button Logs you out of the TA Site. See the section Stopping a Test Session 
and Logging Out. 

Alerts button  Displays alert messages from the Iowa Department of Education. See 
the section Alert Messages. 

Stop Session button* Ends the test session. See the section Stopping a Test Session and 
Logging Out. 

Session ID* Displays the unique ID generated for the test session.  

Select Tests button Opens the Test Selection window. See the section Starting a Test 
Session. 

Approvals button* Opens the Approvals and Student Test Settings window. See the 
section Approving Students for Testing. 

Refresh  button* Updates the on-screen information. 

Students in Your Test 
Session table** 

Displays the testing progress for students in your test session. See the 
section Monitoring Studentsô Testing Progress. 

*Feature appears after you start a test session. 

**Feature appears after you approve students for testing. 
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TA Site Features 

This section provides instructions for using the features available in the banner at the top of the 
TA Site (see Figure 10). 

Figure 10. TA Site Banner 

 

Looking Up Students 

You can use the student lookup feature to perform a quick or advanced search for student 
information. This is useful if students signing in to your test session cannot remember their 
login information. 

 

Warning: You must ensure that a studentôs demographic information is correct before testing 
begins. If a studentôs information is not correct, that student should not begin testing.  

To perform a quick search: 

1. In the banner, click Student Lookup. 

2. 9ƴǘŜǊ ŀ ǎǘǳŘŜƴǘΩǎ Ŧǳƭƭ SSID (the SSID is a 10-digit number) and click Submit SSID. Search 
results appear below the search field (see Figure 11). 

Figure 11. Student Lookup: Quick Search 

 

To perform an advanced search: 

1. Click Student Lookup > Advanced Search. 

a. Select the appropriate district and school from the drop-down lists. 

b. Select the appropriate grade. 

c. Optional: 9ƴǘŜǊ ŀ ǎǘǳŘŜƴǘΩǎ exact first or last name. Partial names are not allowed.  
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2. Click Search. Search results appear below the search fields (see Figure 12). 

Figure 12. Student Lookup: Advanced Search 

 

3. To ǾƛŜǿ ŀ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ, click  in the Details column.  

Viewing Approved Print Requests 

You can view a list of every print request you approved during the current session. 

To view approved requests: 

1. In the banner, click Approved Requests. The Print Requests window opens (see Figure 13), 
listing print requests by student. 

1. If you wish to print the list of approved requests, click Print. 

Figure 13. Print Requests Window 

 

 

Note: For information about approving print requests, see the section Approving Print 
Requests. 
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Printing Session Information  

You can print a snapshot of the TA Site as it currently appears if you wish to keep a hard-copy 
record of the Session ID or list of approved students. 

To print a snapshot of the page: 

1. In the banner, click Print SessionΦ ¢ƘŜ ŎƻƳǇǳǘŜǊΩǎ print dialog window appears.  

2. Click OK.  

 

Policy Note: Federal law prohibits the release of students' personally identifiable information. 
All printouts must be securely stored and then destroyed when no longer needed. 

Alert Messages 

The Iowa Department of Education can send statewide alerts that appear as pop-up messages 
on the TA Site. To view a record of active alert messages (see Figure 14), click Alerts in the 
banner. 

Figure 14. Record of Alerts 
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Section V. Administering Online Tests 
The basic workflow for administering online tests is as follows: 

1. The TA selects tests and starts a test session. 

2. Students sign in and request approval for tests.  

3. The TA reviews studentsΩ requests and approves them for testing. 

4. Students complete and submit their tests. 

5. The TA stops the test session and logs out. 

CƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ǘŜǎǘƛƴƎ ǇǊƻŎŜǎǎ ŦǊƻƳ ŀ ǎǘǳŘŜƴǘΩǎ ǇŜǊǎǇŜŎǘƛǾŜΣ ǎŜŜ ǘƘŜ ǎŜŎǘƛƻƴǎ Signing 
in to the Student Testing Site and Overview of the Student Testing Site. 

Starting a Test Session 

When you log in to the TA Site, the Test Selection window opens automatically (see Figure 15). 
This window allows you to select tests and start the session. Only the tests that you select will 
be available to students who join your session. 

Figure 15. Test Selection Box 
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The Test Selection window groups tests into various categories. A test group may include one 
or more sub-groups. All test groups and sub-groups appear collapsed by default. To expand a 

test group, click  (or Expand All). To collapse an expanded test group, click  (or Collapse 
All).  

To create a new test session: 

1. If the Test Selection window is not open, click Select Tests in the upper-right corner of the 
TA Site (otherwise skip to step 2).  

2. To select tests for the session, do one of the following: 

o To select individual tests, mark the checkbox for each test you want to include. 

o To select all the tests in a test group, mark the checkbox for that group. 

o To select all available tests, click ǘƘŜ ŎƘŜŎƪōƻȄ ƴŜȄǘ ǘƻ ά9[t!нмέ at the top of the 
window. 

3. In the lower-left corner of the window, click Start Session. The window closes and the 
Session ID appears on the TA Site. 

4. Provide the Session ID to your students. 

 

Note: Write down the Session ID in case you accidentally close the browser window and need 
to return to the active test session. You may have only one session open at a time. You cannot 
reopen closed sessions, but students can resume a test opportunity in a new session. 

To add tests to an active test session: 

1. In the upper-right corner of the TA Site, click Select Tests. 

2. In the Test Selection window, mark the checkbox for the required test and click Add to 
Session in the lower-left corner.  

3. A confirmation message asks if you are sure you want to modify the tests in your session. To 
continue, click Yes. 

 

Note: You cannot remove tests from an active session. 

Approving Students for Testing 

After students sign in and select tests, you must verify that their settings and accommodations 
are correct before approving them for testing. When students are awaiting approval, the 
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Approvals button next to the Session ID becomes active and bounces until you click it. The 
number next to this button indicates how many students are awaiting approval (see Figure 16).  

Figure 16. Students Awaiting Approval 

 

 

Note: The Approvals notification updates regularly, but you can also click  in the upper-

right corner to update it manually. 

 

If a test contains segments requiring TA approval, you must also follow this procedure when 
approving studentsΩ entry to test segments. 

To approve students for testing: 

1. Click Approvals. The Approvals and Student Test Settings window appears, displaying a list 
of students grouped by test (see Figure 17). 

Figure 17. Approvals and Student Test Settings Window 

 

2. To check a studentΩs test settings, accessibility features and accommodations, click  for 

that student. TƘŜ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ appears (see Figure 18). 

a. If any settings are incorrect, update them as required. Students should not begin testing 
until their settings are correct. Read-only test settings should be updated in TIDE. 

 
Alert: When approving students for testing, you must update the editable settings in this 
window, rather than in TIDE. You must update the read-only settings in TIDE. 
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b. Do one of the following: 

Á To confirm the settings, click Set. You must still approve the student for testing (see 
step 5). 

Á To confirm the settings and approve the student, click Set & Approve. Students can 
start testing once you approve them. 

Á To return to the Approvals and Student Test Settings window without confirming 
settings, click Cancel. 

Figure 18. Test Settings Page for a Selected Student 

 

3. Repeat step 2 for each student in the list. 

 

Note: The Approvals and Student Test Settings window does not automatically refresh. To 
update the list of students awaiting approval, click Refresh at the top of the window. 
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4. If you need to deny a student access to testing, do the following (otherwise skip to step 5): 

a. Click  for that student. 

b. Optional: In the window that appears, enter a brief reason for denying the student.  

c. Click Deny. The student receives a message explaining the reason for the denial and is 
logged out. 

 

Note: If you deny students entry for a test, they can still request access to that test again. 

5. If you wish to approve students directly from the Approvals and Student Test Settings 
window, do the following: 

o To approve individual students, click  for each student.  

o To approve all students displayed in the list, click Approve All Students.  

Monitoring Studentsô Testing Progress 

After you approve students for testing, the Students in Your Test Session table appears (see 
Figure 9). This table displays the testing progress for each student logged in to your session. 
Table 3 describes the columns in this table. To sort the table by a given column, click that 
column header.  

Table 3. Columns in the Students in Your Test Session Table 

Column Description 

Student Name Last and first name of the student in the session. 

SSID SSID associated with the student. 

Test Name of the test the student selected.  

Requests Indicates the student requested a printout of test material. For more information, see 
the section Approving Print Requests. 

Student 
Status 

Current status for each student in the session. This column may also indicate how 
many questions the student has completed out of the total number of test questions.  

Test Settings This column displays one of the following: 

¶ Standard: Default test settings are applied for this test opportunity. 

¶ Custom: One or more of the studentôs test settings or accommodations differ from 
the default settings. 

To view the studentôs settings for the current test opportunity, click .  
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Column Description 

Pause Test Pauses the studentôs test. When a test pauses, this column displays an information 
button that opens a pop-up message explaining how the test became paused. For 
more information, see the section Pause Rules. 

 

Overview of Student Testing Statuses  

Table 4 describes the codes in the Student Status column of the Students in Your Test Session 
table. 

Table 4. Student Testing Statuses 

Status Description 

Approved You approved the student, but the student did not yet start or resume the test. 

Started Student started the test and is actively testing. 

Review Student answered all questions and is currently reviewing answers before completing 
the test.  

Completed Student submitted the test. The student can take no additional action at this point. 

Submitted Test was submitted for quality assurance review and validation.  

Reported Test passed quality assurance and is undergoing further processing.  

Paused* Studentôs test is paused. The time listed indicates how long the test has been paused. 

Expired* Test was not completed by the end of the testing window and the opportunity expired.  

Pending* Student is awaiting approval for a new test opportunity. 

Suspended* Student is awaiting approval to resume a test opportunity.  

*Appears when the student is not actively testing. The ǎǘǳŘŜƴǘΩǎ row grays out in such cases. 

 

Note: The Students in Your Test Session table refreshes at regular intervals, but you can 

also refresh it manually by clicking  in the upper-right corner. 

Pausing a Studentôs Test 

You can pause a ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ via the Pause Test column in the Students in Your Test Session 
table (see Figure 9). For information about pause rules, see the section Pause Rules. 

¢ƻ ǇŀǳǎŜ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘΥ 

1. In the Pause Test column, click  for that student. 

2. Click Yes to confirm. The Test Delivery System logs the student out and an information 
button appears in the Pause Test column.  
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Approving Print Requests 

άtǊƛƴǘ ƻƴ ǊŜǉǳŜǎǘέ ƛǎ ŀ ŘŜǎƛƎƴŀǘŜŘ ŦŜŀǘǳǊŜ which is identified in advance for some students 
needing this feature to ensure fair testing. Not all students may or should have the ability to 
print on request.  Students using the print-on-request tool can request printouts of test 
passages and questions. When students send print requests, the request notification appears in 
the Students in Your Test Session table (see Figure 9). 

To approve print requests: 

1. Click  in the Requests column of the Students in Your Test Session table. The Student 

Print Request window appears (see Figure 19). 

Figure 19. Student Print Request Window 

 

2. Review the print request and do one of the following: 

a. To approve the request, click . A cover sheet appears in a new browser window.  

b. To deny the request, click . In the window that appears, enter a brief reason for 

denying the request and click Deny. Do not proceed to step 3. 

3. In the new window, click Print to open the printer dialog box.  

4. Click OK to print the requested test elements.  

Stopping a Test Session and Logging Out 

This section explains how to stop a test session and log out of the TA Site. 

Stopping a Test Session 

When students finish testing or the current testing timeslot is over, you should stop the test 
session. Stopping a session automatically logs out all the students in the session and pauses 
their tests. Once you stop a test session, you cannot resume it. To resume testing students, you 
must start a new session.  
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Warning: The Test Delivery System automatically logs you out after 20 minutes of both user 
and student inactivity in the session. This action automatically stops the test session.  

To stop a test session: 

1. In the upper-right corner, click  (see Figure 16). A confirmation message appears.  

2. Click OK. The test session stops. 

Logging Out of the TA Site 

You should log out of the TA Site only after stopping a test session. 

To log out of the TA Site: 

1. In the banner, click Log Out. A warning message appears. 

2. In the warning message, click Log Out. The Iowa ELPA21 Portal appears. 

 

 
Alert: Navigating away from the TA Site will also log you out. Logging out while a session is in 
progress stops the session. If you need to access another application while administering 
tests, open it in a separate browser window. 

Accidentally Closing the Browser Window 

If you accidentally close the browser while students are testing, your session remains open until 
it times out. To return to the test session in the TA Site, you must enter the active Session ID.  

If you do not return to the active session within 20 minutes and there is no student activity 
during that time, the Test Delivery System ƭƻƎǎ ȅƻǳ ƻǳǘ ŀƴŘ ǇŀǳǎŜǎ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ǘŜǎǘǎΦ  
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Section VI. Signing in to the Student Testing Site 
This section describes the student sign-in process for the Student Testing Site. Students follow 
this procedure when starting a new test or resuming a paused test. 

 

Note: Students must sign in to the appropriate testing site:  

¶ For sessions created in the TA Interface, students sign in to the Student Testing Site on 
the secure browser. 

¶ For sessions created in the Practice Test Administration Site, students sign in to the 
Student Practice Test Site. Students can access the Student Practice Test Site on the 
Iowa ELPA21 Portal. 

Step 1: Signing Students In  

To sign students in to a test session: 

1. Launch the secure browser on ǘƘŜ ǎǘǳŘŜƴǘΩǎ testing device. The Student Sign-In page 
appears (see Figure 20).  

Figure 20. Student Sign-In Page 

 

2. Students enter the following information: 

a. In the First Name field, students enter their first name as it appears in TIDE. 

b. In the Student ID field, students enter their SSID as it appears in TIDE.  
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Note: If students do not know their exact information as it appears in TIDE, you can retrieve it 
in the TA Site (see the section Looking Up Students). 

c. In the Session ID field, students enter the Session ID as it appears on the TA Site. To 
prevent students from trying to log in to the wrong site, the first part of the three-part 
session ID that indicates whether students are on the Student Testing Site or the 
Student Training Site is pre-filled. 

3. Students click Sign In. The Is This You? page appears. 

 

Common Student Sign-in Errors  

The Test Delivery System generates an error message if a student cannot sign in. The following 
are the most common student sign-in issues: 

¶ Session does not exist:  

The student entered the Session ID incorrectly or signed in to the wrong 
site. Verify that the student correctly entered the active Session ID. Also, 
verify that both you and the student are using the correct sites. For 
example, students signed in to the Student Practice Test Site cannot 
access sessions created in the TA Interface. A message displayed in the 
bottom-left corner of the Student Sign-In page indicates which site the 
student is on. If a student is on the wrong site, the student can select the 
button included in the message to proceed to the correct site. 

¶ Student information is not entered correctly:  

Verify that the student correctly entered the SSID. If this does not resolve the error, use the 
Student Lookup tool to verify the student's information. See the section Looking Up 
Students. 

¶ Session has expired:  

The Session ID corresponds to a closed session. Ensure that the student enters the correct 
Session ID and verify that your session is open. For more information about test sessions, 
see the section Starting a Test Session. 
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Enabling Settings from the Sign-in Page 

Students can modify the settings they want to use 
during the sign-in process. To edit settings:  

1. Students click the cog wheel  in the upper-
right corner of the login page. The Choose 
Settings page appears (see Figure 21). 

2. Students select their preferred options from 
the available drop-down lists. These settings 
persist until you set the actual test settings 
during the TA approval process. 

Figure 21. Settings Page 

 

Step 2: Verifying Student Information  

After students sign in, the Is This You? page appears (see Figure 22). On this page, students 
verify their personal information. 

Figure 22. Is This You? Page 

 

To verify personal information: 

¶ If all the information is correct, students click Yes. The Your Tests page appears. 
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¶ If any of the information displayed is incorrect, the student must not proceed with testing. 
The student should click No. You must notify the appropriate school personnel that the 
ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ƛƴŎƻǊǊŜŎǘΦ 

 

 

Warning: Incorrect student demographic information must be updated before the student 
begins testing. 

Step 3: Selecting a Test 

The Your Tests page displays all the tests that a student is eligible to take (see Figure 23). 
Students can only select tests that are included in the session and still need to be completed. 

Available tests are shaded green and display an arrow icon. When starting a new test 
opportunity, the arrow is solid. When resuming a test opportunity, the arrow is striped. 

Tests that are already completed or are not included in the session are shaded gray and labeled 
as inactive. 

Figure 23. Your Tests Page 

 

To select an available test: 

¶ Students click the required test name. The request is sent to the TA for approval and the 
Waiting for TA Approval message appears. 

¶ If a studentΩs required test is inactive or not displayed, the student should click Back to 
Login. You should verify the test session includes the correct tests and add additional tests, 
if necessary. 
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Step 4: Verifying Test Information  

After you approve the student for testing, the student should verify the test information and 
settings on the Your Test Settings page (see Figure 24). !ǘ ǘƘƛǎ ǇƻƛƴǘΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŎǘǳŀƭ ǘŜǎǘ 
settings override any settings selected earlier in the sign-in process. 

Figure 24. Your Test Settings 

 

To verify test information: 

¶ If the settings are correct, students click Yes, Start My Test. 

¶ If the settings are incorrect, students click No. After a studentΩs test settings are corrected, 
the student must sign in and request approval again. 
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Step 5a: Sound Check  

Depending on the test content and the specified test settings, students may need to verify that 
their testing device is functioning properly from the Audio/Video Checks page. Each 
functionality check appears in its own panel. 

¶ To proceed to the Instructions and Help page (see Figure 28), verify each functionality, 
then click Continue. 

The Audio Playback Check page appears for tests with listening questions (see Figure 25). 
Students verify that they can hear the sample audio. 

Figure 25. Audio Playback Check Page  

 

To check audio settings:  

1. Students click the speaker icon and listen to the audio. 

2. Depending on the sound quality, students do one of the following: 

o If the sound is audible, students click I heard the sound.  

o If the sound is not audible, students click I did not hear the sound. The Sound Check: 
Audio Problem page appears, giving students two options: 

Á Students can click Try Again. This returns them to the Sound Check page. 

Á Students can click Log Out. You should troubleshoot the device and headphones or 
move the student to another device with working audio. 

Troubleshooting Audio Issues 

Prior to testing, ensure that audio is enabled on each device and that headsets are functioning 
correctly. If audio issues occur, do the following: 

¶ Ensure headphones are securely plugged in to the correct jack or USB port. 

¶ If the headphones have a volume control, ensure the volume is not muted. 
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¶ Ensure that the audio on the device is not muted. 
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Step 5b: Recording Device Check  

The Sound Check: Record Your Voice page appears for tests with questions that require 
students to record audio responses (see Figure 26). Students record their voice and verify that 
they can hear the recorded audio. 

Figure 26. Recording Device Check Page  

 

To check recording device settings:  

1. To begin recording, students select the  icon.  

2. Students speak into their recording device.  

3. To stop recording, students select the  icon. 

4. To listen to their recorded audio, students select the  icon. 

5. Depending on the recorded audio quality, students do one of the following: 

o If the recorded audio is audible, students select I heard my recording. The Test 
Instructions and Help page appears. 

o If the recorded audio is not audible, students select I did not hear my recording. The 
Problem Recording Audio page appears.  

Troubleshooting Recording Device Issues 

The Problem Recording Audio page appears when students experience difficulties recording 
audio or playing back recorded audio. This page gives students up to three options: 
















































