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Section I.Introduction to the User Guide

This user guide supporiest Administratos (TAs) who manage testing for students
participating in thdlowaELPA2practicetests andoperationaltests.

Organization of the User Guide

T

Overview ofthe Test Delivery Systeprovidesan overview of online testingnd general
test rules

Accessing th@est AdministratiorSitesexplains how to log in tthe TAsites

Overview of theTest AdministratiorSitesdescribes the overall layout ofié TAsites and
highlights the important tasks and functions.

Administering Online Testutlines the process for creating a test session, approving
students for testing, pausing testand logging out

Signingn to the Student Testing Siexplains how studentsignin to a test session.

Overview ofthe Student Testing Sitdescribes the layout of an onlirtest, as well as the
toolsavailable to students

Proceeding firougha Testexplains how studentsomplete tess.

TheAppendicegprovide additionalinformation about the secure browsekeyboard
commandstransferring test sessions, and user support.

Document Conventions

Tablel describes the converdns 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.

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

Policy: This symbol accompanies information regarding test administration policies.

A Warning: This symbol accompanies important information regarding actions that may

cause fatal errors.
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Intended Audience

This user guide is intended foest Administratas responsible for proctoringests with theTest
Delivery SystemTo use this system, you should be familiar with using lalvewser to

retrieve data and with filling out web forms. You should also be familiar withipgnt
documents and adjusig a computerQ @audio settingslf you or your students use
ChromebooksiPadsor othertabletsfor testing, then you should be familiar with these devices
as well.

Additional Resources

The following publications provide additional information

1 Forinformation aboutpolicies and procedures that govern secure and valid test
administration,seethe Online Directions fohdministration Manual

1 For information abousupportedoperating systems and browsesgethe System
Requirement$or Online Testingocument

1 For information about student and user management, rosters, and appesdshe TIDE
User Guide.

1 For information abounhetwork andinternet requirements, genergperipheraland software
requirements, and configuring texo-speech settingssee theTechnical Specifications
Manual for Online Testing

1 For information about installing secure browsessethe Secure Browser Installation
Manual

1 For information about supported hardware and software for Braille testing as well as
information about configuring JAWS&eethe Braille Requirements and Testikgnual.

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

The above resources are available on iivwa ELPA2Portal
(http://iowaelpa21.portal.airast.org).
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Section Il. Overview of the Test Delivery System

TheTest Delivery SystedeliversL 2 g I Q a orfirfe testsHl ive following sections describe
highlights of onlindesting in general anthe Test Delivery System particular.

Description of the Test Delivery Systend Sites

TheTest Delivery Systenonsists opracticesites andoperationaltesting sites. Theractice
sites function identically to theperationaltesting sites.

1 PracticeSites

0 Practice Test Administration Sitéllows Test AdministratorsTAs) to practice
administering tests.

o Student Practice Test Sité&llows studentsto practice taking tests onlinend using test
tools.

1 OperationalTesting Sites

0 Operational Test Administration SiteT@ Interfacg: AllowsTAsto administer
operationaltests.

0 Student Testing SiteAllows studentdo take operationaltests.

User Roles andSystem Requirements

Access to th@racticeand operationaltesting sites depends on your user role and browser.

1 TAs can use any supported web browser to access eithePthaetice Test Administration
Siteor the TA Interface

1 Students TAs, and parentganuse a supported web browser or secure browser to access
the Student Practice Test Siés guestsStudents can alssign into apracticetest session
created by arA

1 Students use a secure browser to accessShalent Testing Site

For information about supported @vating systems and browsersgethe System
Requirement$or Online Testingocument available on theowa ELPA2Rortal
(http://iowaelpa2l.patal.airast.org/resources
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General Rules of Online Testing

This sectiorescribesthe rules for administering online tests

Accessibility and AccommodationRules

Accommodations are reserved for students on IEPs and 504, Rlaits the Universal Features

are for all students and Designated Features are assigned for a student by a team of educators,
parents, and the studentStudents should not begin testing until thaye assignethe correct
accommodatiors. You mayaveto update someaccommodatios inthe Test Information
Distribution EngineTIDE

Pause Rules

TAs and students can pause a test in order to temporarily log the studentfabe test
sessionStudentscanreviewor modify answered questioradter returning totheir pausedtest.

These pause rules apply regardless of whether the student of gauses the test or a
technical issuéogs the student out

Test TimeoutRules

A warning message displays aférminutes of test inactivitySudentswho do not clickOK
within 30 seconds after this message appeaesiogged out.This timeoutautomatically pauses
the test

Test Opportunity Expiration Rules

Opportunities refer to the numbreof times a student can taketast within a range of dates.

Studentshave one opportunityo complete theELPA21test &a G dzRSy 1 Qa GSad 2 LILJ
remains active until the studersubmits the tesor until the opportunity expiresOnce a test

opportunity expires, the student cannot complete or review the t&stpiration dates for lowa

ELPAZ21 tests are aslonis: ELPA21 Onlirsnd Data Entry Interface (only for Paper and Pencil

and Braille accommodationtgsts expire after 48lays and ELPA21 Screener tests expire after

4 days.
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Section lll. Accessing thelest Administration Sites

This sectiordescribes how taccess the TAt8s.

Accessingthe TA Interface

¢Sad ' RYAYAaAaUNXrdGA2y aAixidisSa INB |
portal (http://portal.ed.iowa.goy) and lowa ELPA21 portal
(http://iowaelpa2l.portal.airast.org).

i K NR dz3

O
O
(s}
Qx
Qx
(s}
Pl

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

- For help setting up an account see theterprise A&A Account Sap and Help

Figure 1:lowa Department of Education Portal

@4/ Department of Education

Home AS&A Account» EdLinks »
Sign-in

lowa cation
Welco Forgot Password tion Portall
Latest Forgot 1D

Chroflic v iu wiseeiios wapnnar 10 are now oompatibk:
Editing a user profile, including changing administrat

2. Click thetbwa ELPAZXBpplication from your ranu (seeFigure2. lowa ELPA21 LipkYou
will be directed to the lowa ELPA21 portal.

- LT @2dz R2 y2i0 KI @S 00Saa (2 WwWL2g6lF 9[t! HmMQ
option 3 under EdPortal Online training, on how touest access.
Figure 2. lowa ELPA21 Link

IJYyvymH~
Department of Education

3. Select the appropriate Administrator card (deigure3). 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:lowa ELPA21 Portal User Cards

’r Students &
- Family

i

‘/ Test

. Administrators

. Test
Eﬁn Coordinators

Technology
Q Coordinators

4. Click theappropriate test administration car(seeFigure4).
Figure 4:lowa ELPA21 Test Administration Cards

ESnEe

Practice Test Operational Test
Administration a Administration

Changing Your Account Information
To modify account information:

1. To modify your name, phone number, and other againformationincluding requesting
access to the ELPA21 applicatigau must return to the IDOE EdPortal home page and click
Ga® tNRBRFTALSE Rgiresi. KS oF yySNI 60aSsSs

Figure 5. IDOE EdPortal Home Page Banner

Leadership, Innovation and Se /vice svr "OWA.

S
)" IOWA Kayla Convery My Profile  Logout

’,,‘ < Department of Education lowa State Department of Education v

DUC
Home  lowa ELPA21
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2.¢CKS daé t NRPFAC SHourégh @S/ & A DB NBEARD »ESSG2 YIS OK

Figure 6. IDOEEd Por t al iM Profiled page

Leadership, Innovation and Service for IOWA.

Kayia Convery My Profle  Logout
Department of Education lowa State Department of Educatior ¥

Home lowa ELPA21

My Profile Information

First Name Last Name Status
Hayla Convery Active
Administrative Organization

lowm State Department of Education

Address
Street 1 Street 2 City
State Zip Phone
Extension Email
kconveny@air.ong
Notes
Assigned Roles
tion Security Organization Rode Eacurity Oficer Status Date
lows ELPAZ] lowm State Department of Education AlR_HELPDESK Approved D1/1Br2016
Portal lowm State Department of Education Portal Assigned

Edil Cancel

3. To modify your useinformation= Of A O1 &9 RA G ®¢ ¢ K Biguee?).:nSNE £ LI :
the User Informatiorsection, enter updates as necessary. (To change your email address,
contact the EdPortal help desk).
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Figure 7. IDOE EdPortal Users Page

Leadership, Innovation and Service for IOWA.
IOWA

Kayia Convery My Profile L ogout

lowes State Department of Educatior ¥

Department of Education

Home lowa ELPA21

[l

User Information

My Profile

First Nama" Last Name"

Check the box

- if you could not find your administrative organization
- if you would like your selection for administrative organization reviewed

Notes

Save Cancel

+ Click the “ $ave” button above if you changed your administrative organization. You will see a confirmation screen on the next page.

+ Do not need to change your administrative organization? Click the “Request Roles™ button below if you need to request applications and roles.

5. ClickSave The EdPortal saves your changes, and a confirmation message appears (see
Figure8). To request access to the ELPA21 application, click REQUEST ROLES and choose
9[t!Hm FTNRBY (KS RNRLIR2gYy YSydzd ¢KAAa aSyRa
security officer. Once approval is granted, IOWA ELPA21 appears on the lowa Portal menu
bar.

Figure 8. User Information Update Confirmation Message

You have successfully updated the User.

Request Role(s) Exit

Additional help:

If you are unable to log in, contact thBOE EdPortélelp Desk for assistang&a email at
ed.portal@iowa.gowr phone at 515725-2040.
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Section V. Overview of the Test Administration Sites

This sectiorescribeghe test administration sites foFAs. Throughout the rest of this user
3dzA RS> & ¢slto bétrtlie $est AdbnstEatioh SiteT@ Interfacgand Practice Test
Administration Site

Practice Test Administration Site. Both TA Sites have the same functionality, but the available
tests are different. Tests provided in the TA Interfacear e operati onal and

A Warning: Do not use the TA Interface for practice. To practice administering tests, use the
be official.

TA Site Layout
Figure9 displays the layout of th&A Siteduringan activetest session.

Figure 9. TA Site Layout

Q, StudentLookup | [3) Approved R} Session Heb Guide ) AH

lowa Department of Education -
English Language Proficiency Assessment UAT—8246— ]_
Students in your Available Tests Test Session

1 students awaiting approval () printrequests () active tests

Instructions

= Passages and items will not print correctly if you are using Internet Explorer 6, 7. 8, or 9. If you are using IE 6, 7, 8, or 9, please switch to a different browser before approving any print requests. ***

o Start Session

Press the Select Tests button, mark the checkboxes for the tests you wish fo include, and then press the Start Session button_

o Approve Students
Press the Approvals button, review each student's test details, and then press the & button.

° Monitor Progress
Monitor the Students in your Test Session table. You can use the button to view print requests and the “ button to pause students' tests.

To stop a test session, press the @) button next to the Session ID.

Approvals and Student Test Settings @ Approve Al Students | 7% Refresh ® Done
1 students awaiting approval @ = ELPAZ1 Operational Test
Kindergarten ELPA21 Listening Test l
4 Istudent Name SsID Opp # See Details Action

Prince, Diana 9999999001 1 Standard o V x




Test Delivery System Overview of the Test Administration Sites

Essential features in the TA Site:

1. Session ID

2. Select Testbutton

3. Approvalsbutton

4. Students in Your Test Sessitable

Table2 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 Displays a list of print requests you approved during the current session.

button 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 lowa 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 z button* Updates the on-screen information.

Students in Your Test Displays the testing progress for students in your test session. See the

Session table** sectionMoni toring Studentsdé Testing F

*Feature appears after you start a test session.

**Eeature appears after you approve students for testing.

10
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TA Site Features

This section provides itrsictions for usig the features available in tHeannerat the top of the
TA SitgseeFigurel0).

Figure 10. TA Site Banner

Q Student Lookup a Approved Requests ﬁ Print Session Help Guide  Jf} Alerts [:-P Logout as First Name, Last Name

Looking Up Studerts

You can use the student loofdeature toperform a quick or advanceskarch for student
information. This is useful if students signing in to your test session cannot remember their
login information.

A Warning: You must ensure that a studentd demographic information is correct before testing
begins.1 f a studentés information is not .correc

To perform a quick search:
1. In the banner, lick Student Lookup

2. 9y GSNJ I ASBHIRSSSIDGE MFitalrmber)and clickSubmitSSIDSearch
resultsappearbelow the search fielg¢seeFigurell).

Figure 11. Student Lookup: Quick Search

I Cluick Search PG UE = B,

Enter the student's full Student ID (S51D) and click [Submit 551D] to search for that student's
record. A record displays the students name birth date, grade, and school/district information.
Searches by partial SSID are not permitted.

Mote: This Student Lookup feature allows you to verify student information for login purposes only.
It does not indicate whether a student is eligible to test. To verify student eligibility for a specific
online assessment, please check TIDE.

To perform an advanced search:
1. dickStudent Lookup>Advanced Search

a. Selectthe appropriatedistrictand school from the droplown lists.
b. Selectthe appropriate grade.

c. Optionat9 y (i S NJ | exadifictFo6lgsinande. Partial names amet allowed

11
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2. ClickSearch Search results appebelowthe search field¢seeFigurel?).

Figure 12. Student Lookup: Advanced Search

(e[I[d ¢=1-C1{< Bl Advanced Search

Use the drop-down menus to select the District, School, and Grade for your search. A First or Last
Name is required.

District/School Grade
Select a District/School v All Grades v

First Name Last Name

I

3. ToGASE | & dzR $,litk ® inxhg DemiNdoluninA 2 y

Viewing Approved Print Requests

You can view ast of everyprint request you approved during the current session.

To view approved requests:

1. In the banner, clickpproved RequestsThePrint Requestsvindow opengseeFigurel3),
listing print requests by student.

1. If you wish b print the list of approved requests, cliEkint.

Figure 13. Print Requests Window

Print Requests

GUEST Student ID GUEST

Test Request Question # Approved On
Grades 2 - 3ELPA Passage for ltem 5 6i3/2015 9:24:38 PM
Grades 2- 3ELPA Passage forltem 7 6/3/2015 9:27:38 PM

T
IR

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

12
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Printing Sessiam Information

You can print a snapshot tife TA Site as it currently appeafyou wish to keep a hardopy
record of the Session ID or list of approved students

To print a snapshot of theage
1. Inthe banner, lick Print Sessio® ¢ KS O privitldiding®iniwappears

2. dickOK

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

Thelowa Department of Edutian cansendstatewidealertsthat appearas popup messages
on theTA SiteTo view aecord ofactivealert messageéseeFigureld), clickAlertsin the
banner.

Figure 14. Record of Alerts

Alerts ® Close

This screen contains new alerts and alerts that have not yet expired.

8/24/2015 at 12:00 PM
Sample Alert 1

This is a sample alert message from the Department of Education.

9/2/2015 at 8:00 AM
Sample Alert 2

This is another sample alert message from the Depariment of Education.

13
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Section V.Administering Online Tests

Thebasic workflow for administering online tests is as follows:

1. TheTAselects tests and starts a test session.

2. Students sign in and request approval for tests.

3. TheTAreviewsstudentL2equests and approves them for testing.
4. Students complete and submit their tests.

5. TheTAstops the test session and logs out.

C2NJAYTF2NNIGA2Y o62dz2i GKS G(GSadAy3a LINBBG &
in to the Student Testing Siend Overview othe Student Testing Site

Starting a Test Session

When you log in to the TA Site, thest Selectionvindow opens automaticallgseeFigurelb).
This window allows you to select testsd start the session. Only the tests that you select will
be avaiable to studentsvho join yoursession.

Figure 15. Test Selection Box

Available Tests Test Selection Expand All 3%

Choose which tests to add to your session from the tree, and then start your session.

. [] Kindergarten ELPA21
= [] Grade 1 ELPA21

[] Grade 1 ELPA21 Listening Test

[:I Grade 1 ELPA21 Reading Test

[] Grade 1 ELPA21 Writing Test

[] Grade 1 ELPA21 Speaking Test
- [] Grades 2 - 3 ELPA21
. [] Grades 4 - 5 ELPA21

# [ Grades 6 -8 ELPA21

- [1Grades 9 — 12 ELPA21

() Start Available Tests Session Close

r-----
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TheTest Selectionvindow groups testsinto various categoriesA test group may include one
or more subgroups.All test groups and sulgroups appeacollapsedby default To expand a
test group, clicl-l- (or Expand Al)l. To collapse mexpandedest group, clicl== (or Collapse
All).
To create a new test session:
1. If the Test Selectiomvindow is not open, clickselect Teste the upperright corner of he
TA Sitgotherwise skip to steg).
2. To selectestsfor the sessiondo one ofthe following:
o To select individual testsnark the checkbox foeach test you want to include.
o To selectall the tests in dest group, mark the chedbox for that group.

o To select all available tests, clitkk S OKSO1 02 E afthetdpofitte a9 [t ! Hmé
window.

3. In thelower-left cornerof the window, tick Start SessionThe window closes and the
Session ID appeson the TA Site.

4. Provide the Session ID to your students.

'Ry}

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 anctivetest session:
1. In the upperright corner of the TA Sitalick Select Tests

2. In theTest Selectionvindow, mark the checkbox for the required test and chaldto
Sessiornn the lower-left corner.

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

'R

Note: You cannot remove tests from an active session.

Approving Students for Testing

After students sign in anskelecttests, you must verifithat their settings andaccommodatios
are correct before approving them for testing/henstudents are awaitingpproval, he

15



Test Delivery System Administering Online Tests

Approvalsbutton next to the Session IBecomes activand bounces until you click ithe
number next to this buttonndicaeshow many students are awaiting approyaeeFigurel6).

Figure 16. Students Awaiting Approval

Operational Tests / SE'E[:[ TESIS
@ Session ID

TEST-1 -1 234 V Approvals *
Note: The Approvals notification updates regularly, but you can also click S in the upper-
right corner to update it manually.

T

If a test contains segments requiriig\approval, you must also follothis procedurevhen
approving student&ntry to test segments

To approve students for testing:

1. dickApprovals TheApprovals and Student Test Settingsndow appears displayinga list
of studentsgrouped by tes(seeFigurel?).

Figure 17. Approvals and Student Test Settings Window

1 students awaiting approval @ = ELPA21 Operational Test
‘ Grades 9-12 ELPA21 Listening Test l
Student Name SsIiD Opp # See Details Action

Ghazali, RONNI 0009999010 1 Standard O V x

2. To tecka studenftest settings accessibility featuresnd accommodatios, click @ for
that student. TK S & G dzR Sy (i Qppeak (§eERGN¥IB).G A 2 Y

a. If any settings are incorrect, update them as required. Students should not begin testing
until their settings are correct. Reamhly 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.

16
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b. Do one of the following:

A To confirm the settings, clicket You must still approve the studefur testing (see

stepb).

A To confirm the settings and approve the studedtck Set & Approve Students can

starttesting once you approve them.

A To return to theApprovals and Student Test Settinggndow without confirming

settings, clicilCancel

Figure 18. Test Settings Page for a Selected Student

Test Settings for: Jarvis, Johnny @ Set & Approve

setting
SSID:

You must select [Set] or [Set & Approve] to confirm these test settings. Use [Set] to confirm the

s and return to the main Approvals screen fo approve this student.

90000258 | Grades 6-8 ELPA21 Listening Test | Opp # 1

Designated Supports

Color Choices Black on White -
Line Reader OFF
Masking OFF
Non-Embedded Designated Supports Mone h
Print on Request None e
Zoom 1X -

@ Accommodations

3. Repeat stef? for each student in thédist.

i

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.

17
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4.

5.

a. Click ¥ for that student.

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

c. ClickDeny. The student receiviea message explaining the reasfor the denid andis

logged out

window, do the following:
o To approve individuatudents,click ” for each student.

o To approve all students displayed in the Idick Approve All Students

If you need to deny a studemiccess to testingdo the following (otherwise skip to sté&p:

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

If you wish to approve students directly from tA@provals and Student Test Settings

Administering Online Tests

Monitoring Studentso Testing Progr
After you approve students for testindje Students in Your Test Sessitable appears(see
Figure9). This tablalisplays the testing progress$or each student loggeah to your session
Table3 describeghe columrsin this table.To sort the thle 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 Current status for each student in the session. This column may also indicate how
Status many questions the student has completed out of the total number of test questions.

Test Settings This column displays one of the following:

the default settings.

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

Toviewthes t u d esettings for the current test opportunity, click ©.

1 Custom: Oneormoreoft he st udent 6osactommodatianedifferiframg
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Description

Pause Test Pausesthe s t u d e n tVhen attest 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

Table4 describes theeodesin the StudentStatuscolumnof 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* Student ds test i lstedindicaeshdw long thestest hasrbeen 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 whenthe student is not actively testinghed (i dzR &y graysiouin such cases

I

Note: The Students in Your Test Session table refreshes at regular intervals, but you can
also refresh it manually by clicking S in the upper-right corner.

Pausing a Studentods Test

You can pausaa (i dzR S yiah& Palis8 Bedtolumn in theStudents in Your Test Session
table (see Figure9). For information aboupause rules, see the secti®tause Rules

¢2 LI dzaS |y AYRAGARIzZf &aGdzRSyidiQa GdSady
1. InthePause Testolumn, click |} for that student.

2. Clickyesto confirm.The Test Delivery Systetogs the student ouaind an information
button appears in the Pause Test column

19
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Approving Print Requests

GNAY UG 2y NBIj dzSad ¢ which isitlentiRef & Addayide toSsBme BtGderisdzNS
needing this feature to ensure fair testing. Not all students may or shcane the ability to

print on request. Students using the prirbn-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 Sessitable (seeFigure9).

Toapprove print requests:

1. Click in the Requestsolumnof the Students in Your Test Sessitable. TheStudent
Print Requestvindow appeargseeFigurel9).

Figure 19. Student Print Request Window

Student Print Request(s)

Name: Lastname, Firstname, Student ID: 98999981234

This page displays a request for each passage that a student would like printed. Select Approve if
you approve the print request, or Deny if you do not.

Note® Selecting Approve brings up a Print Preview page based on the browser you are using. Select
Print from that page to send this request to your print station.

Print Requests

New Request Date and Time Action
Passage for tem 5 6/3/2015 8:00:21 PM v x
Passage for tem 7 6/3/2015 8:04:17 PM v x

2. Review the print requesanddo one of the following:

a. Toapprove the regiest, click4” . A cover sheeappearsin a new browser window.

b. To deny the request, clic ¥ . In thewindow that appears, enter a brieéason for
denying therequestand clickDeny. Do not proceed to stef.

3. In the new window, clicRrintto open the printerdialog box.

4. ClickOKto print the requested test elements

Stopping a Test Sessimand Logging Out

This section explains how to stop &teession and log out of the TA Site.

Stopping a Test Session

When students finish testing or theurrent testing timeslot is over, you should stop the test
sessionStopping a session automaticalbgs out all the students in the session gralises
their tests.Onceyou stop a test session, you cannot resumd @ resumdesting studentsyou
must start a new session.
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A

To stopa test session:

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.

1. Inthe upperright corner, cIick@ (seeFigurel6). A confirmatiormessageppeas.
2. ClickOK The test sessiostops

Logging Out of the TA Site
You should log out of the TA Site only after stop@ingst session

To log out of the TAite:

1. In the banner, lickLog Out A warning message appears.

2. In the warning messagelickLog Out The lowa ELPA2Rortal 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 BrowserWindow

If you accidentally close the browser while students asihg, your session remaopen until
it times out.To return to the test session the TA Siteyou mustenter the active Session ID.

If you do not return to the active session witf#@ minutesand there is no student activity
during that time the Test Delivery Systen2 3& @2dz 2dzi | yR L)} dzaSa GKS
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Section VI. Signingin to the Student Testing Site

This sectiorescribeghe studentsignin procesdor the Student Testing Sit&tudents follow
this procedure when starting a new test or resuming a paused test.

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

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

1 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
lowa ELPA21 Portal.

Step 1:Signing Studentsin
Tosign studentsin to a testsession

1. Launch the secure browsen( K S & (itelgfh§ gevic@EheStudentSignin page
appearg(seeFigure20).

Figure 20. Student Sign-In Page

Please Sign In

First Name:

4

Student ID:
This is the
Operational Test Site
If you wish to take a
practice test, please Session ID:
click the button below P PROD - -

Take a Practice Test
a Operational Test Site

2. Students enter thdollowinginformation:

a. IntheFirst Namdield, students enter theifirst nameas itappearsin TIDE

b. In the Student IDield, students enter theilSSICas it appears in TIDE
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I

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. IntheSession IBeld, studentsenter the Session I@s it appears on the TA& To
prevent students from trying to log in e wrong site, the first part of the threpart
session ID that indicates whether students are on the Student Testing Site or the
Student Training Site is pféled.

3. StudentsclickSign InThels This Youpageappeas.

Common Student Signin Errors
TheTest Delivery Systegenerates an error message if a student cannot sign in. The following
are the most common studersignin issues

i Session does not exist:

This s &

The student entered the Session ID incorrectly or signed theavrong e

site. Verify that the student correctly entered the active Session ID. Als FF i
verify that both you and the student are using the correct sites. For i
example, students signed in to ti&tudent Practice Test Sitannot below

access sessions created in fh& InterfaceA message displayed in the =P
bottom-left corner of the Student Sigim page indicates which site the

student is on. If a student is on the wrong site, the student can sdbect t
button included in the message to proceed to the correct site. ) Procsce assessmen

1 Student informationis not enteredcorrectly:

Verify that the student correctly entered tH8SIDIf this does not resolve the error, use the
Student Lookup tool to verify th&tudent's information Seethe sectionLooking Up
Studerts.

1 Session ha 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 sectiorbtarting a Test Session
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Enabling Settings from theSign-in Page

Sudentscan modify thesettingsthey want to us:
during thesignin processTo edit settings Settings

1. Sudents click the cog whed® in the uppek
right corner of the logimpage TheChoose
Settingspageappears(seeFigure2l).

|| Embedded Designated Suppons

Figure 21. Settings Page

2. Students select their preferred options fron
the avalable dropdown lists.These settings N -
persist untilyou setthe actual test settings
during theTAapproval process.

Step 2:Verifying Student Information

After studentssignin, thels This Youpageappears(seeFigure22). On this pagestudens
verify their personal informaibn.

Figure 22. Is This You? Page

Is This You?

Please confirm all information is correct before you can move onto test selection.

First Name Last Name
Jane Doe

SSID: Grade
AIR999999 11

Date of Birth School:
October 12, 1998 AIR School

O -

To verifypersonal information:

1 If all the information is correct, students clitles TheYour Testpageappeas.
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1 If any of the information displayed is incorrect, the studenistnot proceed with esting.
The studenshouldclickNo. You must notify the appropriate school personnel that the
a0dzZRSy i1Qa AYF2NNIGA2Y Aad AYyO2NNBOGO®

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

Step 3:Selecting a Test

TheYour Testpage displays all the tests that a student is eligible to {skeFigure23).
Students can only select tests that are included in the sessiontdintegd 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 ogpnity, the arrow is striped.

Tests that are already completed or are not includethamsession are shaded gray and labeled
asinactive.

Figure 23. Your Tests Page

Start Grades 4-5 ELPA21 Listening Start Grades 4-5 ELPA21 Reading
Practice Test Practice Test

This is opportunity 1 of 99 This is opportunity 1 of 99

Start Grades 4-5 ELPA21 Speaking Start Grades 4-5 ELPA21 Writing
Practice Test Practice Test

This is opportunity 1 of 99 This is opportunity 1 of 99

0 Practice Test Site Back to Login

To ®lect an available test:

1 Studentsclick therequired test nameTherequest is sento the TAfor approvaland the
Waiting for TA Approvamessageppears.

1 If a studen@requiredtest is inactive or not displayed, the studesitouldclickBack 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 approvehe student for testing, the studerghouldverify the test information and
settings on theYour Test Settingpage(seeFigqure24).! & G KA a LR AY OGS (GKS &G dzF
settings override any settings selected earlier in the -sigprocess.

Figure 24. Your Test Settings

Your Test Settings

Please select the accommodation settings for your test.

Grades 9-12 ELPA21 Listening Practice Test

General Testing Tools

(2] Strikethrough & m
(2] Global Notes m
@ Masking  $ m

@ visual Tools

(2] Color Choices Black on White (default) s

| c RS Back to Login

To \erify test information:

1 If the settings are correcstudentsclickYes, Start My Test

1 If the settings are incorrecstudents clickNo. After a studen® test settings are corrected,
the student must sign iand 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 tAeidio/Video Checkpage.Each
functionality check appears in its own panel.

1 To proceed to thénstructions and Helpage (sed-iqure28), verify each functionality,
then clickContinue

TheAudio PlaybackCheckpageappears fotestswith listeningquestiors (seeFigure25).
Studentsverify that they can hear the sample audio.

Figure 25. Audio Playback Check Page

Audio Playback Check

Make sure audio playback is working.

@To play the sample sound, press the speaker button.

Next Step:
If you heard the sound, choose I heard the sound. If not, choose I did not hear the sound.

| did not hear the sound

To deck audio settings:

1. Students click thepeaker icor@and listen to the audio.
2. Depending on the sound quality, students do one of the following:
o If the sound is audiblestudents click heard the sound

o If the sound is noaudible, students clickdid not hear the soundTheSound Check:
Audio Problenpageappearsgiving studentswo options:

A Students can clickry Again Thisreturnsthem to the Sound Checpgage

A Students can clickog Out You shouldrbubleshoot thedeviceand headphones or
move the student to anothedevicewith working audio.

Troubleshooting Audio Issues

Prior to testingensure thataudio is enabled on eaaleviceand that headsets are funcining
correctly.If audio issuesccur, do the following:

1 Enrsure headphones are securely pluggedarihe correct jack or USB port.

1 If the headphones have a volume control, ensure the volume is not muted.
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M Ensure that the aud on thedeviceis not muted.
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Step 5b: Recording Device Check

TheSound CheckRecord Your Voigeage appears for tests with questions that require
students to record audio responses (degure26). 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 iswible, students select heard my recordingTheTest
Instructions and Helpage appears.

o If the recorded audio is not audible, students seledid not hear my recordingThe
Problem Recording Audipage appears.

Troubleshooting Recording Device Issues

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