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Section I.Introduction to the User Guide

This user guide supporigest Administratos (TAs) who manage testing for students
participatinginthd I ¢ A WA { G G S & A R Srairing @sSapiadfiGessis and N2 3 NI Y
operationaltests

Organization of the User Guide

1 Overview othe Online Testing Systeprovidesan overview of online testingnd general
test rules

1 Accessing th@est Administratiorsitesexplains how to log in tthe TAsites

1 Overview of theTest AdministratiorSitesdescribes the overall layout ofi¢ TAsites and
highlights the important tasks and functions.

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

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

1 Overview othe Student Testing Sitdescribes the layout of an onlinest, as well as the
tools available to students

1 Proceeding firougha Testexplains how studentseview stimuli,respond to questions, and
submit tests

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

Document Conventions

Tablel 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.
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Element | Description

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

Intended Audience

This user guide is intended foest Administratas responsible fo administeringtests with the
Online Testing Systerito 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 withipgnt

documents and adjustg 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 additionafermation:

1 Forinformation aboutpolicies and procedures that govern secure and valid test
administration,seethe Test Administration Manual

1 For information abousupportedoperating systems and browsesgethe System
Requirementslocument

1 For infomation about student and user management, rosters, &gt improprieties see
the TIDE User Guide.

1 For information aboutnterim Assessmentandscoringguestiors, seethe Teacher Hand
ScoringSystemUJser Guide.

1 For information abounetwork andinternet requirements, genergberipheraland 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 JAW&eethe Braille Requirements and Testing Manual.

The above resources are available ontthe g A WA {0 6SgARPortllaaSaayYSyi
(alohahsap.ory



Online Testing System Overview of the Online Testing System

Section Il. Overview of the Online Testing System

TheOnline Testing Systedelivers] | g ) @klAh&tests. The following sections describe
highlightsof online testing in general arttie Online Testing System particular.

Description of the Online Testing Systend Sites

TheOnline Testing Systenonsists ofrainingsites andoperationaltesting sites. Thé&aining
sites function identically to theperationaltesting sites.

1 TrainingSites
0 TA Training SiteAllows TAsto practice administering tests.

o Student Training and Practice Test Sifé¢lows studentsto practice taking tests online
and using tesstools.

1 OperationalTesting Sites
o0 TA Live SiteAllowsTAsto administeroperationaltests.

0 Student TestingSite: Allows studentdo take operationaltests.

User Roles andSystem Requirements

Access to thérainingand operationaltesting sites depends on your user raled browser.

1 TAs can use any supported web browser to access eithefl thdraining Siter the TA Live
Site

1 Students TAs, and parentganuse a suported web browser or secure browser to access
the Student Training and Practice Test S$eguestsStudents can alssign into atraining
test session created by A

9 Students use a secure browser to accessShalent Testing Site

For information about supported operating systems and browssgsthe System
Requirementslocumentand the Secure Browsers pageailable on theHSARPortal
(alohahsap.ory
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General Rules of Online Testing

This sectiorescribesthe rules for administering online tests

AccommodationRules

Students should not begin testing until thaye assignethe appropriatedesignated supports
andaccommodatios. You mayaveto update somedesignated supports and
accommodatios inthe Testinformation and Distribution Engind@ DB

Pause Rules

TAs and students can pause a test in order to temporarily log the studentfabe test
sessionStudentscannotreview or modify answered questionsfter their test pauses for

more than30 minutes, even if theymarkedquestiorsfor review. The only exceptiaio this

rule areif a student pauses the test before answering all of the questions on the current page
or if you submita test improprietyin TIDE

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 af@rminutes of testmactivity. Sudentswho do not clickOK
within 30 seconds after this message appeaesiogged out.This timeoutautomatically pauses
the test

Segmented Test Rules

Sometests, such as the Algebra | and Il EofdCourse Examb&ave multiple segmentsStudents
may or may not be able to review their answers in previous segments after starting the next
segment, depending on the test.

Test Opportunity Expiration Rules

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

HSA Science Assessmaaitew students up to three test opportunitieduring the testing

window. See theHSA Science and EOC Exams Test Administration Mawvaigble on the
alohahsap.org portal for additional informatio8marter Balanced Interimo@prehensive
Assessments (ICAs) and Interim Assessment Blocks dllsBsjtudents up to five
opportunitiesduring theyearlongtesting window.See theSmarter Balanced Interim
Assessments $eAdministration Guideavailable on the alohahsap.org portat additional
information.! A G dzZRSy 1 Qa GSald 2 LIJI2 NI dzydubnits tieBeydr A v &
until the opportunity expiresOnce a tesbpportunity expires, the student cannot complete or
review the test.
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Section lll. Accessing thel'est Administration Sites

This sectiordescribes how to access the TiteS

To accesthe TA Live Site

1.

2.

3.

Navigate to theHSARPortal @lohahsap.ory

Select your usernle.

SelecftTA Live Site The login page appears.

Enter youremail addressind password.

Cick Secure LoginTheTA Live Sitappears
(Figure 2)

a. If you are associated with multiple
institutions, a popup message prompts
you to ®lecta testing institution. Select
your institution from thedrop-down list
and clickGo. To change thdnstitution,
you must log out and then log back in.

Figure 1. Portal User Cards

Teachers

2 Test Coordinators/

L

¥ Administrators
S ‘a
Figure 2. Card for TA Live Site

S

TA Live Site

a
Figure 3. Login Page

Forgot Your Password?
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To acesghe TA Training Site

1. Navigate to theHSARPortal @lohahsap.ory Figure 4. Cards for TA Training Site

2. Select your user roléseeFigurel). — E—

3. SelecfTraining Site % {?:‘

4. SelectTA Training SiteThe login page Training Site TA Training Site
appears (se€&igure3).

5. Enter youremail addressnd password

6. ClickSecure LoginTheTA Trainingig&
appears

a. If you are associated with multiple
institutions, a popup message prompts
you to ®lecta testing institution. Select
your institution from thedrop-down list
and clickGo. Tochange thdnstitution,
you must log out and then log back in.

Note: For information about logging out of the TA Live Site and TA Training Site, see the
section Logging Out of the TA Site.

About Usernames and Passwords

Yourusername is the email address associated with your account in TIDE. When yaldede
to TIDE, youeceive an mail containng a temporary password andlaginlink for the HSAP
systemsTo activate your accountpy must log in withirB days of receiving the email. You
must update your password arsgt a security question.

9 If your first temporary password expired:

SelectClick here to request onen the login page to request a new temporary password.
Enter your email address in tliEmail AddresBeld. TheHSAPHelp Desk will send you a new
email with anewtemporary password.

9 If you forgot your password:

SelectForgot Your Password@n theloginpage and then enter your email address in the
Email AddresSeld, clickNextand answer the security question on the following pagke
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HSARelp Desk will send yoanemail with anewtemporary passwordif you do not
remember the answer to your security question, you will need to ccintiae HSAP Help
5S5a1 FT2NJ lFaaradlryoSe {SS 4! RRAUGAZ2Y It KSft LXk

1 If you did not receive an email containing a temporary password:

Check your spam folder to make sure your email program did not categorize it as junk mail.
If you still do not have an emadontact yourPrincipal ofTest Coordinator to make sure you
are listed in TIDE.

1 Additional help:

If you are unable to log in, contact th#SARHelp Desk for assistanceodymust provide
your name and mail addess. Contact information is available in tdeer Supporsection
of this user guide.
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Section IV. Overview of the Test Administration Sites

This sectiorescribeghe test administration sites foFAs. Throughout the rest of this user

3dzA RS I

A

TA Site Layout

G ¢sito béthtlie 4 LivélBtan8 ™I Training Site

operational

Warning: Do not use the TA Live Site for practice. To practice administering tests, use the TA
Training Site. Both TA Sites have the same functionality, but the available tests are different.
Tests provided in the TA Live Sitea r e

and students

Figure5 displays the layout of th&A Siteduringan activetest session.

% AMERICAN INSTITUTES FOR RESE
11

Students in your Operational Test Session

Figure 5. TA Site Layout

Q Student Lookup @ Approved Requests

mﬂauoml Tests

4 students awaiting approval ] @ printrequests 39 aciive tests

Student Name Student ID
Lastname, Firstname 99999991234
Lastname, Firstname 99999991234
Lastname, Firstname 99999991234
Lastname, Firstname 99999991234

Opp # Test
1 Grade 3 ELA
3 Grade 5 Mathematics

2 | Grade 3 ELA

3 Grade 5 Mathematics

Essential features in the TA Site:

1. Session ID

2. Select Testbutton

3. Approvds button

4. Students in Your Test Sessitable

¥ Print Session Help Guide

Session ID

Status
started: 19/40
paused
started: 19/40

started: 19/40

TEST-1-

£ @ = Summative

A\ Aerts [+ Logoutas First Nam:

1234 [oo

e

=Interim 1 @ = Interim 2

Test Settings = Pause Test
stndara O 1]
Custom o 0
sandad ) 1]
wem  ® )
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Table2 provides an overview of the major features available in the TA Site.

Table 2. TA Site Features

Feature Description

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

Approved Requests Displays a list of print-on-demand and embossing requests you

button 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 the TA Site 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 fromtheHawai 6i Depar t mé&eet
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 Displays the testing progress for students in your test session. See the

Session table** sectionMoni toring Studentsd Testing F

*Feature appears after you start a test session.
**Eeature appears after you approve students for testing.

TA Site Features

This section provides instructions for ugithe features available in tHeannerat the top of the
TA SitgseeFigureb).

Figure 6. TA Site Banner

Q Student Lookup @ Approved Requests ﬁ Print Session Help Guide g} Alerts [:-r Logout as First Name, Last Name



Online Testing System Overview of the Test Administration Sites

Looking Up Studerts

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

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

To perform a quick search:
1. In the banner, kick StudentLookup

2. 9y 4 SNJ I ASBREcESObnit SEXSehirch resultappearbelow the search
field (seeFigure?).

Figure 7. Student Lookup: Quick Search

Quick Search EEVE =l RSEETi4)]

Enter the student's full Student ID and click [Submit Student D] to search for that student’s record.
Searches by partial Student 1D are not permitted

10014 [PRIS 999990079 Submit Student ID

Search Results

First Name: Bfpj

Last Name: Jkuo

SSID: 9999990079

Grade: 04

Date of Birth: 11/10/2001
Gender: M

School” Kula a’oc Hawal'i

District: Training Complex Area A
SchoolGroup: Demo School Group 2
LEP: N

Ethnicity: 5

Name- Jkuo, Bipj

To perform an advanced search:

1. dickStudent Lookup>Advanced Search
a. Selectthe appropriatecomplex areacomplex and school from the drojlown lists.
b. Selectthe appropriate grade.
c. Optionat9 y (i SNJ | exadifictFo6lgsinande. Partial names amet allowed

2. ClickSearch Search results appebelowthe search field¢seeFigure8).

10
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Figure 8. Student Lookup: Advanced Search

Advanced Search

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

Complex Area/School Grade

First Name Last Name

I
>

Search Results

student ID First Name Last Name Grade Details
9999990013 DemoStudentas DemoStudenta o7 o
3. To@ASEs | & dzR S ylick ® inihg FemidadlininA 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 RequestsTheApprovedRequestsvindow opengseeFigure
9), listing print requests by student.

2. If you wish o print the list of approved requests, cliBkint.

Figure 9. Print Requests Window

Approved Requests ﬁ Print @ Close

Student ID

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

"7 | Note: For information about approving print-on-demand and embossing requests, see the
section Approving Print Requests.

11
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Printing Sessim Information

You can print a snapshot of the TA Sitet @siirently appearsf you 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

Thel I g1+ A WA 5 S LI NI cassghistagWidedleRsih@tlappdagas popup
message®n the TA SiteTo view aecord ofactivealert messageéseeFigurel0), clickAlerts
in the banner.

Figure 10. 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 Department of Education.

12
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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 approfa@l tests.

3. TheTAreviewsstudentL2equestsfor print-on-demand and embossirand approves them
for testingif appropriate

4. Students complete and submit their tests.
5. TheTAstops the test session and logs out.

FANJ AVF2NXI G0A2Y | o62dzi GKS GSadAy3a LINES&nG FNRY
in to the Student Testing Sisnd Overview othe Student Testing Site

Starting a Test Session

When you log in to the TA Site, thest Selectionvindow opens automaticallgseeFigurell).
This window allows you to select testsd start the session. Only the tests that you select will
be available to student&ho join yoursession.

Figure 11. Test Selection Window

Live Test Selection

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

== [ ]End of Course Exams l
4 []HSA-Al Eﬂl
== [ ]HSA Science

== [ ] Smarter Balanced Summative l
== [ ] Smarter Balanced Interim Assessment Block (IAB) .

== [ ] Smarter Balanced Interim Comprehensive Assessment (ICA)

Start Live Session Close

TheTest Selectionvindow color-codes tests androups theminto various categoriesA test
group may include one or more sygpoups.All test groups and sulgroups appeacollapsedoy

13
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default To expand a test group, cli+ (or Expand All. To collapse mexpandedest group,
click=== (or Collapse A)l

To create a new test session:

1. If the Test Selectiomvindow is not open, clickelect Testi the upperright corner of the
TA Sitgotherwise skip to ste).

2. To selectestsfor the sessiondo one ofthe following:
o To select individual testsnark the checkbox for each tegbu want to include.
o To selectall the tests in dest group, mark the chediox for that group.

3. In thelower-left cornerof the window, tick Start Sessionthe exact labefor this button
may vary depending on whether you are startinganing or operationalsession)The
window closes and the Session ID apgesrthe TA Site.

4. Provide the Session ID to your students.

"7 | 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 t@n activetest session:

1. In the upperright corner of the TA Sitalick Select Tests

2. In theTest Selectionvindow, mark the checkbox for the required test and chadto
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

e
T

Note: You cannot remove tests from an active session.
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Approving Students for Testing

After students sign in anskelecttests, you mustverify that their settings ancdaccommodatios
are correct before approving them for testing/henstudents are awaitingpproval, he
Approvalsbutton next to the Session IBecomes activand bounces until you click ithe
number next to this buttorindicaeshow many students are awaiting approyaeeFigurel?).

Figure 12. Students Awaiting Approval

Z/ Select Tests
Session 1D

TEST-1-1234 § o rpprovass| 1)

Operational Tests

Note: The Approvals notification updates regularly, but you can also click ;:: in the upper-
right corner to update it manually.

I

To approve students for testing:

1. dickApprovals TheApprovals and Student Test Settingsndow appears(seeFigurel3),
displayinga list of studentsgrouped bythe test each is asking approval to take.

Figure 13. Approvals and Student Test Settings Window

Approvals and Student Test Settings S Refresh

4 students awaiting approval @ = Category A = Category B @ = Category C
Student Name SSID Opp # See Details Action
SMITH, JOHN 9999999343 1 Standard © v X
| |
Student Name SSID Opp # See Details Action
SMITH, JANE 9999999016 1 Custom © v X
SMITH, JUAN 9990999857 1 Standard © v X
Student Name sSID Opp # See Details Action
SHMITH, JENNY 9999999500 1 Standard © v X

2. To hecka studenf3test settings designated supportsind accommodatios, click & for
that student. TK S & G dzR Sy (i Qppeak (fcERgN®IK).G A 2 Y
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a. If any settings are incorrect, update them as required. Students should not begin testing
until their settings are correct. Reahly test settings should be updated in TIDE.

Alert: When approving students for testing, you must update the editable test settings in this
window, rather than in TIDE. Test settings which are not editable in the TA Live Site must be
updated in TIDE before a student may begin testing.

b. Do one of thefollowing:

A To confirm the settings, clicket You must still approve the student for testing (see
stepb).

A To confirm the settings and approve tls¢udent, click Set & Approve Students can
start testing once you approve them.

A To return to theApprovals and Student Test Settingsndow without confirming
settings, cliciCancel

Figure 14. Test Settings Page for a Selected Student

Tests Settings for Lastname, Firstname

You must select [Set] or [Set & Approve] to confirm these test settings. Use [Sef] to confirm the
settings and return to the main Approvals screen to approve this student.

Student ID: 99999991234 | Summative Test Name 1 | Opportunity 1
Streamlined Mode: on -

Permissive Mode: Permissive Mode Disabled ~

Item Response Recovery. Disabled ~

TTS Tracking: Tracking OF ~

Color Contrast: Black on White (defaul) ~

Language: English ~

Masking. Masking Not Available -

Print on Demand:Stimuli

Zoom: X~

Number of Accommodations: None -

3. Repeat stef? for each student in thdist.

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.

4. If you need to deny a studemiccess to testingdo the following (otherwise skip to sté&yp:
a. Click 3 for that studenton the Approvals and Student Test Settingsdow.

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

c. ClickDeny. The student reciwes a message explaining the reasfor the denialandis
logged out
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' | 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 tA@provals and Student Test Settings
window, do the following:

0 To approve individual studentslick ” for each student.

o To approve all student®r a given testclickApprove All Students

Moni toring Studentso Testing

After you approve students for testind)e Students in Youilest Sessiotable appearg(see
Figureb). This tablalisplaysthe testing progress$or each student loggeth 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

Administering Online Tests

Progr

Column

Description

Student Name

Last and first name of the student in the session.

SSID SSID associated with the student.

Opp # Opportunity number forthe s t u d eselectéddest.

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

1 Custom: Oneormoreoft he st udent 6fsruniversalttools, designatedg
supports, or accommodations differ from the default settings.

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

Pause Test

Pausesthes t u d e n tVWhen 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.
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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 Shtudent 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 6s test i lstedpndicaeshdw 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 when the student is not actively testing. The student ds row grays

"' | Note: The Students in Your Test Session table refreshes at regular intervals, but you can
also refresh it manually by clicking 3 in the upper-right corner.

Pausing a Studentds Test

You can pausaa (i dzR S yviagha Palis8 Bedtolumn in theStudents in Your Test Session
table (see Figureb). Forinformation aboutpause rules, see the sectidtause Rules

¢2 LI dzaS Iy AYRAGARdIzZf aiddzRSydaQa G4Sady
1. InthePause Testolumn, click |} for that student.

2. ClickYesto confirm.The Online Testing Systelags the student ouand an information
button appears in the Pause Test column

18
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Approving Print Requests

Students using the prirdn-demandtool can request printouts of test paages and questions.
When students send print requests, the request notification appears irsthdents in Your
Test Sessiotable (seeFigureb).

“17 | Note: Test Administrators should make sure their computer is connected to a working printer
located in the testing room prior to testing a student with the print-on-demand accommodation
enabled. TAs should also review the relevant sections of the HSA Science and EOC Exams
Test Administration Manual and the Smarter Balanced Summative Test Administration manual
regarding the handling and destruction of secure test materials. These documents can be
found on the alohahsap.org portal website.

Toapprove printrequests:

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

Figure 15. Student Print Request Window

Student Print Request(s)

Name: Lastname, Firstname, Student ID: 99999991234

Print Requests

New Request Date and Time Action
Passage for ltem 5 6/3/2015 8:00:21 PM V x
Passage for ltem 7 G/32015 8:04.17 PM V x

2. Review the print requesanddo one of the following:

a. Toapprove the request, clic ” . A cover sheeappearsin a new browser window.

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

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

4. ClickOKto print the requested test elements
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Stopping a Test Sessivand 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 theurrent testing timeslot is oweyou 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 i resumeesting studentsyou must start

a new session.
A Warning: The Online Testing System automatically logs you out after 30 minutes of both TA
and student inactivity in the session. This action automatically stops the test session.

To stopa test sessin:

1. Inthe upperright corner, click@ (seeFigurel?). 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 TA Site
1. Inthe banner, lickLog Out A warning message appears.

2. In the warning messageliak Log Out The HSARPortal 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.

If you log out from another HSAP system, such as TIDE, you will also log out of the TA Site.

Accidentally Closing the BrowserWindow

If you accidentally close the browser while students are testing, your session seopain until
it times out.To return to the test session the TA Se, you mustenter the active Session ID.

If you do not return to the active session witl80 minutesand there is no student activity

during that time the Online Testing Systelngs you outandlJ- dza S& (G KS &G dzRSy i aQ
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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 resumingaaised test.

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

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

1 For sessions created in the TA Training Site, students sign in to the Student Training and
Practice Test Site. Students can access the Student Training and Practice Test Site on
the HSAP Portalor t he secure browser by clicking
Test Site. o

Step 1:Signing Studentsin

Tosignstudentsin to a testsession

1. Launch the secure browsen( K S & (itelgfh§ geivic@EheStudentSignin page
appears(seeFigurelb).

Figure 16. Student Sign-In Page

| Please Sign In

First Name:

Student ID:

Session ID: - -

Browser: Secure v9

; r

2. Students enter thdollowinginformation:
a. In theFirst Namdield, students enter theiffirst nameas itappearsin TIDE

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

"1 | 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&

3. StudentsselectSign InThels This YoupRageappeas.
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Common Student Signin Errors

TheOnline Testing Systegenerates an error message if a student cannot sign in. The following
are the most common studersignin issues

T

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 t8tilngent Training Site

cannot access sessions created in Ti#eLive Site

Student informationis not enteredcorrectly:

Verify that the student correctly entered tif@SIDIf this does not resolve the error, use the
Student Lookup tool to verify thetudent's information Seethe sectionLooking Up
Studerts.

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 asbgessions,
see the sectiorbtarting a Test Session

Student is not associated with the school:

The student is not associated with your school,®rdz | NB y 24 F&aa20Al 4G4SR
school.

Enabling Settings from theSign-in Page

Sudentscan modify thesettingsthey want to use during theignin process.

To edit settings Figure 17. Choose Settings Window

1. Sudentsclickthe cog wheefé in the upper

Choose Settings:

right corner of the logipage TheChoose Color Choices: siackonwhie  ~

Settingswindow appeargseeFigurel?). . _
Pl'lnt SIZEZ Mo defaultzoom applied -

. Students select their preferred options fron

the available dropdown lists.These settings
persist untilyou confirm andsetthe & { dzR
actual test settings during th€Aapproval
process.

[ Submit ][ Cancel ]
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Step 2:Verifying Student Information

After studentssignin, thels This Youpageappears(seeFigurel8). On this pagestudens
verify their personal informaibn.

Figure 18. Is This You? Page

Is This You?

Please review the following information.

First Name: Jane

Last Name: Smith

SSID: 1234567890

Grade: 08

Date of Birth: December 1, 1998

School: Demo School

Next Step:
If the information is correct, choose Yes. If not, choose No.

] (]

To verifypersonal information:

1
il

If all the information is correct, studenselectYes TheYour Testpageappeas.

If any of the information displayed is incorrect, the studemnistnot proceed with &sting.
The studenshouldselectNo. You must notify the appropriate school persontiet the
aGdzZRSy i Qa AYyTF2NXI A2y Ada AYyO2NNBOIO®

A

Warning: Incorrect student demographic information must be updated before the student
begins testing.
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Step 3:Selecting a Test

TheYour Testpage displays all the tests that a student is eligible to {skeFigurel9).
Students can only select tests that are included in the sessiomawe not been started ostill
need to be completed.

Available tets areshaded green and display an arrow icon. When starting a new test
opportunity, the arow is solid. When resuming adt opportunity, the arrow is striped.

Tests that are already completed or are not includethe sessiormre shaded gray and labeled
as inactive

Figure 19. Your Tests Page

Your Tests
Select a test
Resume ELA Grade § Interim ‘ Start ELA Grade 5 Summative
"’ Thus s opportandy 1 of 5 Thes s opportunty 1 of 1
‘ Start Math Grade 5 Interim ‘ Start Math Grade 5 Summative
Ths is opportunity 1 of 1

This is oppoctunity 1 of 5

‘ Back to Login ’

To lect an available test:

1 Studentsselectthe required test nameTherequest is sento the TAfor approvaland the
Waiting for Approvd messageappears.

1 Ifa studenf@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 thds This Your Tesplage(seeFigure20).! i G KA & LJ2 A yest ZettingK S
confirmed and approved by the To&erride any settings selected earlier in the sigrprocess.

Figure 20. Is This Your Test? Page

Is This Your Test?

Review the following test settings.

Session ID: TEST-69F6-1

Grade 3 ELA CAT
Expandable Passages: Expandable Passages On

Highlighter: TRUE

Mark for Review: TRUE

Strikethrough: TRUE
Color Contrast: Black on White (default)

Zoom: 1X

Next Step:
If the test name and settings are correct, choose Yes. If not, choose No.

To \erify test information:
1 If the settings areorrect,studentsselectYes

1 If the settings are incorrecstudents selectNo. After a studen® test settings are corrected,
the student must sign iand request approval again.

Step5: Functionality Checks

Depending on the test content and the spediffiest settings, tildentsmayneed to verify that
their testing device is functioning properlny of the followingrerificationpages may appear

1 Textto-Speech Check

9 Audio Playback Check

I

Note: If the test does not require any functionality checks, the Instructions and Help page
appears after students verify their test information.
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Text-to-Speech Check

TheTextto-SpeeclSoundCheckpage appears if a student hdse text-to-speech(TTS}ketting
(see

Figure21). Onthis page, students verify that TTS is working properiytheir device Students
can only use TTS within tisecure browseor a supported Chrome or Firefox browser

Alert: Students approved to use the Text-to-Speech designated support must be supplied with
working headphones prior to logging into the student testing site.

Figure 21. Text-to-Speech Sound Check Page

Text-to-Speech Sound Check

Make sure text-to-speech is working.

— Press the speaker button. You should hear a voice speak the following sentence: "This text is
‘ being read aloud."

Next Step:

If you heard the voice clearly, choose I heard the voice. If not, choose I did not hear the voice. To continue
testing without checking text-to-speech. choose Skip TTS Check.

{ I heard the voice ] [ | did not hear the voice ] [ Skip TTS Check

Sound Settings

Current Voice Pack: | native ¥

Use the sliders to adjust the available text-to-speech settings.

- Volume L
j10
- Pitch +
]
- Rate L

10

TocheckT TSunctionality:
1. Swdentsselectthe speaker icon and listen to the audio.
o If the voice ixlearly audiblestudentsselectl heard the voice

o If the voice is notlearly audiblestudents adjust the settings usmthe sliders andelect
the speaker icon again.
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o If students still cannot heahe voiceclearly,they selectl did not hear the voiceand
close the secure browser. Yoan work with studergto adjusttheir audioor headset
settings(for more information, see the sectiofroubleshooting Audio Issued hey/ can
signin againwhen the issue is resolved

Audio Playback Check

TheAudio PlaybackCheckpageappears fotestswith listeningquestiors (seeFigure22). On
this page, sidentsverify that they can hear the sample audio.

Figure 22. 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.

[ | heard the sound ] [ | did not hear the sound

To teck audio settings:

1. Studentsselect the iconand listen to the audio.

2. Depending on the sound quality, students do one of the following:
o If the sound is audiblestudentsselectl heard the sound

o If the sound is noaudible, studentselectl did not hear the sound TheSound Check:
Audio Problempageappearsgiving studentswo options:

A Students carselectTry Again Thisreturnsthem to the Audio PlaybaclCheckpage

A Students carselectLog 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 functioning
correctly.If audio issues occur, do the following:

1 Enrsure headphones are sa@ly plugged ind the correct jack or USB port.

1 If the headphones have a volume control, ensure the volume is not muted.
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9 Ensure that the aud on the device is not muted.

Step 6:Viewing Instructions and Starting the Test

Thelnstructions and Helpageis thelast stepof the signin procesqseeFigue 23). Students
may review this page to understand how to navigate the test and use test tools.

Figure 23. Instructions and Help Page

Instructions and Help
You may select the question mark button to access this Help Guide at any time during
your test.

Contents

* Overview of the Test Site
s Test Rules
= About Print-on-Demand and Text-to-Speech

Overview of the Test Site
Sample Test Page

Next Step:
To begin your test, choose Begin Test Now. If your Test Administrator tells you to log
out, choose Return to Login.

[ Begin Test Now ] { Return to Login

To proceed and begin the test:

1 After reviewingthis page studentsselectBegin Test NowThetest opportunityofficially
begins or resumes
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Section VII. Overview of the Student Testing Site
This section describeéke layout ofthe Student Testing Sitend the available testing tools.

Test Layout

Figure24 shows themain sectionsof the layoutfor atest page thaincludesa stimulus

Figure 24. Test Layout

Questions: 1-7 + Grade 3 ELA CAT Practice Test (0 out of 30) GUEST, GUEST (SSID: GUEST) GUEST SESSION ?)
=2 & Global Menu QW @&
LEack  Nent  SavePause

= Question Section

Stimulus Section

The Clumsy Monkey |E| | Context Menu I—.l = |

by Evan Davis s

aved: 100 AM | DEMO STUDENT
Opie was a very clumsy monkey. He loved to eat
bananas, but he was too embarrassed to eat them Do you think Opie made the right decision when he hid the pineapples under
around other monkeys, because he always his bed? Explain your answer in the space below.

slipped on the banana peels. \-
One day, Opie’s mother asked him what he m
wanted to eat for breakfast. Opie lied and told
his mother that he wanted to eat a pineapple.

A.ﬂer that morning, Opie’s mother gave him a Response Area
pineapple for breakfast every day. He had to eat

-

A test page can include the following sections:

1 TheGlobal Menwsection displays the global navigation and tool buttons. Géw@nerabove
the global menu displays th@uestions drop-down list testinformation, help butbn, and
system settings button.

1 TheStimulussection appears only for questions associated wighi@ulus.A stimulus is a
reading passage or other téisg material (such as eeading passager graphiqg that
students review in order to answer associated questidigeStimulussectionmay contain
the stimulus catent, context menuand theexpand pasagetool.

1 TheQuestionsection contains one or more test questiodd f a2 1 Yy 2 4.\Fach a
guestion includes a number, context menu, stem, and response area.

For more information about the global menu and context menus, see the sddsmgMenus
andTools
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Test Tools

This section provides an overview of tBaline Testing Syste@availabletools.

Figure25 shows the primary features and tools available in 8tadent Testing Site

Figure 25. Test Page

Questions: 23 -j Grade 5 Mathematics (23 out of 23) 7
(&) (» @ Q) (@
| I_End Test Test —[ B &) Q
Back MNext Pause [|End Test Calculator Zoem Out Zoom In
Navigation
buttons :] Help & Volume
R mdsaka —4== | buttons
Last Saved:11:09 AN | DEMO STUDENT
Questions What is the product of 68 and|9?
drop-down ® 6,120
- Context
o) 1.260 Menu
@ 612
™ 6,300
1) | Note: Some tools are available for all tests, while others are only available for a particular

subject, designated support, accommodation, or type of question.

Table5 lists the tools available in th@lobal Menusectionof the test pagewhileTable6 lists
the tools available in th@uestionand Stimulussectiors (context menu tools)

For more information about which tools are available as universal tools, designated supports,
and accommodations, please see thest Administration Manuain alohahsagmrg.

Table 5. Global Tools (Test Tools)

Tool Name Instructions

Help To view the on-screen Instructions and Help window, select the question mark
2 (‘2 ) button in the upper-right corner.

Calculator To use the on-screen calculator, select Calculator in the global menu.
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Tool Name Instructions
Dictionary To look up definitions and synonyms in the Merriam-Webster dictionary or
thesaurus, select Dictionary in the global menu.
Formula To view the on-screen formula sheet, select Formula in the global menu.
=
Masking The Masking tool temporarily covers a distracting area of the test page. To use
this tool:
—
L 1. Select Masking in the global menu.
2. Click and drag across the distracting area.
To close the Masking tool, select Masking again. To remove a masked area,
select X in the upper-right corner of that area.
Notes To enter notes in an on-screen notepad, select Notes in the global menu.
[#
Print Page To print the entire test page, select Print Page in the global menu.
]

Print Passage

o

To print a reading passage, select Print Passage in the global menu.

System Settings

i
Lo

To adjust audio volume during the test, select ‘£ in the upper-right corner.
Students testing with TTS can also use this tool to adjust TTS settings.

Zoom buttons

To enlarge the text and images on a test page, select Zoom In. Multiple zoom
levels are available. To undo zooming, select Zoom Out.
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Table 6. Question and

Overview of the Student Testing Site

Stimulus Tools

Tool Name

Instructions

American Sign
Language

You can watch videos that translate test content into American Sign Language
(ASL).

To view ASL videos:
1. From the context menu, select American Sign Language.
o If only one ASL video is available, the video opens automatically.

o If multiple ASL videos are available, sign language ( @ ) icons appear next

to the test content for each video. Select the icon for the test content you
wish to translate into ASL.

Closed Captioning

Questions and stimuli with audio elements automatically display closed captions
for students testing with the appropriate accommodations.

Expand Passage

To expand the passage section, select the double arrow " icon. The section
will expand and overlap the question section for easier readability. To collapse

the expanded section, select the double arrow «” icon again.

Glossary (Word To open the glossary, click a word or phrase that has a border around it.
List)
Highlighter To highlight text, select the text on the screen and then select Highlight

Selection from the context menu. To remove highlighting, select Reset
Highlighting from the context menu.

Text in images cannot be highlighted. This tool is not available while the Line
Reader tool is in use. When a test pauses, highlighting may not persist for certain
hot text questions or if the student switches testing devices.

Mark for Review

To mark a question for review, select Mark for Review from the context menu.

b

The question number displays a flap ’7 ‘ in the upper-right corner and e,

appears next to the number. The Questions drop-down lists displays "(marked)"
1 (marked) « for the selected question.

Notepad To enter notes for a question, select Notepad from the context menu. After
entering a note, EI./ appears next to the question number.
Youcanonlyaccessyournot es for a question on t

Print Item To send a print request for an individual question, select Print Item from the

context menu. After sending the request, BE\- appears next to the question
number.

Select Previous
Version

To view and restore responses previously entered for a Text Response question,
select the Select Previous Version option from the context menu. A list of
saved responses appears. Select the appropriate response and click Select.
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Tool Name Instructions

Strikethrough For selected-response questions, you can cross out an answer option to focus
on the options you think might be correct. There are two options for using this
tool:
9 Option A:

a. To activate Strikethrough mode, open the context menu and select
Strikethrough.

Select each answer option you wish to strike out.

To deactivate Strikethrough mode, press Esc or click outside theq u e s t
response area.

9 Option B:
a. Right-click an answer option and select Strikethrough.

Text-to-Speech To listen to passages and questions, select a Speak option from the context
menu.
Tutorial To view a short video demonstrating how to respond to a particular question

type, select Tutorial from the context menu.

Using Menus and Tools

This section describes how to use tgkbal andcontext menusto acces®n-screen toolsThis
section also provides further details for using some of$tedent Esting Sitdools.

“717 | Note: Students can access tools using a mouse or keyboard commands. For information about
keyboard commands, see Appendix C.

About the Global Menu

The global menu at the top of the test page contains navigation buttons on the left and tool
buttons on the right(seeFigure26).

Figure 26. Global Menu
Questions: 23 ~ Grade 5 Mathematics (23 out of 23) ? o)

) (=) (n) (m B &) @&

Back Mext Pzuse End Test Calculater Zoom Out Zoom In

Navigation Buttons Test Tools

To open a test tool in thglobal menu
1. Select the button for the toolThe selected test tool activates

About the Context Menus

Each tespagemay include several elements, such as the questoswer optionsand
stimulus(seeFigure24). Thecontext menufor each elementontainstoolsthat areapplicable
to that element(seeFigure27 and Figure28).
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Figure 27. Context Menu for Questions Figure 28. Context Menu for Answer Options

O e

1 F Mark for Review
What is the product of 68 and 9? What is the product of 68 and 97
&
Lo noew
@ 1,260 B 1,260 P Mark for Review

<abe  Strikethrough

© 6,120 © 6,120
® 6,300 ® 6,300

Opening a Context Menu forStimuli and Questiors

Students can accessntext menus by rightclicking elements dby selectingthe context menu
button.

To accesghe context menufor a stimulusor question

1. Clickthe context menu button inthe upperright corner of thestimulusor question
Thecontext menuopens.

2. Select a tool.

Opening a Context Menu for Answer Options

Students can use theontext menuto accesgools foranswer options in anultiple-choice or
multi-select question

To accessan answer?2 LJ( Ac@ngef énenu

1. To open the context menu, do one of the following:
o If you are using &vo-button mouse right-click an answer option.
o If you are using ainglebutton mouse click an answer option while pressi@gl.
o If you are using &hromebook click an answer option while pressiAg.

o |If you are using tablet, tap theanswer option and then tap the context menu button
(this selects the answer option until you select a different option).

2. Select a toofrom the context menu
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About the Masking Tool
TheMaskingtool allows studentgo hide distractingareas of the tespage (seeFigure29).

Figure 29. Test Page with Masked Area

> O ® @) (&

Back Mext Pause Masking Motes Zoom Out Zoom In

What is the product of 68 and 97

& 612

® 1,260

To mask an area of a test page:

1. To activate the Masking to@dgelectMaskingin the global menu. The button becomes
orange.

2. Click and drag across the distracting area of the test page. The selected area becomes dark
gray. The tool remains active until you deactivate it.

To deactivate the masking tool:

1. SelectMaskingin the global menw@again The button becomes green. Any masked areas
remain on the screen until you remove them.

To remove a masked area from a test page:

1. SelectXin the upperright corner ofamasked area.
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About Text-to-Speech(TTS)
Studentstesting wth TTScan listen to passageguestiors, and answer optiongseeFigure30).
TT3s only available when usinige secure browseor a supported Chrome or Firefox browser

For information about setting up TTS, see Trexhnical Specifications Manual
Figure 30. Speak Tool Options for Questions

o Tutorial

P mark for Review

What is the product of 68 and ¢ «) seeak question

1IJ:I Speak Question and Options

&)

612

m)

1,260

o)

6,120

o)

6,300

To listen to content with the Tekb-Speech tool:

1 To listen to a passage, students open the passage context menu and s8fezaloption.
Students can also select a portion of text to listen to, such as a word or phrase. To do this,
students select the text, open the passage context menu, and sfsek Selection

Alert: When listening to passages, students can pause TTS and then resume it at the point
where it was paused. However, this feature is not available on mobile devices. Students testing
on mobile devices can resume a paused TTS passage by selecting the remaining text to be
read aloud and selecting Speak Selection from the context menu.

1 To listen to a question or answer options, students open the question context menu and
select one of the followin@peakoptions:

o To listen only to the qué®n, studentsselectSpeak Question

o To listen to a multipleehoice question and all answer options, students sefgak
Question and Options

o To listen only to an answer optioselectSpeak Optiorfrom the context menwand
then select the answeoption. Students ould also rightclick the answer option and
selectSpeak Option
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Selecting a Previous Response Version

TheSelect Previous Versidool allows students towiew and restoreresponses they previously
enteredfor a Text Response questior-or exampleif students type a response, cliSave
delete the text, and entenewtext, they can use this tool teecoverthe originalresponse

To recover a previousgntered response

1. Selectthe Select Previous Versiooption from the context menu. Th8elect Previous
Versionwindow appears, listing all the saved responses for the question in the left panel

(seeFigure31).

Figure 31. Select Previous Version Window

Select Previous Version

version 3 This is the second version of the response

Version 2

Version 1

[ Cancel ] [ Select ]

2. Select a response version from the left panel. The text associated with that response
appears in the right panel.

3. ClickSelect The selected response appears in the text box for the question.

717 | Note: This tool is only available for Text Response questions. If the test pauses, any
responses entered prior to pausing will no longer appear in the Select Previous Version
window.
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Section VIII. Proceeding Through a Test

Students caview stimuli,respond to qestions, pause a test, revigweviously answered
guestions, and submit a test. The following sections describe each of these tasks.

Viewing Stimuli

When a test question is associated with a stimulus, students should review that stimulus before
responding to the question.

Responding toTest Questiors

Students answer tesjuestiors depending on thguestiorQ @pe.
1 Multiple-choicequestions: Studentsselecta single answer option.
1 Multi-selectquestions: Studentsselectone or moreanswer optiors.

1 Technologyenhancedquestions: Students follow the instructions given for eaghestion
Technologyenhancedquestiors require students to do one of tHellowing tasks:

o Use an orscreen keypado generate an answer.

0 Selectan objector text excerpton the screen.

0 Plot points or lines on a graph.

0 Move objectsor text excerptsaround on the screen.

0 Enter text ina text boxor table

0 Match answer options tagther.

o Modify a highlighted word or phrase in a readsgjection

o Enter input parameters to ruan onscreen simulation.

717 | Note: Students can use the Student Training and Practice Test Site to familiarize themselves
with the question types that may appear on tests.

Some test pages may have only one question and others may have Afteestudents
respond toall the questiorson a page, thegelectNextto proceed to the next paga&ll
responses are saved automatically.
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ReviewingQuestions ina Test
Students may return to a previoggiestionand modify their respons# the testwas not
paused for more thal@0 minutes See thePause Rulesectionfor more information.

Students can use thBackbutton or the Questionsdrop-down list to return to questiorsthey
want to review.The dropdown list displays'(marked)"for anyquestions marked for review

(seeFigure32).

Figure 32. Question Marked for Review

Questions: 1 (marked} v G5 Math Practice Test (3 out of 27) (EDUID: GUEST)

. Questions Dmp-Down
Eack

Pause

Back
Buttcnn

- Question marked for review.
7

Which number is equal to 10%?
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Pausing Tests

Studentscan pause the test at any timPausing a test logs the student out. To resume testing,
students must repeat the sigim process (see the secti@igningn to the Student Testing S)te

To pause a test:
1. The student selectRausein the global menuA confirmation message appear

2. The student select¥es The Student SigAn pageappears

Reaching the End of a Segment

In a segmented testhe EndSegmentpage appearsfter studentscompletethe lastquestion
in the currentsegment Thispageallows studentgo reviewquestiors from thecurrent
segment or proceed to the next segmeAtflag appeas for any questions marked for review

(seeFigure33).

Figure 33. End Segment Page
You have reached the end of this segment:

Please review your answers before you continue testing. You will not be able to come back to these questions later.

Click on a question number on the left to review it.

Questions:
1-3 6 - 12 15 18 21
4 7 10 13 M 16 19 22
5 8 11 14 17 20

To reviewquestiors:
1 Students selech question number.
To move to the next segment:

1 Students seledNextin the global menu

Alert: If the test blocks access to completed segments, students cannot return to the previous
segment after selecting Next.
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Submitting a Test

This section describes howdents submit a test when thegre done answering questions

Reaching the End ofa Test

After studentsrespond tothe last testquestion the End Tesbutton appeasin the global
menu (seeFigure34).

Figure 34. Global Menu with End Test Button

«) (») (@ 0

Back Mext Save Pause End Test

Toenda test:
1. Students seledEnd TestA confirmationmessageppears.

2. Students seledbK

End Test Page

When students endtest, the End Tespageappears(seeFigure35). Thispageallows studens
to review answers and submit the test for scoriAgflag icon appears for any questions marked
for review.

Figure 35. End Test Page

Congratulations, you reached the end of the test!

If you need to review your answers, select the question number you wish to review. A
flag icon appears for any questions that you marked for review.

B You have marked questions. Review these questions before submitting your test.

Questions:

1 2 3 4 M 5

Next Step:
When you are done reviewing your answers, select Submit Test. You cannot change
your answers after you submit the test.

Submit Test

\ J

To review answers
1. Students seleca question number.

2. To return to theEnd Tespage students selectEnd Testn the global menu
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Tosubmit the test

1. Students selecBubmit Test

A ‘ Warning: Once students select Submit Test, they cannot return to the test or modify answers.

Your ResultsPage

After studens submitthe test, theYour Resultpageappears displayingi KS a i dzZRSy (1 Q&
the test name, and theompletion date(seeFigure36). For somdests, i.e., HSA Science
Assessments and EOC Exatms,pagealso displagthe test score.

Figure 36. Your Results Page

Your Results

Student Name: Smith, Jonathan (SSID: 9999999841)
Test Name: Grade 5 Math
Test Completed On: 2/17/2014

Scores are not shown for this test. You have finished the test. You may now log out.

In accordance with the Family Educational Rights and Privacy Act (FERPA), the disclosure of personally identifiable information is prohibited
by law.
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Appendix A. About the Secure Browser

This appendix includes the following sections:

9 Additional Measures for Securing the Test Environment

1 Configuring Tablets for Testing

M1 About Permissive Mode

1 Troubleshooting

For more information about the secure browser, see SecuréBrowser Installation Manual

Additional Measures for Securing the Test Environment

The secure browser ensures test security by prohibiting access to external applications or
navigation away from the test. This section provides additional measures yomp&ment to
ensure the test environment is secure.

1 Close External User Applications

Before launching the secure browser, or prior to administering the online tests, close all
non-required applications on testing devices, such asdywocessors and web bwsers.

91 Avoid Testing with Dual Monitors

Students should not take online tests on computers connected to more than one monitor.
Systems that use a dual monitor setup typically display an application on one screen while
another application is accessible dretother screen.

1 Disable Builtin Accessibility Features on iPads

iPads include a buiih éSpeak Optioaaccessibility feature that reads aloud selected text.
Guided Access mode does not automatically block this feature. Before entering Guided
Access modeyou should verify that only allowable accessibility features are enabled. To
manage accessibility features, t&ettings> General> Accessibility For information about
which accessibility features are allowable, seeTeehnical Specifications Manual

9 Disable Screen Savers and Timeout Features

On all testing devices, be sure to disable any features that display a screen saver or log users

out after a period of inactivity. If such features activate while a student is testing, the secure
browser logs thestudent out of the test.
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Forbidden Application Detection

When the secure browser launches, it checks for other applications running on the device. If it
detects a forbidden application, it displays a message listing the offending application and
preventsthe studentfrom testing This also occur$ @ forbidden application launches while the
student is already in a test

In mostcases, a detected forbidden application is a scheduled or background job, such-as anti
virus scans or software updates. The best way to prevent forbidden applications from running
during a test is to schedule such jobs outside of planned testing hours.

Configuring Tablets for Testing

Tablets and Chromebook$iould beconfiguredfor testingbeforeyou provide thento
students. Fomore information seethe Technical Specifications Manwad the HSARPortal.

To cafigure iOS devices:

“71 | Note: If you are testing with Autonomous Single App Mode (ASAM), you do not need to
activate Guided Access mode manually and may ignore these steps. Contact your technology
coordinator to determine if you are testing with ASAM.

Reminder: TAs must adjust the volume settings on iPads used for testing before entering
Guided Access Mode when launching the secure browser.

1. Check that your secure browser application has been updated for the new school year. Tap
the App Storeicon on the student's iPad, then tagpdateson the bottom right corner to
confirm theAIRSecureTestecure browser application has been updated.

2. Tap theAlIRSecureTestecure browser icon.

3. To enable Guided Access, trijtég the Home button

Reminder: For iPads using Guided Access, be sure to make a note of the password you use to
enable Guided Access. If you enable Guided Access and forget the password, you may need
to reset the iPad completely, deleting all settings. If you do not know the password, contact
your Technology Coordinator BEFORE trying to enable Guided Access.

4. TapStart. Guided Access activates and the student sigpage appears.
To configure Android tablets:

1. Check that your Secure Browser application has been updated for the newl y&aw. Tap
the Google Playcon on the student's Android tablet, then tap tivenuicon and seleciy
Apps Apps with availale updates are labeledpdate If the AIRSecureTestecure browser
application is labeletUpdate select theAlIRSecureTesapp and touchUpdate.

2. Tap theAIRSecureTestecure browser icon.
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3. If the secure browser keyboard is notegted, follow the prompts on the screen. When the
secure browser keyboard is selected, the secure browser app opens.

To configure Chromebooks:

1. From theAppslink on the Chrome OS login screen, seld®SecureTestecure browser

A Warning: Student monitoring software (such as Hapara, etc.) may not be used during testing.
This software may run on the student tablets, such as Chromebooks, when the Secure
Browser has been launched in Kiosk mode, but the test coordinator, technology coordinator
and/or others who may have access to the parent computer may not use these program(s)
during testing. Access to students' screens via student monitoring software during testing is
considered to be a test security violation.

Closing the Student Testing Site on Tablets

After a test session ends, close the AirSecureTest application on student tablets.

To close thé&tudent Testing Siten i0OS devices:

) | Note: If you are testing with Autonomous Single App Mode (ASAM), skip to step 4. Contact
your technology coordinator to determine if you are testing with ASAM.

1. Tripletap the Home button

2. Enterthe Guided Access passcodieyou do not know the Guided Access passcode, contact
your technology coordinator.

3. TapEndin the upperleft corner.
4. Close AlIRSecureTdst doing one of the following:
a) ForiOS 6.6.1 devices:
i. Doubletapthe Home button The multitaskingoar appears
ii. Presghe AIRSecureTeston untilit wigglesand the red minus sign appears
iii. Tap the red minus sign and then press the Home button.
b) ForiCs 7.09.0 devices:
i. Doubletap the Home button. fie multitaskingoar appears
5. Locate theAlRSecureTestpp previewand slide it upward.
To close th&tudent Testing Siten Android tablets:

1. Tap the Menu icoﬂ in the upper-right corner.
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2. TapExit Aconfirmationmessage appear
3. TapExit
To close the Student Testing Site on Chromebooks:

1. ClickClose Secure Browsar the upperright corner.

About Permissive Mode

Permissive Mode is aaccommodatioroption that allows students to use accessibility software
in addition to the secure browser.

Permissive Mode activates when the student is approved for testing. Students who have the
Permissive Mode setting enabled should not continue \hiasignin process until their
accessibility sitware is correctly configured.

To wse accessibility software with the secure browser:
1. Open the equired accessibility software.
2. Open the secure browser. Begin the norre@nin process up to th& Aapproval step.

3. When a student is approved for testing, theS OdzNS o NRB gaSNJ [t ft 2ga (KS
menu and task bar to appear.

4. The student must immediately switch to the accessibility software that is already open on
the compute so that it appears over the secure browser. The student cannot click within
the secure browser until the accessibility softwareasfigured

0 Windows:To switch to the accessibility software application, cliek application in the
task bar.

0 Mac: To swtch to the accessibility software application, click the application in the dock.

-U—L—L—L]

5. The student configures the accesstiiboftware settings as needed.

Note: When using Windows 8 and above, the task bar remains on-screen throughout the test
after enabling accessibility software. However, forbidden applications are still prohibited.

6. After configuring the accessibility software settings, the student returns to the secure
browser.At this point,the student can no longer switch back to the accessibility software. If
changes need to be made, the student msginout andthen signin again.

7. The student continues with thgignin process.
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Mac operating systems. For information about supported operating systems, see the

'“'H'“‘ Permissive Mode is available only for computers running supported desktop Windows and
Technical Specifications Manual.

Accessibility software must be certified for use with the Online Testing System.
Forbidden applications will still not be allowed to run.

Troubleshooting

This section describes how to troubleshoot some situations in which a student cannot connect
to a test.

ResolvingSecure Browse Error Messages

This section provides possible resolutions for the following messages that students may receive
when signing in

1 You cannot login with this browser

This message occurs when tBaline Testing Systenannot detemine if the student is

taking the test through the correct secure browser. To resolve this issue, ensure the latest
version of the secure browser is installed, and that the student launched the secure browser
instead of a standard web browser. If the Isteversion of the secure browsesr already

running then you should log the student out, restart the computer, and try again.

1 Unable to Establish a Connection with the Test Delivery System

This message occurs when the secure browser cannot connect frtlree Testing System

This is most likely to occur if there is a netwoekated problem.The easiest thing to check

is if the network cable is plugged in (for wired connections) or iMhéiconnection is live

(for wireless connections). Also check if the secure browser must use specific proxy settings;
if so, those settings must be part thfe command that launches the secure browser.

1 TestEnvironment Is Not Secure

This message can occur when the secure browser detects a forbidden application running
on the device (see the sectigkditional Measures for Securing the Test Environéht

this message appears on an iPad, ensure that eitioromous3ngle App Mode or

Guided Access mode is enablsée the sectioConfiguring Tablets for Testing
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Force-Quit Commands

In the rare event that the secure browser or test becomes unresponsive;améorcequit the
secure browser.

To force thesecurebrowser to close, use the keyboard command for your operating system as
shown below. This action logs the student out of the test. When the secure browser is opened
again, the student lagback in to resume testing.

Operating System Key Combination

Windows* Ctrl + Alt + Shift + F10
Mac OS X* Ctrl + Alt + Shift + F10. The Ctrl key may appear as Control, Ctrl, or »
Linux Ctrl + Alt + Shift + Esc

*|f you are using a laptop aotebook you may need to pregsunctionbefore pressindg-1Q

Caution: Use of Force-Quit Commands

The secure browser hides features such as the Windows task bar or Mac OS X dock. If the
secure browser is not closed correctly, then the task bar or dock may not reappear correctly,
requiring you to reboot the device. Avoid using a force-quit command if possible.

Forcequit commands do not exist for the secure browser for,iO&ome OSand Android
devices.

1 10S:To exit Guided Access, triptéick the Home button, then close the app as you would
any other iOS app.

1 Chrome OSTo exit the secure browser, pre€#rl + Shift+S

1 Android: To close the secure browser, tap the menu button in the upjgnt corner and
selectExit
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Appendix B. Text Responsd-ormatting Toolbar

In addition to the standardest toolsdescrbed inthe sectionTest Toolsstudents can use a
formatting toolbarabove the response fielfbr text responsequestiors (seeFiqure37). The
formatting toolbar allowsstudents to apply styling to textnd use standard worgrocessing
features

Figure 37. Text Response Question with Formatting Toolbar

B I U T | = i b= %+ A% || English  ~ || Q)

The student uses this field to respond to the writing prompt.

#Words 114000,# Chars 47/20000

1 | The lower-right corner of the response field displays the word count and character count for
the student's response.

Table7 provides an overview of the formatting tools available.

Table 7. Description of Formatting Tools

Tool Description of Function
B I U Bold, italicize, or underline selected text.
T, Remove formatting that was applied to the selected text.
== Insert a numbered or bulleted list.
£ Indent a line of selected text.
“E Decrease indent of text.
X Cut selected text.
I Copy selected text.
(5 Paste copied or cut text.
‘i Undo the last edit to text or formatting in the response field.
i Redo the last undo action.
A2S | English ~ || Use spell check to identify potentially misspelled words in the response field. The
: drop-down list allows you to set a language for this tool.
Q Add special characters in the response field.
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Spell Check

The spell check tool identifies words in the response field that may be missysdied
Fiqure38).

Figure 38. Spell Check Tool

=

J

This is an exmple

of the spell check tool.

example

exemplar
complex

simplex

To use spettheck:

1. Select a language for the spell check tool from the eitopin list, if necessary.
2. In the toolbar, slect = .

3. Potentially incorrect wordshange color anbecomeunderlined.

4. Selecta misspelld word. A list oBuggestiongppears

5. Select a replacement word from the litnone of the replacement words are correct, close
the listby clicking anywhere outside it.

6. To exitspell checkselect® again.

Special Characters

Studens canadd mathematical, accented Figure 39. Special Characters Window
charactersandother symbols.

To add a special chagter:
1. In the toolbar, slect €2 .

2. In the window that pops up.edectthe
required charactefseeFigure39).
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