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To Add or Edit a Teacher:
Click on the Teachers tab.
You will now see the Teachers page displayed. You may sort Teachers by Name or Email.

Click on the Edit link to review or edit a Teacher’s information. You will see the Teacher Profile displayed.
Change information as appropriate and click Save when you are done.

Click on Add Teacher to add a new Teacher not previously in the Pre-ID Upload list.

You will now see the New Teacher Profile displayed. Enter all required information for the new Teacher.
NOTE that all fields marked with a red asterisk MUST be completed.
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Be sure to click Save when you are done.
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Print Student Login Tickets | |
Demographic Information: “Denotes mandatory entry
Add or Edlt a Teacher HOME SITE SETUP STATUS TEACHERS CLASSES STUDENTS TEST ADMINISTRATIONS ACCOUNTS HELP STV ‘7‘
First Name * | | M LastName* |
Add or Edit a Student Stutiants . oy E
ReV|eW Classes To setup or edit the list of Students, first select the District and/or School from the drop down menus below. S stugantis Histich! ocaf Assioned atidentil |
ELP Screen Score CurmentELP core* | ]
Add and Remove Students To District: [ QAI Test Corp Kilo (T0O11) ¥ | Current ELP Assessment Level | State Math Assessment Scare | |
School. "QAl Test Kilo Jr. High (TSK2) 7 |
a Class | QAI Test Kilo Jr. High (TSK2) v | saeEtAAsammentscore” [ | Stte ELAAssessmentLevel [ |
q o State Science Assessment Score State’ |~ Select— v
Online Resource Guides [=Select~ v
1 Wiew students across all subjects and students not assigned to a class Grade” | Select~ 7| Race/Ethnicity * Hispanic Z
- American Indian or Alaska Native D
Fields can be sorted by clicking on the STN, First Name, Last Name, or Class headings Asian
Black or African American
Gender® [~ Select— 7| Economic Disadvantaged Status | Select - v |
Manage Students: Add Student e
o Native Language * |~ Select - I ELLStaus* | Select -
There are 7 students in All Schools taking ELPA21 ET in Winter 2015 Sl e e
IEP v Seciion 504 Flan |
STN First Name M Last Name ELPA21 FT Class Personal Needs and Preferences:
TSA110012 TEST B AB-TWELVE TEST. TEACHER-100 View/Edit
TSA110013 TEST c AC-THIRTEEN TEST, TEACHER-100 View/Edit
TSA110014 TEST D AD-FOURTEEN TEST. TEACHER-100 View/Edit
TSA110015 TEST E AE-FIFTEEN TEST. TEACHER-100 View/Edit
TSA110017 TEST G AG-SEVENTEEN TEST. TEACHER-100 View/Edit 9
TSA110019 TEST | AFNIMETEEN TEST. TEACHER-100 View/Edit
4564789123 TEST T EGGPLANT TEST. TEACHER-100 View/Edif
Download Student List{Excel C SV)

To Add or Edit a Student:
@ Click on the Students tab.
0 You will see the Students page displayed. You may sort Students by Student ID, Name, or Class.

€ Click on the View/Edit link to review or edit a Student’s information. You will see the Student’s demographic
information displayed. Change information as appropriate and click Save when you are done. Once testing has
begun, the district, school, class, and/or form(s) CANNOT be changed.

0 Click on Add Student to add a new Student not previously in the Pre-ID Upload list.

You will now see a blank student demographic information page displayed. Enter all required information for the
new Student. NOTE that all fields marked with a red asterisk MUST be completed. Be sure to click Save when

]'r-iQUESTAR@ you are done.

ASSESSMENT, INC. . . .
e By Your Stadard” Note: In order for login credentials to be generated, the student must be assigned to a class.
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Review Classes

HOME SITE SETUP STATUS TEACHERS CLASSES STUDENTS TEST ADMIN ACCOUNTS HELP

Details for Class test3, Teacher: Edit Class

Teacher/Class: TEACHER TEST3/
ELPA21 FT, Winter 2015

Students in this Class

1

HOME SITE SETUP STATUS TEACHERS CLASSES There are no Students in this Class yet.

« Back

Classes 0

To set up or edit the list of Classes, first select the District and/or School from the drop down menus below.

District: | QA| Test Corp Alpha (T001) v|
School: | QA Test Alpha High (TSA1) 7|

Click View Details' for a list of Students in the Class or to make changes.

Classes for ELPA21 FT, Winter 2015 ﬂ Create New Class
Class Name Teacher
TEST, TEACHER-100 TEST, TEACHER View Details 9
test3, Teacher TEST3. TEACHER View Details

You can review Students within a Class as follows:

@ Click on the Classes tab.

0 You will now see the Classes page displayed.

0 You may see information about any Class by clicking the View Details link.

G You can also create a new Class by clicking on the Create New Class link. You will see a screen similar to the
Add and Remove Students screen. Please see the next page for more details.

Copyright © 2014 by Questar Assessment, Inc. All Rights Reserved. 10
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Add and Remove Students To a Class

HOME SITE SETUP STATUS TEACHERS CLASSES STUDENTS TEST ADMIN ACCOUNTS HELP
Details for Class test3, Teacher: 0 Edit Class
Teacher/Class: TEACHER TEST3/ HOME SMESETUP STATUS TEACHERS CLASSES STUDENTS TESTADMINISTRATIONS ACCOUNTS  HELP
ELPA21 FT, Winter 2015
Students in this Class: Editing Students in Johnson, Teacher in QAI Test Corp Kilo (T011), QAI Test Kilo High (TSK1):
There are no Students in this Class yet. Teacher: 6 | JOHNSON, TEACHER v
« Back Class: o ‘
School: [QAI Test Kila High (TSK1) v
Class : | Not Selected v ‘ Students in Johnson, Teacher:
IMPORTANT: Classes
cannot be modified after the vL:iz;en:azran%Furst Name (STN) ELPA21 Field Test,
test session has begun. If a 6
a Students not assigned to a ELPAZ1 Field Test Teacher Add AB-TWELVE, TEST (ISA110012) w
Change IS needed, please or Class: 2 AC-THIR TEST (TSA110013)
contact Questar Assessment BARARTEST, ABAATEST (456852024) - o AD-TOURTZZN, TEIST (TSALL0014)
Q . EGGPLANT, RRRARRTEST (444444444) I—IREI'HOVE RE-FIFT! ., TEST (TSA110015)
Customer Service at T-28'T, T-ZS'T (£32443342) S LC-SEVENTE TEST (TSA114017)
800-574-5583. TEST, LI ST 2830 ssea) M@ AI-NINSTEEN, TEST (TSA110013)
TEST, TEST (543242342) EGGPLANT, TEST (456€4783123)
TEST, TEST (465456464)
TEST, TEST (666666661)
TEST, TEST (324234234)
TEST, TEST (555555555)

Classes are assigned based on the Pre-ID file
uploaded. Classes can be changed after the upload,
before the test session begins, if needed. To add a
Student to a Class:

0 From the Classes page, click View Details for an
established Class (or select Create New Class if
you want to add a new one).

0 Click Edit Class if editing an existing Class.

Copyright © 2014 by Questar Assessment, Inc. All Rights Reserved.
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Select a Teacher or confirm the correct Teacher is
displayed.

Name your new Class or confirm the correct
existing Class name is displayed.

Highlight the Student(s) in the left column whom
you wish to add.

Click the Add button.
Student name(s) will be added to this Class.

Click Save. .
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Editing Students in Johnson, Teacher in QAl Test Corp Kilo (T011), QAl Test Kilo High (TSK1):

Add and Remove Students

To a Class
Teacher: v
Online Resource Guides | JOHIGIN. TERLHER |
Class: |
School: | QAl Test Kilo High (TSK1) v
Class .'| Mot Selected r | Students in Johnson, Teacher:

Last Name, First Name {STN) ELPA 21 Field Test,

Winter 2015

Students not assigned to a ELPA21 Field Test Teacher Add » AB-THELWE, TEST (TSAR11001Z) a
or Class: AC-THIRTZEN, {T5R110013)

BERRRTEZST, RRRRTEST (458352024) - @ i AD-FOURTEEN, (TS2110014)

ZEEFLANT, RELZZRZTEST (444444444 goe RE-FIFTZEN, TEZST (TS2110015)

T-ES'T, T-ES'T {432443342)

RC-SEVENTEEN, TEST (TSAL1Q017)
TIST, I'-I5T (333333333 m Save || Cancel AI-NINSTEEM, TEST (TSAI10013)
TEST, TEST (5 2342} ZGEPLANT, TEZST {4584789123)
TEST, TEST (4 £484)

TEST, TEST (6€6666661)
TEST, TEST (324234234)
TZ5T, TEST (555555555)

To Remove a Student from a Class:

9 Highlight the Student(s) in the right column whom you want to remove.
@ Click the Remove button.

m Student name(s) will be removed from this class and return to the left “unregistered” column.

RQUERIAR @ Click Save.

Success By Your Standards”
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HOME SITE SETUP STATUS TEACHERS CLASSES STUDENTS TEST ADMINISTRATIONS ACCOUNTS HELP

Help Edit

The Help tah has been designed to provide information needed to administer the ELPAZ21 Field Test. For additional information on navigating this Administration site,

please see the ELFAZ1 Online Test Coordinator's Manual.

Manuals Training Modules
Test Coordinators Manual Field Test Overview
Test Administrators Manual Flatform and System Trial Orientation
Setup and Installation Guide Student Tesiing Sessions
Accessibility and Accommodations Manual Testing Lab Management
Accessibility and Accommodations Tools
Directions for Administration Scripts Workstation Preparation

Various reference materials, such as the Test Administration Manual (TAM), are available on the ELPA21 Online
Administration System Help tab.

0 Click the Help tab to access these resources.

0 Click on any document title to open.
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