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Introduction

B What's
Covered in
This Guide

This user guide discusses the WIDA Assessment Management System (or
WIDA AMS), the interface to the administrative functions of the DRC
INSIGHT Online Learning System. WIDA AMS is used by educators with
the following roles: Test Coordinator, Technology Coordinator, and Test
Administrator. The primary audience for this guide is WIDA AMS end users
and administrators.

This guide covers the portions of WIDA AMS that these users must be
familiar with in order to perform administrative functions for testing with
DRC INSIGHT. The basics of WIDA AMS are addressed in the WIDA
Secure Portal, which houses training for each WIDA assessment. This user
guide supplements that training as a technical resource for completing tasks
in WIDA AMS. As a result, it is not necessary to read it cover to cover.
Instead, refer to the appropriate sections and topics when you need more
specific direction.

The following table describes the various sections of this user guide. This
guide covers WIDA AMS functionality for both the ACCESS for ELLs and
WIDA Screener Online assessments, and some sections/topics of the guide
do not apply to both assessments. The Assessment column indicates which
assessment—ACCESS for ELLs, WIDA Screener Online, or both—the
section applies to.

Section Description Assessment

Introduction  Describes the content, audience, and ACCESS
scope of this user guide and introduces for ELLs
the WIDA AMS Permissions Matrix and WIDA

Screener
Online

Working with  Describes how to access WIDA AMS  ACCESS
WIDA AMS  as well as some of its more common for ELLs
menu functions and options, and the and WIDA

WIDA System Status page Screener
Online
General Provides an overview of the various ACCESS
Information  informational options available from  for ELLs
Menu this menu, including documents and WIDA
to download, announcements, test Screener

demos, sample items, and technology ~ Online
(software) downloads
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Introduction

B What's

Covered in
This Guide
(cont.)

Section

User
Management
Menu

Materials
Menu

Student
Management
Menu

Student
Transfer
Form

Test
Management
Menu

Description

Details the various administrative tasks
that Test Coordinators, Technology
Coordinators, and Test Administrators
can perform using WIDA AMS,
including editing and updating user
information, resetting passwords,
activating and deactivating users, and
adding new users

Describes Materials Ordering, the
process by which districts and schools
can order materials for the ACCESS
for ELLs suite of assessments

Describes the process of preparing
student information for testing by
adding students and editing their data

Covers the method for submitting
students’ Pre-ID data using the WIDA
AMS Upload Multiple Students
function

Also describes the processes of
exporting student information from
and importing student information to
WIDA AMS

Describes how District Test
Coordinators use the Student Transfer
form option to display, fill out, and
submit the Student Transfer form

to request the transfer of a student
between districts within a state

Describes the process of preparing for
testing
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Assessment

ACCESS
for ELLs
and WIDA
Screener
Online

ACCESS for
ELLs

ACCESS
for ELLs
and WIDA
Screener
Online

ACCESS for
ELLs

ACCESS
for ELLs
and WIDA
Screener
Online



Introduction

B What's . o
Covered in Section Description Assessment
This Guide Report Describes how to view student reports, ACCESS
(cont.) Delivery data files, and online results for ELLs

Menu and WIDA

Provides the status reports for tracking Screener
test activity in a particular districtand ~ Online
school

Also provides various testing statistics
reports

Student Status Outlines how to access and use the ACCESS
Dashboard Student Status Dashboard to display for ELLs
student testing status by school and and WIDA

administration Screener
Online
Screener The WIDA Screener Online is locally WIDA
Scoring scored using WIDA AMS Educator Screener
Scoring. This section describes the Online

process of giving a certified scorer
access to WIDA AMS Educator
Scoring and explains how to score
Speaking responses and Writing
responses
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Introduction

B Introduction to
the WIDA AMS
Permissions
Matrix

For online testing, WIDA AMS categorizes people into various roles—
District (District Test Coordinator), School (School Test Coordinator),
Test Administrator, District Technology Coordinator, and School
Technology Coordinator.

Within WIDA AMS, each role is assigned a permission set. Each
permission within the set is associated with the specific testing function
typically performed by the WIDA AMS user to handle the responsibilities
associated with the role, as shown in the table below. For more
information, see “WIDA AMS Permissions Matrix” on page 42.

Permission Set | Role Description

District Test District This permission set is designed for

Coordinator Test Coordinators who should have
access to WIDA AMS data for every
school within the district.

District District This permission set is designed for

Technology Technology District Technology Coordinators

Coordinator Coordinator who should be able to set up
School Technology Coordinators in
WIDA AMS. School Technology
Coordinators can help download
testing software at the schools.

School Test School This permission set is designed for

Coordinator Test Coordinators who should have
access to WIDA AMS data for a
specific school.

School School This permission set is designed

Technology Technology for Technology Coordinators

Coordinator Coordinator at a school. These Technology
Coordinators can help download
testing software at the schools.

Test Test This permission set is designed

Administrator Administrator for Test Administrators who are
administering the online assessment
(ACCESS for ELLs and/or WIDA
Screener Online).

Page 10




Working with WIDA AMS
o o o I

Page 11



Working with WIDA AMS

Accessing WIDA Assessment Management System

You access WIDA Assessment Management System (WIDA AMS) from the Welcome to the WIDA
Assessment Management System page.

1. To access WIDA AMS, enter the URL https://www.wida-ams.us/default.aspx in a supported
browser. The Welcome to the WIDA Assessment Management System page appears, containing
helpful information about documentation and support resources.

DRC INSIG;‘:T WIDA ASSESSMENT MANAGEMENT SYSTEM

Al Applications »

‘ Welcome to the WIDA Assessment Please Log In
DRE Management System (AMS)! T _

This website supports your preparation for and administration of ACCESS for ELLs 2.0. suite of
assessments and WIDA Screener Online.
usemame s required

Logging into WIDA AMS

Password
To access WIDA AMS, login using your userame (email address) and password. If you do not know
your username or password use the forgot userame or password link
If you do not have a WIDA AMS login, please check your state checklist or contact WIDA Client password is required

Services Center. =
Forgot your usemame or password?

Support
WIDA Client Services Center

help@wida 1-866-276-7735

+ WIDA Website and User Accounts
« Training, test policies and p and score interpretation for the following
assessments:

o Screener Assessments

o ACCESS for ELLs Summative Assessment

= ACCESS for ELLs 2.0 Online

= ACCESS for ELLs 2.0 Paper

= Kindergarten ACCESS for ELLs

= Alternate ACCESS for ELLs
« State-specific guidance on individual state pages
« Accessibility and Accommodations

Webinars/ Q & A sessions
“ion about key functions of WIDA AMS

2. From the Welcome to the WIDA Assessment Management System
page, you log in to WIDA AMS. Enter your username and password
in the Please Log In dialog box, and then click Log In.
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Working with WIDA AMS

Accessing WIDA Assessment Management System (cont.)

Public Test Resources

s Theg Iest Demois p series of videos that explain how students will take the online test and interact with the test platform.

» The Sample ltemd provide students, parents, and educators with a better understanding of the ACCESS for ELLs 2.0 Online assessment that is based on the WIDA English
Language DRvalopment (ELD) Standards. These are not items that will appear cn the operational test, but they provide a close proximity to the items that students will see on the
test. To accessand view the Sample Items, a Chrome browser must be used.

= The Test Practica\items are designed to allow students to experience taking the nt online and to iment with the features available to them during the actual
assessment. The aRove link provides access to the Test Practice items for ACCESS for ELLs 2.0 Online and WIDA Screener Online. To access and view the Test Practice
Items, a Chrome brdwser must be used.

DRC System Status Indicator: hitg://status.drcedirect.com/WIDA
DRC System Status Indicator repcNg normal operatiens or problems and outages.

ACCESS for ELLs 2.0 and WIDA sre trademsrks of Board of Regents of the University of Wisconsin System

From the Test Demo and Sample Items links within the Public Test Resources section of the
Welcome to the WIDA Assessment Management System page, you can access the WIDA
Sample Items and Test Demo for ACCESS for ELLs Online and WIDA Screener Online.

Note: You do not need to be logged in to WIDA AMS to try these items, but you must be using
a Chrome browser. If either the Test Demo or the Sample Items fail to appear when you click
them, turn off your pop-up blocker.

Select a Test Demo by Clicking on the buttons below.

Grades Grades Grades
the PLAY button to start each video.

ACCESS WIDA Sample
for ELLs® Screener Items

Check with your state for availability

Test Practice Test Practice View Sample ltems

Test Sign In Test Sign In

Test Demo
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Working with WIDA AMS

Accessing WIDA Assessment Management System (cont.)

DRCANSIGHT® WIDA ASSESSMENT MANAGEMENT SYSTEM Weicome |  [LoglOuit

All Applications »

Accept the Security and Confidentiality Agreement
Security and Confidentiality Agreement for WIDA AMD

ACCESS for ELLs 2.0 is a secure, published test, as defined by U.S. copyright law. Only individuals that are under an ACCESS for ELLs 2.0 test
administrator obligation of nondisclosure with the WIDA Consortium shall access and administer the ACCESS for ELLs 2.0 test. ACCESS for ELLs 2.0
shall only be used in accordance with WIDA Consortium test administrator instructions and your state and local educational agencies’ secure test
policies. Direct any questions to the WIDA Client Services at help@wida.us.

Accept Security Agreement

* required
| hereby acknowledge that | have read and understand
the terms of the Security and Confidentiality Agreement.”

&, Confirm Accept

Copyright © 2016 Data Recognition Corporation Minimum Browsgr Requirements | Security and Confidentiality Agreement

3. The first time you log in to WIDA AMS, the Accept the Security and
Confidentiality Agreement page displays. You must check the Accept
Security Agreement checkbox and click Confirm Accept to continue.

Note: You cannot continue to use WIDA AMS without checking this
checkbox. To read the Security and Confidentiality Agreement, see
“Displaying the Security Agreement” on page 21.
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Working with WIDA AMS

Accessing WIDA Assessment Management System (cont.)

After a successful log-in, the Welcome to the WIDA
Assessment Management System page reappears
with additional information about navigating the site.

DRCANSIGHT™ WIDA ASSESSMENT MANAGEMENT SYSTEM (2] Welcome Corey Coogan Cisek»

Log Out

All Applications »

Welcome to the WIDA Assessment Management System (AMS)!

Iﬂ: Navigating the Site

WIDA AMS is the interface to administrative functions for the ACCESS for ELLs 2.0 suite of assessments and WIDA Screener Online. The WIDA AMS
User Guide contains detailed documentation cn how to do the following!

» User Management

» Materials Management

« Student Management

» Test Management

» Sconing and Reporting

= Screener Scoring

» Report Delivery

Click on "All Applications” above to display the menu bar containing the various WIDA AMS functions that you have permissions to use.

Support
WIDA Client Services Center
-866-276-7735

WIDA Website and User Accounts
Training, test administration policies and procedures, and score interpretation for the following assessments:

o Screener Assessments

» State-specific guidande on individual state pages
o A lity and Acconynodations
= ACCESS for ELLs 2.0 Wekinars/ Q & A sessions

4. When the Welcome to the WIDA Assessment Management
System page reappears, click All Applications to display a menu
bar containing the various WIDA AMS functions that you have
permission to use. (For more information about these functions,
refer to the specific section in this user guide.)

DRCANSIGHT WIDA ASSESSMENT MANAGEMENT SYSTEM Welcome
All Applications ~
General Information User Management Materials Student Manag it Test Manag, Device Toolkit Report Delivery Sereener Scoring Data Validation
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Working with WIDA AMS

Managing Your Account

This topic describes how to manage your WIDA AMS account. Within the DRC Portal, you can change
your username, email address, name, or password.

(1) Important: If you are unable to change your username, email, or name, please contact DRC Customer
Service at 1-855-787-9615 or email WIDA @datarecognitioncorp.com.

Welcome New User ~ Log Out

Manage Account

Usemame:  newuser@drc-mn.com edit
Email: edit
Name: New B User edit
Password: edit

1. To manage your account, log in to WIDA AMS and
click your username in the right-hand corner of any
page to display the Manage Account page.

Welcome | New User v Log Out

Manage Account

Usemame: newuser@drc-mn.com edit
Email: edit
Name: New B User edit
Password: e edit

2. Click edit next to the account information you want
to change: Username, Email, Name, or Password.

All Applications »

In order to protect your safety, please log in again before proceeding.

Please Log In

Username

BBalderson@DataRecognitionCorp.com

Password

Forgot your userame or password?

q X Cancel

3. To make any changes, you
must log in again to the Portal.
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Working with WIDA AMS

Managing Your Account—Changing Your Username and Email Address

Manage Account

Change name

Change username and email address

1. When the Manage Account page appears, click
Change username and email address to change
your username and email address.

Update Username

* required

Current Username: BBalderson@DataRecognitionCorp.com

New Username *

Confirm New Username *

“ update email to match username? currently email must match
username

&, Update Username % Cancel

2. When the Update Username page appears, enter your new username in
the New Username* and Confirm New Username* fields and click Update
Username (or Cancel to cancel the process).

Note: Your username and email address must match. To update your email
address at the same time, verify that the update email to match username?
checkbox is checked (the default value).
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Working with WIDA AMS

Managing Your Account—Changing Your Name

Manage Account

Change name

Change username& and email address

1. When the Manage Account page appears, click
Change name to change your name.

Update Name

* required

First Name *

First name is required

Middle Name

Last Name *

Last name is required

&, Update Name % Cancel

2. When the Update Name page appears, enter your new first name in the
First Name field (required), your new last name in the Last Name field
(required), and your new middle name in the Middle Name field (optional).
Click Update Name (or Cancel to cancel the process).
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Working with WIDA AMS

This topic describes how to change your password within WIDA AMS for existing WIDA AMS users only.

Managing Your Account—Changing Your Password

Note: If you are a new WIDA AMS user, you receive an email containing a temporary username and a link.
Clicking the email link displays a screen that allows you to choose your password. Then, you are prompted
to read and accept the Security and Confidentiality Agreement to activate your account (see page 14).

Welcome New User » Log Out

Manage Account

Username: newuser@drc-mn.com edit
Email: edit
Name: New B User edit
Password: edit

1. From the Manage Account page, click edit next to Password. After you log in to
the portal again, the Change Password page appears. The new password must
meet the following conditions:

* The password must contain at least eight characters, including
- at least one numeric character
- at least one lowercase character
- at least one uppercase character
- at least one of the following special characters: |@#3$%"&*

* The password cannot contain your username, first name, or last name.
|

Change Password

* required

Current Password *
New Password *
Confirm New Password *

2. Enter your current password in the
Current Password field, enter your
new password in the New Password

and Confirm New Password fields,
and click Update Password (or
Cancel to cancel the process).
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Working with WIDA AMS

Managing Your Account—Recovering a Forgotten Username or Password

If you forget your password or username, you can attempt to recover it.

Please Log In

Username

usemame is requirsd

Password
1. If you are an existing WIDA AMS user and you
forget your username or password, click Forgot ) )
0 PESEWOR IS5 requirsd
your username or password? in the Please S
. -
Log In dialog box. [ Forgot your usemame or password?

iiLog In

Log In Help

| don't know my usemame

| don't know my password

2. When the Log In Help page appears, click | don’t know my
username to recover your username, or | don’t know my
password to recover your password.

Recover Username Recover Password

Please enter the required information for your account. Please enter the required infomation for your account.
* requined * required
Email Address * Username *

3. Enter the correct information in the dialog box that appears and click Send. An email will
be sent to you containing your username or password, based on your request.

e To recover your username, when the Recover Username dialog box appears, enter
your WIDA AMS email address in the Email Address* field and click Send.

e To recover your password, when the Recover Password dialog box appears, enter
your WIDA AMS username in the Username* field and click Send.
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Working with WIDA AMS

Displaying the Security Agreement

You can click Security and Confidentiality Agreement at the bottom of any WIDA AMS page to display
the Security and Confidentiality Agreement for WIDA AMS page (you also can print the agreement). The
first time you access WIDA AMS, you must accept the terms of the agreement to continue using WIDA
AMS (see page 14).

CANSIGHT™ WIDA ASSESSMENT Welcome Log Out
All Applications »
Welcome to the WIDA Assessment Management System (AMS)!
D = C Navigating the Site
A This website supports your preparation for and administration of ACCESS for ELLs 2.0 suite of assessments and WIDA Screener Online
Click on "All Applications™ above to display the menu bar containing the various WIDA AMS functions that you have permissions to use. Please refer
to the "WIDA AMS User Guide™ to get a description of each administrative menu.
Support
Please contact DRC Customer Service at WIDA@datarecognitioncorp.com or 1-855-787-9615 for the following:
« All WIDA AMS functionality
« Materials receipt, inventory, and retumn
« Labeling of test booklets
« Installation, functionality, and troubleshooting of INSIGHT and Testing Site Manager (TSM)
« Processing paper test materials
« ACCESS for ELLs 2.0 suite of assessments and WIDA screener data and reporting
For any other questions, please contact the WIDA Client Services Center who will route your inquiry to the appropriate personnal: help@wida us or 1-
866-276-7735
For answers to the most common questions about testing, please see the FAQs on the
Public Test Resources
« The Test Demo is a series of videos that explain how students will take the online test and interact with the test platform
+ The Sample ltems provide students, parents, and educators with a better understanding of the ACCESS for ELLs 2.0 Online assessment that is based on the WIDA English
Language Development (ELD) Standards. These are not items that will appear on the operational test, but they provide a close proximity to the items that students will see on the
test. To access and view the Sample Items, a Chrome browser must be used.
« The Test Practice items are designed to allow students to experience taking the assessment online and to experiment with the features available to them during the actual
assessment. The above link provides access to the Test Practice items for ACCESS for ELLs 2.0 Online and WIDA Screener Online. To access and view the Test Practice
Items, a Chrome browser must be used.
DRC System Status Indicator: hitp:/status drcedirect. com/WIDA
DRC System Status Indicator reports normal operations or problems and outages.
ACCESS for ELLs 2 0 and WIDA are trademarks of Board of Regents of the Uni ity of Wisconsin System.
¢opynght @ 2018 Data Recognition Corporation Minimum Browser Requirements | Security and Confidentiality Agreeme

Click Security and Confidentiality Agreement to display
the Security and Confidentiality Agreement for WIDA AMS.

DRCAINSIGHT  WIDA ASSESSMENT MANAGEMENT SYSTEM Welcome | Bob Balderson® | Log Out

All Applications »

Security and Confidentiality Agreement for WIDA AMS

secure, published test, as defined by U.S. copynght law. Only indhiduals that are under an ACCESS for ELLs 2.0 test administrator obligation of nondisclosure with the WIDA Consortium shall access and administer the ACCESS for ELLs
h WIDA Consortium test administrator instructions and your state and local educational agencies' secure test policies. Direct any questions to the WIDA Client Services at h

ACCESSforELLs 2.0is a
st. ACCESS for ELLs 2.0 shall only be used in accordan

Copyright @ 2016 Data Rec Minimum Browser Requirements | Security and Confidentiality Agreement
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Working with WIDA AMS

Displaying the Minimum Browser Requirements

You can click Minimum Browser Requirements at the bottom of any page to display the Minimum Web
Browser Requirements page, which lists browser requirements and provides links to browser pages and
additional information. This page details the WIDA AMS web browser requirements for the Windows, Mac
(OS X and macOS), and Linux operating systems.

Public Test Resources

« The Test Demo is a series of videos that explain how students willtake the online test and interact with the test platform.

« The Sample Items provide students, parents, and educators with a better understanding of the ACCESS for ELLS 2.0 Online assessment that is based on the WIDA English
Language Development (ELD) Standards. These are not ter il appear on the operational test, but they provide a close proximity to the items that students will see on the
test To access and view the Sample Items, a Chrome br st be used

- The Test ems \ed 1o allow students ssment online and to experiment with the feat
assessment. The above link provides access 1o the Test Practice tems for ACCESS for ELLS 2.0 Oniine and WIDA Screener Oniine. To
Items, a Chrome browser must be used.

DRC System Status Indicator: http//status drcedirect comWIDA
DRC System Status Indicator reports normal operations o problems and outages.

Copyright © 2018 Data Recognition Corporation Minimum Browser Requirements | Securty and Confidentiaity Agreement|

The page contains links to web

When you click Minimum Browser .
browser home pages, organized by

Requirements at the bottom of the page, the " ¢ PC U
Minimum Web Browser Requirements page uvs\lgrc(lopera II\;I]g §ytsz err]n l)J_ Msers
displays a list of the web browsers that are (e Es), WEETiesn LEers (11

certified to be used with WIDA AMS. O 2 Tl s B (g —
that you can use to learn about and

download different web browsers.

- o

DRCANSIGHT ™ WIDA ASSESSMENT MANAGEMENT SYSTEM

All Applications »

Minimum Web Browser Requirements

sed applications hosted by the DRC Applications require one of the following minimum Web browsers:

compatible with these browsers

Additionally, the DRC Applications work optimally &t & minimum browser window width of 1024 pixels (for example, & sereen resclution of 1024576 with & maximized browser window), If you do not meet the minimum, the site may require herizental scroling to use all
functionality.

PC Users

IF you are not sure of the version of your browser, select Help in the menu bar of your browser and choose About. If you nesdfo upgrade your Web browser software, we recommend one of the following:
- Mezila Firefox (Outside Source)
- Microsoft Intemet Explorer (Outside Source)

Macintosh Users

your browser, select your browser's application menu and choose About. If you need to upgrade your Web browser software, we recommend one of the following:

IF you are not sure of the version of your browser, select your browser's Help menu and choose About. If you need to upgrade your WWeb browser software, we recommend:
- Mozila Firefox (Qutside Source)

Additional Information
All Web pages and \Web-based applications hosted by the DRC Applications require the Web browser to supportJavaSeript (Outside Source) and to acceptsession-based cookies (Qutside Source). By default, the major Web browsers are configured to handle this

requirement.

Copyright ® 2016 Data Recognition Corporation Minimum Browser Requirements | Security and Confidentiality Agreement

The Additional Information section contains links to descriptions
of other items, such as JavaScript and session-based cookies,
that are required for browsers to use WIDA AMS.
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Working with WIDA AMS

Displaying the WIDA System Status Page

The WIDA System Status page provides ACCESS for ELLs and WIDA Screener Online end users a
high-level summary/status of maintenance windows, general information, and/or system issues impacting
student testing in INSIGHT, Test Management in WIDA AMS, and/or Customer Service phone lines. The
information on this page is updated automatically at regular intervals.

Public Test Resources

« The Test Demo is a series of videos that explain how students will take the online test and interact with the test platform.

« The Sample ltems provide students, parents, and educators with a better understanding of the ACCESS for ELLs Online assessment that is based cn the WIDA English
Language Development (ELD) Standards. These are not items that will appear on the operational test, but they provide a close proximity to the items that students will see on the
test. To access and view the Sample Items, a Chrome browser must be used.

+ The Test Practice items are designed to allow students to experience taking the assessment online and to experiment with the features available to them during the actual
assessment. The above link provides access to the Test Practice items for ACCESS for ELLs Online and WIDA Screener Online. To access and view the Test Practice ltems,
a Chrome browser must be used.

DRC System Status Indicator:  https://wida-status.drcedirect.com

DRC System Status Indicator reports normal operations or problemg and outages.

To display the WIDA System Status page, click the DRC System Status Indicator link in the
Public Test Resources section at the bottom of the main WIDA AMS sign-on page:

https:/lwida-status.drcedirect.com

The WIDA System Status page displays the current status of the DRC Portal/WIDA AMS,
DRC INSIGHT, the Central Office Services (COS) Service Device, and Educator Scoring.

Note: Users can subscribe to email alerts to be notified of system interruptions by clicking
Subscribe at the top of the WIDA System Status page.

SUBSCRIBE

IDA System Status

DRC provides current information on service availability.
You can also subscribe to our email alerts to be notified of interruptions.
If you need additional assistance, please contact DRC Customer Service:
m@dataremgnitioncorm or 1-855-787-9615.
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General Information
Menu

When you open the WIDA AMS All Applications menu bar and click General Information, five options
are available: Announcements, Documents, Sample Items, Technology Downloads, and Test Demo.

Introduction

Click Announcements to

display the latest information Click Documents to select, open, and
regarding WIDA testing. download various training items from
the Training Materials page.

DRCANSIGHT™ WIDA Assessment Managemesit System

All Applications »

Announcements | Documents | Sample ltems TechnulugyDynluads TestDemU\

Click Sample Items to become
familiar with the format of online test
items and try online testing tools.

Click Test Demo to watch a test
demo and become familiar with the
online testing environment.

Click Technology Downloads to download
the Central Office Services (COS) installer,
the DRC INSIGHT installer, and the
Capacity Estimator. From the Technology
Downloads page you can download versions
of DRC INSIGHT and COS for various
operating systems and configurations.
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User Management Menu

B Introduction This section of the user guide discusses the various user administration
tasks you can perform from the User Management option of the WIDA
AMS All Applications menu bar.

» Edit permissions for one or more users
* Assign a user to an administration

* Reset a user’s password
H\HVHHHHHHH\HHH\HHHHH\HH\HHHHHHHHHHHHHHHHH\HHH\\HHH\HHHHHHHH\HHH\HHHHH\HHH\HHHHHHHHHHHHH\HHH\HHHHH\HHH\HHHHHHHHHHHHHH

‘1) Important: If you need to change a user’s username, email, or
name, please contact DRC Customer Service at
WIDA @datarecognitioncorp.com or 1-855-787-9615.

* Inactivate a user

* Activate a user

* Add a single user to WIDA AMS

* Upload multiple users to WIDA AMS
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User Management Menu

Editing a Single User’s Permissions

From the Edit User tab of the User Administration page, you can add or remove permissions for any user in
the system.

Note: Typically, Test Coordinators and District Technology Coordinators are responsible for adding users
and editing permissions. Users can assign only the permissions that are assigned to them.

DRCANSIGHT™ WIDA ASSESSMENT MANAGEMENT SYSTEM Welcome
All Applications =
General Information User Managgment Materials Student I it Test I it Device Toolkit Report Delivery Screener Scoring Data Validation

1. From the WIDA AMS All Applications menu bar, click User
Management to display the User Administration page.

User Administration

User Administration allows the user to perform various administrative tasks. You can edit a user’s contact information, change permissions for a user(s), reset a user(s) password, add new user(s) to the system or
activate/inactivate user(s).

Edit User | Add Single User || Upload Multiple Users

® Instructions

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

Administration User Role District
IME ACCESS for ELLs [y] [District [l [DRC Use Only - Samfs]
School First Name Last Name
(1] ||
Email
Hide Tnactive Users
iy
Users | Rrofiles
User Accounts
W last Name ¥ First Name Email Addrecs. Action
ar s P—— Clela
oFfice central Conmaloffice SORCHN.com /B@E

2. On the Edit User tab, use the various drop-down
menus and fields to enter search criteria to help locate

3. In the Action column, use the
View/Edit icon () to display

the user, and click Find User. the Edit User dialog box.

Security Agreement Not Accepted

First Name Last Name
Ima User

Email Address
iamusend email.com

Permissions

Administration

| ME ACCESS for Ells

| Resat User | | lnacti\rate| | Close

Distit | ME3995% - DRC Use Only - Sample District E
| e

4. In the Action column, use the View/Edit
icon (L_-J) to display the Edit Permissions
dialog box.
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User Management Menu

Editing a Single User’s Permissions (cont.)

To select multiple permissions in sequence, hold down the Shift key while you select

them.

To select multiple permissions that are not in sequence, hold down the Ctrl key (Windows)

5. When the Edit Permissions dialog box appears, select permissions from the Available
Permissions list to add to the user, or permissions from the Assigned Permissions list to
remove from the user. Use the Add Selected () or Remove Selected ( 4) icons to change
the permissions, scroll to the bottom of the page, and click Save.

or Command button (Mac) while you select them.

Use the Add All () and Remove All () icons to add or remove all permissions.

Use the Clone from Another User icon (ﬂ) to copy another user’s set of permissions.

Permission-set

L& Tip: When you select a

Available Permissions

(1]

rmission, its description will display below the list

Assigned Permissions

Administrator
Documents - View

Students - Add/Edit

Students - Upload

Online Testing - Secured Resources ‘
Online Testing Statistics E

Students - Download Students
Students - Search/View =

Test Session - Add/Edit
Test Session - Search/View
Test Session - Status Summary -

AW ANE

To see the description, select a permission

Save Cancel

6. Click Save when you are finished
to save your changes (or Cancel
to cancel them).
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Editing a Single User’s Permissions (cont.)

You can use a Permission Set to specify a group of permissions that have been defined for the user role you
are editing in WIDA AMS. There is a Permission Set defined for the following roles: District, School, Test
Administrator, District Technology Coordinator, and School Technology Coordinator. For more information,
see “WIDA AMS Permissions Matrix on page 42.

Note: The Teacher role is no longer a valid role in WIDA AMS. Teachers should be assigned to either the
School role or the Test Administrator role.

1. To assign a Permission Set to the user, use the Permission-set drop-down menu
and select the Permission Set that appears for the user role you are creating.

The permissions included in the set are highlighted in the Available Permissions list.

Note: You can add permissions that are not included in the Permission Set by
following the instructions on the previous page. You can assign any permission that
is assigned to you.

Permission-set
School Testing Coordinator

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

Available Permissions Assigned Permissions

Administrator &
Documents - View

Online Testing - Secured Resources
Online Testing Statistics

Students - Add/Edit

Students - Download Students
Students - Search/View
Students - Upload

Test Session - Add/Edit

Test Session - Search/\View
Test Session - Status Summary -

To see the description, sefect a permission

Save Cancel
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User Management Menu
Editing a Single User’s Permissions (cont.)

(1) Important: Review the permissions in the Permission Set before assigning them. If you decide to
withhold one or more permissions, you can still use the Permission Set. Remember to move any permissions
that you want to withhold back to the Available Permissions list by using the Remove Selected ((¥)) icon
before you click Save.

2. Use the Add Selected () icon to assign all of the highlighted
permissions. The permissions are moved to the Assigned Permissions list.
You can add or remove individual permissions or all permissions.

Permission-set

Available Permissions Assigned Permissions

Online Testing Statistics = Administrator o

Documents - View

Online Testing - Secured Resources

Students - Add/Edit

Add@s - Download Students
udents - Search/\View

Students - Upload E

Test Session - Add/Edit

Test Session - Search/View

Test Session - Status Summary
- Test Setup - View Student Status -

m

RV VE

To see the description, sefect a permission

Save Cancel

3. Click Save when you are finished
to save your changes (or Cancel to
cancel them).
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Editing Multiple Users’ Permissions

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

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

Users | Profiles

User Profiles

W Last Name 4 First Name 4 Email Administration 4 District

2. Check the checkbox in
the left-hand column for
each user profile you
want to edit.

\n
fam »

Note: To edit multiple
profiles, each profile must
be the same user role.

| Copy to New Administrations | | Assign Permissi | ‘ issis | Export All to Excel

You can only assign permissions on this screen, not remove them.
¢ Permission(s) in the right-hand list will be added to the user profile(s) you

selected on the previous screen. 3- C|ICk ASSign Pel’missions or Remove
. Tip: when you select a permission, its description will display below the list PermISSIons and adJUSt the permISSIOnS USIng
Available Permissions Assigned Permissions the Add A" (“E‘) and Remove A" («) Icons
it - i when the Assign Permissions or Remove

Documents - View ‘

Online Testing - S d R i i & iti
el (0 R bennes Permissions dialog box appears (see “Editing
Status Reports - District Report 1 i 2 i i tJ

el ateliuialll / a Single User’s Permissions” on page 28).
Students - Search/View

Students - Upload
Test Session - Add/Edit - -
To see the description, select a permission

v E

Students - Add/Edit
Students - Download Students

2Wa

Cancel

4. Click Save when you are finished
to save your changes (or Cancel
to cancel them).
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Assigning a User to an Administration

WIDA AMS allows users to administer different WIDA assessments (ACCESS for ELLs and/or WIDA
Screener Online) called “administrations.”

Note: Some states may not be adopting WIDA Screener Online. For those states, “WIDA Screener Online”
will not be a selectable administration.

Users must be associated with an administration in order to administer the assessment. From the Edit User
tab, you can assign an existing user to other administrations within WIDA AMS.

Note: When new users are created (see “Adding a User to WIDA AMS” on page 39), an administration
must be selected.

1. To assign a user to an administration, click the Edit
User tab, use the various drop-down menus and fields
to enter search criteria to help locate the user, and click
Find User. In the Action column, click the View/Edit
icon (E). The user appears in the Edit User window.

Security Agreement Not Accepted

First Mame Last Name Email Address
Ima ser iamusen@email.com

Permissions

Administration 4 Role & District

| ME ACCESS for ELLs 2.0 - 2016- : MES393% - DRC Use Only - Sample District -
2017 Distiict | o -

Reset %r Inactivate Close

| 2. Click Add.
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Assigning a User to an Administration (cont.)

3. Select the administration and user role to which you want to assign the user from the
Administration and User Role drop-down menus (you can also use the District and/or
School menus if required). For some roles, you can also select a permission set from the
Permission-set drop-down menu.

Note: Some users may administer both the ACCESS for ELLs and WIDA Screener Online
administrations. These users will need to have both administrations.

* Indicates required fields
Administration User Role
ME ACCESS for ELLs State E*
District School
Permission-set
[se
Tip: When you select a permission, its description will display below the
list
Available Permissions Assigned Permissions
Administrator
Administrator - Mass Assign Role @

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

eDIRECT Setup - Document and Repo
Edit Student - PrelD Data

Educator Scoring -«
Enrollment - Primary Window

Enrollment - Secondary Window T

Eanc*l

4. If you selected multiple permissions (or a permission set) use
the Add Selected (E) icon to assign the permissions from the
Available Permissions list.
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Assigning a User to an Administration (cont.)

Administration User Role
ME ACCESS for ELLs El*  [state [l *
District Schoaol

Permission-set

[l
Tip: When you select a permission, its description will display below the
= list
Available Permissions Assigned Permissions

. Administratar

@ Administrator - Mass Assign Role
Administratar - Set Password
Documents - Delete
Documents - Upload
Documents - View

»‘ eDIRECT Setup - Document and Repo
Edit Student - PrelD Data
Educator Scoring
Enrallment - Primary Window
Enrollment - Secondary Window

5. The permissions are moved to the Assigned Permissions
list. Click Save to save your results (or Cancel to cancel
the process).

First Name Last Name Email Address
Ima User imauser@email.com
Permissions
Administration 4 Role A District A School & Action
ACCESS for ELLs District M_E9?999 - DRC Use Only - Sample . a‘
District ME
Meve ME99999 - DRC Use Only - Sample
ME ACCESS for ELLs District District ME DE
Screener - Maine District | ME9999 - DRC Use Only - Sample
District ME

Reset User Inactivate ssos_e_

6. If you saved your changes, the Edit User window
reappears with the user added to the new administration.
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Resetting a User’s Password

If a user does not log in with the temporary password within 160 days, the user must contact the Test
Coordinator to have his or her password reset. If a user forgets his or her password, the user can recover

it (see “Managing Your Account-Recovering a Forgotten Username or Password” on page 20). When a
password is reset, an email notification is sent to the user.

1. To reset a password, click the Edit User tab, use the
various drop-down menus and fields to enter search
criteria to help locate the user, and click Find User.

|

User Administration

ser Administration allows the user to perform various administrative tasks. You can edit a user’'s contact information, change permissions for a
b ser(s), reset a user(s) password, add new user(s) to the system or activate/inactivate user(s).

Edit|User | Add Single User | Upload Multiple Users

User Role District
ME AGCESS for ELLs[+] (Al DRC Use Only - Sam|[+]
First Name Last Name
[v] |ima

[] Hide Inactive Users

Users | Profiles

User Accounts
M Last Name 4  First Name 4 Email Address

4 Action

[0 user Ima izmuser@email.com 9@@ .

2. In the Action column, click the Reset

User icon (@) for the user whose
password you want to reset.

@ You have requested to reset user 'Ima User
(imauser@email.com)’. Are you sure?

Reset User

3. When the Reset User dialog box appears, click
Reset User to reset the user’s password (or Cancel
to cancel the process).
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Inactivating a User

You can inactivate WIDA AMS users who are currently active. When a user is inactivated, the user is unable
to access WIDA AMS (to reactivate a user, see “Activating a User” on page 38). Typically, you inactivate

users when their employment ends or their job responsibilities change.

Note: Users cannot be deleted from WIDA AMS. To remove a user from activity, simply inactivate the user.

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

1. To inactivate a user, click the Edit User tab, use the various drop-down
menus and fields to enter search criteria to help locate the user, and
then click Find User.

r Administration

ser Administration allows the user to perform various administrative tasks. You can edit a user's contact information, change permissions for a
ser(s), reset a user(s) password, add new user(s) to the system or activate/inactivate user(s).

Edit|user | Add Single User | Upload Multiple Users

AdmiRgistration User Role District
ME ACCESS for ELLs[»] [(AID [«] |DRC Use Only - Sam[v]
School First Name Last Name

] |ima

[[] Hide Inactive Users

Users | Profiles

User Accounts

M Last Name 4 First Name 4 Email Address 4 Action

| user Ima iamuser@email.com D@

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

@ You have requested to inactivate user 'Ima User
(iamuser@email.com)’. Are you sure?

Inactivate Cancel

3. When the Inactivate User dialog box
appears, click Inactivate to make the user
inactive (or Cancel to cancel the process).
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Activating a User

You can activate a WIDA AMS user who is currently inactive so the user can access WIDA AMS again (to
inactivate a user, see “Inactivating a User” on page 37). When the user is activated, an email notification
is sent to indicate that the account has been reset and to provide a new temporary password.

Note: Users are automatically activated when they first log in to WIDA AMS. Only users who were
previously inactivated must be manually activated.

1. To activate a user, click the Edit User tab, use the various
drop-down menus and fields to enter search criteria to
help locate the user, and click Find User.

ser Administration

User Administration allows the user to perform various administrative tasks. You can edit a user's contact information, change permissions for a
user(s), reset a user(s) password, add new user(s) to the system or activate/inactivate user(s).

Edlit User | Add Single User | Upload Multiple Users

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

Administration User Role District
ME ACCESS for ELLs[»] |District ¥ (AID [+]

First Name Last Name
Ima

[ Hide Inactive Users

Users | Profiles
The user has been activated.

User Accounts

M Last Name 4 First Name 4  Email Address 4 Action

[ user Ima iamuser@email.com Dﬁm

2. In the Action column, click the Activate icon (&) for the user you
want to make active. When the user is activated, the following
message appears: The user has been activated.
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Adding a User to WIDA AMS

When you add a user, specify the permissions the user will have. You can grant a user any permissions
that you currently have (see “WIDA AMS Permissions Matrix” on page 42 for permission
recommendations by role).

DRCi.lNSIGH? WIDA ASSESSMENT MANAGEMENT SYSTEM Weicome
All Applications =
General Information User Management Materials Student h it Test b it Device Toolkit Report Delivery Screener Scoring Data Validation

1. To add a user to WIDA AMS, from the WIDA AMS All Applications
menu bar, click User Management. When the User Administration
page appears, select the Add Single User tab.

User Administratign

User Administration aflows the user to perform various administrative tasks. You can edit a user's contact information, change permissions for a user(s), reset a user(s) password, add new user(s) to the
¥ system or activate/ifjactivate user(s).

Edit User | Add Single User | Upload Multiple Users

Indicates required fields

First Name Middle Initial ~ Last Name
Ima i User

Email Address
Imauser@email.com

Administration User Role
ME ACCESS for ELLs 2.0 - Dustrck [=]

District School
DRC Usz Only - Sample Di

Permission-set

& Tip: When you sel¢ct a permission, its description will display below the list

Available Permissions
Administrator
Administrator - Mass Asgign Role
Administrator - Set Pasgword
Correction Primary Wingow
Correction Secondary Window
Documents - Delete
Documents - Upload
Documents - View
Enrollment - Primary JVindow
Enrollment - Secondgry Window
Maintain Administratfon - Edit Applicz A

Assigned Permissions

Bl

2¥a

To see the descripoon, delect 2 parmission

2. Fill out the required fields and select

options from the required drop-down 3. Select an available permission and use the Add Selected icon
menus. () to assign the permission to the user (see “Editing a Single

User’s Permissions” on page 28).
Note: A required field or menu option

has a red asterisk (*) next to it. Note: A description of the permission selected appears beneath

the list of permissions.

Click Save when you are finished.
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Adding a User to WIDA AMS with a Permission Set

You also can use a Permission Set to specify a group of permissions that have been defined for the user role
you are creating in WIDA AMS. There is a Permission Set defined for each of the following roles: District,
School, Test Administrator, District Technology Coordinator, and School Technology Coordinator.

Note: Use District for District Test Coordinator and School for School Test Coordinator.

1. To assign a Permission Set to the user, enter the user’s information
as before, click the Permissions-set drop-down menu, and select the
Permission Set that appears.

The permissions included in the set will be highlighted in the Available
Permissions list.

User Administration

Edit Use Add Single User | Upload Multiple Users

* Indicates required fields

First Name Middle Initial Last Mame

Ima User =
Email Address

imauser@email.com

Administration User Role

MS ACCESS for ELLs 2.0 - N District E| =

District School

DRC Use Only - Sample Didw] =

Permission-set
District

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

Available Permissions Assigned Permissions
Administrator

Administrator - Mass Assign Role
Administrator - Set Password

Correction Primary Window

Correction Secondary Window
Documents - Delete

Documents - Upload

Documents - View

Enrollment - Primary Window

Enrcllment - Secondary Window

Export Students -

43

2Wa

To see the description, select a permission
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Adding a User to WIDA AMS with a Permission Set (cont.)
(1) Important: Review the permissions in the Permission Set before assigning them. If you decide to
withhold one or more permissions, you can still use the Permission Set. Remember to move any permissions

that you want to withhold back to the Available Permissions list by using the Remove Selected ((¥]) icon
before you click Save.

2. Use the Add All (‘E‘) icon to select all of the
permissions, or add or remove permissions first. The
permissions you select are moved to the Assigned
Permissions list.

Permission-set
District [+]

L Tip: When you select a permission, its description will display below the list
fvailable Permissions Assigned Permissions

Administrator
Administrator - Mass Assign Role
Administrator - Set Password
Correction Primary Window
Correction Secondary Window
Documents - Delete
Documents - Upload
4| Documents - View
Enrollment - Primary Window
Enrollment - Secondary Window
Export Students -
To see the description, select & permission

3. Click Save when you are
finished to save your changes.
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WIDA AMS Permissions Matrix

secure materials
received by
DRC

District District School School
Main Permission Name | Allows User Testing Technology Testing Technology Test
Category Subcategory | in WIDA AMS To... Coordinator' | Coordinator? | Coordinator® | Coordinator* | Administrator®
General . Documents Documents—View | View Yes Yes Yes Yes Yes
Information documents
Technology | Online Testing— View secured
Downloads Secured Resources | online testing Yes Yes Yes Yes
downloads and
tutorials
User None Administrator Add/edit user
Management accounts and Yes Yes Yes
profiles
Materials Additional Materials— View/edit
Materials Additional-View | additional
Edit materials during Yes
the primary
window
Additional Materials— Access the
Materials Additional— Additional
Primary Window | Materials menu
. Yes
during the
Test Setup and
Testing Window
Materials Materials— Download
Accountability— and fill out the
User Information | Accountability Yes Yes
Form
Materials Manage Confirm
Shipments shipping
address during Yes Yes
the material
order window
Materials Materials—Primary | Access the
Window Materials menu Yes Yes
Materials Enrollment— Access
Ordering Primary Window | Materials
Ordering during Yes Yes
the primary
window
Return Materials—Return | Access reports
Materials Materials Receipt | showing a
Receipt summary/
Report detailed view of Yes Yes

! This permission set is designed for District Test Coordinators who should have access to WIDA AMS data for every school within the district.

2 This permission set is designed for District Technology Coordinators who should be able to set up School Technology Coordinators in WIDA AMS. School
Technology Coordinators can help download testing software at the schools.

3 This permission set is designed for School Test Coordinators who should have access to WIDA AMS data for a specific school.

4 This permission set is designed for School Technology Coordinators. School Technology Coordinators can help download testing software at the schools.

S This permission set is designed for Test Administrators who are administering the online assessment.

Note: The Teacher role is no longer a valid role in WIDA AMS. Teachers should be assigned to either the School role or the Test Administrator role.
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WIDA AMS Permissions Matrix (cont.)

Main
Category

Subcategory

Permission Name
in WIDA AMS

Allows User
To...

District
Testing
Coordinator’

District
Technology
Coordinator?

School
Testing
Coordinator®

School
Technology
Coordinator*

Test

Administrator®

Student
Management

None (time
driven)

Test Setup—
Primary Window

Access the
Student
Management
menu and Test
Management
menu
functionality
during the

Test Setup and
Testing Window

Yes

Yes

Yes

Manage
Students

Students—Search/
View

Search/view
student data

Note: This
permission is
required for all
other Students
permissions,
Download
Students, and so
forth.

Yes

Yes

Yes

Students—Add/Edit

Add/edit
students and
student data for
online testing

Yes

Yes

Students—
Download
Students

Download a
list of student
information for
all students in a
school

Yes

Yes

Students—Upload

Upload a list
of students and
student data for
online testing

Yes

Yes

Student Test
Progress

Test Setup—View
Student Status

Monitor test
progress of
students by
school location

Yes

Yes

Student
Exports

Export Students

Export student
data for sites for
which the user
has access

Yes

Student
Transfer
Form

Student Transfer
Form

Submit request
for district-to-
district transfer
of student
records for
students who
moved during
testing

Yes

Student
Status
Dashboard

Test Setup—View
Student Status

View test status
by student

Yes

Yes

Data
Validation

Corrections—
Primary Window

Validate student
records after
testing

Yes
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WIDA AMS Permissions Matrix (cont.)

District District School School
Main Permission Name | Allows User Testing Technology Testing Technology Test
Category Subcategory | in WIDA AMS To... Coordinator' | Coordinator? | Coordinator® | Coordinator* | Administrator®
Test Manage Test | Test Session— Search/view
Management | Sessions Search/View test sessions Yes Yes Yes
Test Session—Add/ | Add/edit test
Edit sessions Yes Yes
Test Session— Delete pre-
D ) .
elete Pre-Created | created generic Yes Yes
not-started test
sessions.
Test Session— View testing
Status Summary status summary Yes Yes
information
Test Session—Tier | View and
Placement Report dgwnload the Yes Yes Yes
Tier Placement
Report
Test Session— Voluntarily
Upload upload custom
made test Yes Yes
sessions for
testing
Test Tickets— View and print
View/Print student test Yes Yes Yes
tickets
Test Tickets— View the
View Questions number of items
Attempted out of the total Yes Yes
a student has
attempted
Device None Test Setup—Device | Access the
Toolkit Toolkit Device Toolkit Yes Yes Yes Yes
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WIDA AMS Permissions Matrix (cont.)

District District School School
Main Permission Name | Allows User Testing Technology Testing Technology Test
Category Subcategory | in WIDA AMS To... Coordinator' | Coordinator? | Coordinator® | Coordinator* | Administrator®
Report Online Online Testing Track online
Delivery Testing Statistics testing activity Yes
Statistics
Status Status Reports— Access reports
Reports District Reports that display
various district- Yes
and school-level
testing activity
Test Results | Reports—View View district Yes
District Files reports
Reports—View View school
School Files reports Yes Yes
View Reports— Download all
Download— reports for
District/School a district, or Yes Yes
school, for an
administration
On-Demand | View Dynamic Generate
Reports Reports translated
ACCESS for
ELLs student Yes Yes
reports and
WIDA Screener
Online student
reports
Screener Screener Educator Scoring | Access
Scoring Scoring Educator
Scoring for Yes
WIDA Screener
Online
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Uploading Multiple Users to WIDA AMS

From the User Administration window, you can upload a file containing multiple user profiles to WIDA
AMS. The file must be in comma-separated value (.csv) format (a file format used by Microsoft Excel) and
the fields in the file must be in specific columns. The User Administration window contains links to both a
Portable Document Format (PDF) layout that contains instructions and a sample template file that you can
use to create the actual file.

DRCAINSIGHT™ WIDA ASSESSMENT MANAGEMENT SYSTEM Weicome
All Applications =
General Information User Management Materials Student M i Test i it Device Toolkit Report Delivery Screener Scoring Data Validation

1. To upload multiple users, click User Management on the WIDA
AMS All Applications menu bar to display the User Administration
page. Select the Upload Multiple Users tab.

User Administratio

User Administration allows tie user to perform various administrative tasks. You can edit a user’'s contact information,
¢ change permissions for a useNs), reset a user(s) password, add new user(s) to the system or activate/inactivate
user(s).

Edit User | Add Single User Upload Multiple Users
%! First time? Download the File Layout (PDF document) and a Sample File (CSV text file).
# [nstructions

¥ Indicates required fields

Administration

Screener - Maine f
File
:

User Listing

First Name Last Name Email Address District School Upload Errors

2. Click the File Layout_link to display a PDF file that details the required layout
of the .csv file you will upload to WIDA AMS, including rules, instructions, and
examples describing how to create and format the .csv file.

Batch User Upload File Layout
Comma Delimited .CSV

Ref# | Column Required? Valid or Description
Mame Possible Values
1 First Namz Y Ma 30 Mew User's First Name
characters
2 Middle M Max 1 character Mew User's Middle Initia
Initia
3 Last Name Y Max 30 Mew User's Last Name
characters
4 Emiail Y Max 50 Mew User's unigue email
Address characters address. This will be the new
user's ussmams o log into WIDA
AMS.
5 Role Y »  District Mew User's Role. You may only
*  District upload users with a Role that is

Technology further down the list than your
Coordinater own Role (e.g., a School user
+«  School cannct upload users at the Disfrict
s School lewvel).
Technology
‘Coordinator
*  Test
Administrator
& Dristrict A ‘alid District This iz the District associated with
a " Ulomr Thin dintat k.

$ho, B
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Uploading Multiple Users to WIDA AMS (cont.)

User Administration

User Administration allows the user to perform various administrative tasks. You can edit a user's con
& change permissions for a user(s), reset a user(s) password, add new user(s) to the system or activate|
user(s).

Edit User | Add Single User | Upload Multiple Users
.0 First time? Download the File Layout (PDF document) and a Sample File (CSV text file).
# [nstructions

* Indicates required fields

Administration

Screener - Maine [=] *
File
>

3. Click Sample File to download or display the WIDA_SampleUsers.csv file.
Note: This file is only a sample of the file you will upload to WIDA AMS.

Depending on the browser you are using, a dialog box may appear for you to use to
open or download the file.

Home Insert Page Layout Formulas Data Review View Ac

&

_.';év
B [ U-
>4

Calibri 1l s A = = Wrap Text

a4 Merge & Center

Clipboard & Font 7] Alignment
H17 - I

A B C D E F G H
1 First NamiMiddle IniLast Name Email Add Role District Cc Schogl Code
2 lake C Lake Lake@sSan State
3 |Mike Doe MikeDoe( District 160
4 |Mary A Wakins  Muwakinsg District Te 739
5 |lane W Smith JaneSmitr School 2001 labc
6 John Philps JPhilps@& Test Admi 6e78z 123456

4. Use the WIDA_SampleUsers.csv file to create and save a
user file to upload.

Note: Be sure to keep the header column rows in the file
you upload.
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Uploading Multiple Users to WIDA AMS (cont.)

User Administration

User Administration allows the user to perform various administrative tasks. You can edit a user's contact information,
. change permissions for a user(s), reset a user(s) password, add new user(s) to the system or activate/inactivate
user(s).

Edit User | Add Single User | Upload Multiple Users

¢ First time? D load the File Layout (PDF d ) and a Sample File (CSV text file).

® Instructions

* Indicates required fields

Administration
Screener - Maine E 2

File

Last Name Role t Upload Erors

IF there are ermors in your file, then they will displ3yhere after upload

T [ MR .| ) M Aftér you have created a file to upload,
click Browse... to locate it, select the file,
and click Open to display it in the File field
of the Upload Multiple Users tab.

©)

&
& DVD RW Drive (D)

53 5V52 (WADMINFSOL) (F)

53 H_.ROOT (EDUCFSOLWVI) (H:)

9 PROJECTS (\EDUCFSOI'\SYS2\USERS) (1)

5 VL (WADMINFSO1) (%) d
(3] DA SampleUsers.csv Date modified: 4/3/2014 11:34 AM Date created: 4/3/2014 11:34 AM
Q| Microsoft Excel Comma Separated Values File Size: 218 bytes

File name: WIDA_Samplelsers.csy

User Administration

User Administration allows the user to perform various administrative tasks. You can edit a user's contact information,
change permissions for a user(s), reset a user(s) password, add new user(s) to the system or activate/inactivate user(s).

Edit User | Add Single User Upload Multiple Users
& First time? Download the File Layout (PDF document) and a Sample File (CSV text file).

@ Instructions

* Indicates required fields

Administration
Screener - Maine [o] *

File

WIDA_Sample_Test_Session_File.csv X 5
Upload

6. Click Upload. A message appears indicating the file has been transferred and is being checked
for errors.

After the file has been validated, you can review its status. If the file contains errors, you must
correct the errors and upload the file again (repeat steps 5 and 6).

Note: If a user already has a WIDA AMS account, WIDA AMS will not create a new account.

1) Important: The accounts and permissions created by the Multiple User Upload process are
generated by email address. Please use only one email address per user for each file upload.
Using the same email address multiple times in a file can cause the file upload process to fail.
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B Introduction Materials Ordering is the process by which districts and schools

order materials for the ACCESS for ELLs suite of assessments. Test
Coordinators will have access to Materials Ordering because they are
responsible for this process. The Test Coordinator must complete this
process even if the site is performing all testing online.

(1) Important: The Materials Menu is not used for the WIDA Screener
Online assessment. If you are administering only WIDA Screener Online,
you do not need to review this section.

The window for ordering materials differs by state. Test Coordinators can
find their state’s window on their state’s page on the WIDA website. DRC
will contact Test Coordinators via email to remind them of the opening
and closing dates.

Notes:

» In some states, districts and schools do not need to order materials,
because the State Education Agency (SEA) orders materials. View
your state-specific checklist to determine whether you need to order
materials. If your SEA is ordering materials, you do NOT need to
access Materials Ordering.

* To complete Materials Ordering, you must know whether your
ACCESS for ELLs materials are to be shipped to your district or your
school. Your state-specific checklist indicates where your materials
will be shipped.
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Materials Ordering

Follow the steps in this section to order materials for the ACCESS for ELLs suite of assessments.

All Applications »

Accountability Form | Additional Materials |~ Material Ordering = Return Materials Receipt Report

1. Click Materials from the WIDA AMS All Applications menu bar and then
click Material Ordering from the Materials menu options.

Materials Ordering
@) Materials Ordering allows the user to enter quantities of materials needed for paper tests.

* Indicates required fields

Administration

District School
WS ACCESS for ELLs 2.0 - 201[s]= DRC Use Only - San[e]l=  [DRC Use Only - EIS [+]

Order Materials\| Summary | Status Report

@ Instructions

chool W599999-
2.0 - 2018-2019)

Number Of Students

Kindergarten Order foi
99998 (WS ACCESS for EL)

Online Order for School WS9995%-99998 (WS
ACCESS for ELLs 2. )l

Mumber of Paper Test Bookle's

TerA

HHHIII E
3
®

Alternate ACCESS Order for Schoal W599999-
99998 (WS ACCESS for ELLs 2.0 - 2018-2013)

Number of Students.

\

2. When the Materials Ordering page appears, select the ACCESS
for ELLs administration for the current year, a district, and a
school from the drop-down menus and click Show Materials.

Note: The system requires you to enter a school because
Materials Ordering must be completed separately for each school.
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Materials Ordering (cont.)

Materials Ordering

. Materials Ordering allows the user to enter quantities of materials needed for paper tests.
* Indicates reguired fields

Administration District School
WS ACCESS for ELLs 2.0 - 201[«]l= |DRC Use Only - Sanls]= DRC Use Only - EIS [«

Show Materials

QOrder Materials sSummary Status Report

® Instructions

Kindergarten Order for School W599999-
99938 (W5 ACCESS for ELLs 2.0 - 2018-2015)

Number Of Students
i

Online Order for School W5399993-99998 (WS
ACCESS for ELLs 2.0 - 2018-2019)

Grade Chuster

Number of Online Testers

—
.
.
L
—

Paper Order for School W599999-93998 (WS ACCESS
for ELLs 2.0 - 2018-2019)

Number of Paper Test Booklats

(AN Domains)

20

9]

Alternate ACCESS Order for School WS99993-

3. Enter the exact number of students, by grade, in the appropriate grid.
» For students taking ACCESS for ELLs Online, enter counts in the Online Order grid.

Counts for online testers in grades 1-3 must be entered in this grid, even though they handwrite their
responses in paper booklets. Grades 1-3 Writing test booklets will be sent to schools based on the
quantities entered in this grid. Furthermore, you do not need to do anything special for students in
grades 4—12 who will handwrite rather than keyboard their Writing response.

» For students taking ACCESS for ELLs Paper, enter counts in the Paper Order grid. This grid is for
recording students who will take all four domains in a paper-booklet. Do not include students in grade
1-3 who are testing online.

There are separate grids for Kindergarten, Alternate ACCESS for ELLs, and ACCESS for ELLs (Grades
K—12) Accommodated Formats (such as Large Print and Braille materials).

Note: Enter counts only for the grades that have students testing. Do not include overage. Include exact
counts for the number of students you plan to test.
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Materials Ordering (cont.)

4. Materials Ordering is also used to verify the contact information and address to which the materials
will be shipped.

» |If materials are being shipped directly to the selected school site, the school’'s address appears
at the bottom of the page. Please review this information and make any edits by clicking Update
Contacts & Addresses.

* If materials are being shipped to the district, a shipping address will not appear at the bottom of
the page. In this case, the District Test Coordinator must complete step 7.

Note: To complete Materials Ordering, you must know whether your ACCESS for ELLs materials
are to be shipped to your district or your school. Your state-specific checklist indicates where your
materials will be shipped.

Paper Order for School WS99999-99999 (WS ACCESS
for ELLs 2.0 - 2018-2019)

MNumber of Paper Test Booklets
Grade Cluster (Al Domains)

912

Alternate ACCESS Order for School WS99999- |
99999 (WS ACCESS for ELLs 2.0 - 2018-2019) |

Number of Studsnts

Customized Order for School WS999993-99999 (WS ACCESS for ELLs 2.0 - 2018-2019)
Mumber of Customized Booklete

= Custe |
o EE— E———— e Uncontracted
Large Print A B/C Eraill= Braill

p ol &
LHE=fn

Contacts & Addrasses ™

Test Coordinator: Amanda Brown Madate coos e g
Phone: 123-222-2222

Email: amanda@drc-mn.com
FRippiny Matorials: L2 Iidis Sleel 5. Click Save to save your changes. Click Complete

Portland, ME 55555 0 A q
when you are finished making all of your updates.

Save Complete
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Materials Ordering (cont.)

6. Repeat steps 1-5 for each school in your district that has students
taking ACCESS for ELLs, Kindergarten ACCESS for ELLs, or
Alternate ACCESS for ELLs. You must order materials for each
school that has students testing.

Materials Ordering

. Materials Ordering allows the user to enter quantities of materials needed for paper tests.
* Indicates required fields
Administration District School

—

IWS ACCESS for ELLs * |DRC Use Only - Sam[+] [(all) vl

Show Materials

Order Materials Summary Status Report
3 [nstructions

Contacts & Addresses *
Test Coordinator:  TEST COORDINATOR update Contacts & Addresses |
Phone: 855-787-9615
Email: WIDA@DATARECOGNITIONCORP.COM
Shipping Materials: 7303 Boone Ave N
Brooklyn Park , MM 55428

Save Complete

7. This step applies to ship-to-district districts only, which is the most common (default) case. For these
districts, the District Test Coordinator must verify the district contact and address.

Using the filters on the Materials Ordering page, select the district, select (ALL) in the School
drop-down menu, and click Show Materials. The district contacts and addresses appear. Review this
information and click Update Contacts & Addresses to make any updates.

Click Save to save your changes. Click Complete when you are finished making all of your updates.
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8. Select the Summary tab to display a visual summary of the
current ordering information for the assessment, district, and

school you selected.

Note: The Summary tab is read-only for review purposes. To
change the student counts, return to the Order Materials tab.

Materials Menu

Materials Ordering
¢ Materials Ordering allows the user to enter quantities of materials needed for paper tests.
* Indicates required fields

Administration District School
WS ACCESS for ELLs 2.0 - 2018[+~|* |DRC Use Only - Sam[+] |DRC Use Only - Sam|[+]

Show Materials

Order Materials Su ary Status Report

® Instructions

Kindergarten Order for School W599999-
99999 (WS ACCESS for ELLs 2.0 - 2018-2019)

Number Of Students
3

‘Online Order for School W599999-99999 (WS
ACCESS for ELLs 2.0 - 2018-2019)

Number of Online Testers

— €
— E
— K
— £
— K

Paper Order for School W599999-99999 (WS ACCESS
for ELLs 2.0 - 2018-2019)

Number of Paper Test Booklets

(All Domains)

I

Grade Cluster
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Materials Ordering (cont.)

Materials Ordering

4 Materials Ordering allows the user to enter quantities of materials needed for paper tests.

* Indicates required fields
Administration District School
WS ACCESS for ELLs 2.0 - 2018-[¥]* DRC Use Only - Sami[e]  (All)

Show Materials.

Order Materials | Summary | Status Report

#Instructions

2017-2018

Overall Status for District WS99999 (WS ACCESS for ELLs 2.0 - 2018-2019) - In Progress.

V555999 - DRC Us= Only - Samplz District WIDA Not Started
V599999 - DRC Uss Oy - Semple District WIDA 99997 - DRC Use Only - OTT Sample Schoal Not Started
V599355 - DRC Use Crly - Sample District WIDA WWWWW - _District-Level Additianal Grders Only Ste Not Started
V599999 - DRC Uss Oy - Semple District WIDA 99996 - DR Use Only - INSIGHT Sample Schoal In Progress
1555398 - DRC Use Cnly - Sample District WIDA 59338 - R Use Snly - EIS Sample School In Progress
V555999 - DRC Uss Only - Sample District WIDA 55335 - DRC Us= Only - Sample Scheol Completed

Export to Excel

9. Select the Status Report tab to view the status of the order—Not Started, In Progress, or Completed—
for the assessment, district, and school you selected. The statuses are described below.

Status Description

Not Started No counts have been entered

In Progress* Counts have been entered, but Complete has not been clicked
Completed* Complete has been clicked

*DRC will accept all orders with a status of In Progress or Completed until the
Materials Ordering window ends. When you click Save, the system saves your
work with a status of In Progress.

Click Export to Excel to download this information into a spreadsheet to view, print, edit, or email.
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B Ordering
Additional
Materials

To help manage the process of ordering additional materials, see the following
notes:

e Initial shipments of test materials will include extra copies of certain
high-demand materials, such as Tier A Online Writing Booklets, to ensure
that additional orders will rarely be required.

e All districts will receive additional quantities of test materials with their
initial orders. These test materials must be used before any orders for
additional materials may be placed.

e Test Administrators who need additional materials must consult with a
District Test Coordinator to determine whether the district has the material
on hand or whether an order for additional materials may be placed.

With the exception of a few large metropolitan areas, orders for additional
materials may be placed by District Test Coordinators only.

e Orders for additional materials will be shipped to districts only.
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Additional Materials

Use the Additional Materials option to order materials for paper tests after the initial material order is received
and the Materials Ordering option is no longer available. To see when the Additional Materials option is
available for your state, go to your state’s page on the WIDA website.

All Applications »

Mde{"lﬂs Accountability Form Additional Materials | Client Box Intercept | Maternial Intercept | Material Ordening | Retum Materials Receipt Report

Please select an item from the menu ahﬂx

1. To order additional materials, select Additional
Materials from the Materials menu. The Search
Additional Materials page appears.

\
Search Additional Materials

! Additional Materials allows the user to order materials for paper tests after the initial material order is placed and Test Materials Ordering is no longer available.

# Instructions
* Indicates required fields

Administration District School
WS ACCESS for ELLs 2.0 [¥]* | DRC Use Only - Sample D[¥| | _District-Level Additional [+]

Status Order # Request #
Submitted E| | ‘

Find Orders | Add Order | Export Orders

2. To place a new order, select an
administration, district, and the district-level
ordering site, and click Add Order.

(1) Important: For the grade cluster 45 Writing domain administered online, your state chose a default
response mode of keyboarding online or handwriting on paper. If you are a keyboarding-default state and
you have a student or students who need to handwrite responses, you may order handwriting response
booklets via the Additional Materials option.
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Additional Materials (cont.)

Additional Maternals Entry

Additional Materials Descriplion Request Oy Shipping Gy
Altzrnats ACCESS for ELLs Grades 1-2 Listening, Reading, and Spesking Test(s) I

Alt=rnate ACCESS for ELLs Grades 1-2 Student Response Booklels)

Albernate ACCESS for ELLs Grades 1-2 Test Administrator's Script(s)

Alternate ACCESS for ELLs Grades 3-5 Listening, Reading, and Speaking Test{s]

Alt=rnate ACCESS for ELLs Grades 3-5 Student Response Booklel(s)

Alternate ACCESS for ELLs Grades 3-5 Test Administrator’s Scriph(s)

Alternate ACCESS for ELLs Grades 5-8 Listening, Reading, and Speaking Test{s)

Alt=rnate ACCESS for ELLs Grades 5-8 Student Response Booklel(s)

Alternate ACCESS for ELLs Grades &-8 Test Administrator's Scriph(s)

Alt=rnate ACCESS for ELLs Grades 9-12 Listening, Reading, and Speaking Test(s)

Alb=rnate ACCESS for ELLs Grades 9-12 Student Response Bocklet{s) [

Alternate ACCESS for ELLs Grades 9-12 Test Administrator’s Script{s) ] -

3. In the Additional Materials Entry grid, enter material counts for the additional
materials the district requires.

When you are finished, click Submit (or Cancel to cancel the process).
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Additional Materials (cont.)

4. To edit or delete an existing order, select
an administration and click Find Orders.

5. In the Action column, click the View/Edit icon (__;) to display an order
or the Delete icon (%) to delete an order. You can update only the
orders that have a status of Submitted. If the order status is Under
Review, Pending, or Complete, you must place a new order.

Search Additional Materials

! Additional Materials allows the user to order materials for paper tests after the initial material order is placed and Test Materials Ordering is no longer available.

@ Instructions
* Indicates required ffelds
Administration District School

WS ACCESS for E{Ls 2.0 [+|* | DRC Use Only - Sample D[¥| | _District-Level Additional [+]

Status
Submitted

Order # Request #

N Endomierd | [addorder] [Exportonter]

Orders
Y Request # ¥ District ¥ District Code v School Code ¥ Status v Approval Date ¥ Action
DR Use Oty - e -
17614 Samok Disr | NESS DAC Usa Osky -Samele ggg0s Submited | SA0/2015 g
ME =
DRC Lise Oy - o=
17€1c Samsle Dimri  MESSSES &T_'EDL'SE Only - Sample  ggq0y Cubmimsd  S10/2005 : E
ME

6. To determine whether an order has been processed and its “due
in district” date, click the View/Edit icon (__}). Processed orders
are marked Complete and a Due in District date is listed.
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Accountability Form

Paper materials that could not be returned (for example, soiled booklets) must be accounted for using the
Accountability Form in WIDA AMS. This functionality allows you to document the quantity of materials
returned, as well as any that are not returned, and the reason(s) why.

Note: Only sites that cannot return secure materials containing a security barcode are required to complete
the Accountability Form. Sites do not have to return non-secure materials. Sites should keep non-secure
documents on file after testing until score reports are received, or longer, depending on the state’s policy. For
more information regarding returning materials, refer to the District and School Test Coordinator Manual.

1. To complete the form, click Accountability
Form from the Materials menu to display the
Accountability Form.

Accbltability Form

The Accountability Form allows the user to enter the quantity of paper test materials returned to DRC as well as to record reasons if a material could not be
returned.

* Indicates required fields

Administration District School
WS ACCESS for ELLs [¥]* DRCuUse only - sam[v]* |DRC Use Only - E15 {¥]

Y Enter Counts Summary Status Report

) Reference the Instructional Text below for the reasons for any return material discrepancies.

® Instructions

ity Form for School (ACCESS for ELLS 2.0 - XXXX-XXXX Maine)

Secure Test Materials

2 Online Test Manual(s)

2 Paper Test Manual(s)
est Manual(s) 100

2. Select an administration, district, and school, and click Show. A
table indicating the materials and quantities that were shipped to
the school appears in the Enter Counts tab.
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Accountability Form (cont.)

3. In the table, complete the Returned to DRC column with the counts of materials
that you are returning.

Note: Normally, the quantity returned should match the quantity shipped.
However, the Shipped to School column includes only counts of the materials
that were shipped to the school during the initial materials shipment—additional
materials are not included. If your school received additional materials after

the initial shipment, the count in the Returned to DRC column may exceed the
amount in the Shipped to School column.

Alternate ACCESS Materials

S for ELLs Liste

Alternate ACCESS for ELLs Listening/Reading/Speaking Grades 9-12 Test Booklet(s)

Record reasons for discrepancies here:

Complete

4. If a material could not be returned, you must complete
the Record Reasons for discrepancies here: text
box, at the bottom of the page. Please include the
material’s security code number.

5. Click Complete to submit
the form to DRC.
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Accountability Form (cont.)

All schools must submit an Accountability Form for materials they will not be returning to DRC. You
can track which schools have completed this form by using the Status Report tab. This tab displays
the completion status by school. The possible status values are described below.

Status Description
Not Started Neither the counts nor the reasons have been updated.
In Progress Counts and/or reasons have been updated, but no user has clicked Complete.

Completed A user has clicked Complete to submit the report to DRC.

Accountability Form

The Accountability Form allows the user to enter the quantity of paper test materials returned to C as well as to record reasons if a material could not be
returned.

* Indicates required fields

Administration District School
ME ACCESS for ELLs [¥]*  [prc use only - sam[¥]* (AN

Enter Counts Summary, Status Report

# [pfstructions

Overall Status for District ME99999 (ACCESS for ELLs 2.0 - 2015-2016 - Maine) - In Progress

MES9999 - DRC Use Only - Sample District ME 99996 - DRC Use Only - INSIGHT Sample School ot Started
MES9999 - DRC Use Only - Sample District ME 99997 - DRC Use Only - OTT Sample School Mot Started
MEQ0999 - DRC Use Only - Sample District ME 99998 - DRC Use Only - EIS Sample School Mot Started
ME9999 - DRC Use Only - Sample District ME 99999 - DRC Use Only - Sample School Completed

Export to Excel

The Summary tab displays
summarized data from the Enter

Counts tab and is for review only.

To change the quantity counts,
select the Enter Counts tab (see

“Accountability Form” on page 61).

ccountability Form

J he Accountability Form allows the user to enter the quantity of paper test materials
rgturned to DRC as well as to record reasons if a material could not be returned.

* Indicateg required fields

Administratign District School
ACCESS for B\ls 2.0 - 2015-20[¥|* |DRC Use Only - Sam[¥]  (al)

Enter Counts Summary Status Report

#Instructions

Summary for District ME99999 (ACCESS for ELLs 2.0 - XXXX-XXXX - Maine)

Online Writing Administrative
Materials s

Page 63



Materials Menu

Return Materials Receipt Report

Use the Return Materials Receipt report after you ship your paper materials back to DRC. This report shows
the materials received at DRC and checked in by the warehouse. The Test Coordinator receives an email
automatically when the district’s first returned box is received by DRC. Shortly after boxes are received, the
check-in period starts and materials begin to show up on the report.

Note: During high-volume periods (for example, immediately following the return deadline), the materials
check-in process may lag behind the box check-in process.

1. To access the Return Materials Receipt report, from the Materials menu click Return
Materials Receipt Report.

2. Select an administration, district, and school and click Show.

Note: To see district overage materials, select None in the School drop-down menu and
click Show.

3. The summary grid view of the report appears.

Return Materials Receipt

* Indicates required fields

Administration District School
ME ACCESS for ELLs District Hame B [ school ame [

Oty Received by DRC Oty Not Received by DRC

01 Writing Grade 01 Writing Tier A Test Booklet(s) 5 5 o
01 Writing Grade 01 Writing Tier B/C Test Booklet(s) 3 5 1
23 Writing Grades 2-3 Writing Tier A Test Booklet(s) 3 0 3
23 Writing Grades 2-3 Writing Tier B/C Test Booklet(s) 4 4 o
45 Writing Grades 4-5 Writing Tier A Response Booklet(s) 3 3 ]
Export Summary || Export Details
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Return Materials Receipt Report (cont.)

Return Materials Receipt

* Indicates required fields
Administration District Sschool

e | = =
ME ACCESS for ELLs R District Hame [ Scnool Mama [:‘

Domain Materizl Description Oty Sent by DRC Oty Received by DRC Oty Mot Received by DRC
01 Writing Grade 01 Writing Tier A Test Booklet(s) 5 5 0
01 Writing Grade 01 Writing Tier B/C Test Booklet(s) 3 5 1
23 Writing Grades 2-3 Writing Tier A Test Booklet(s) & 0 3
23 Writing Grades 2-3 Writing Tier BJC Test Booklet(s) 4 4 0
45 Writing Grades 4-5 Writing Tier A Response Booklet(s) 3 3 0

| £xport summary | | Export Detals |

el

4. To export this view, click Export Summary or Export Details.

*  When you click Export Summary, a .csv file is created containing the data
exactly as presented in the Return Materials Receipt Report, including the total
booklet counts by grade cluster, domain, and material description.

*  When you click Export Details, a .csv file is created containing detailed
information about each booklet received, including the booklet’s security code
(see the sample below).

Note: You must select a school to display the Export Details report—it is not
possible to display all of the records for a district on this report due to the file size.

A B C D E F G H

1 School Name School Co Grade Subject  Material Description Security Code Check-in Date  Status

2 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404800010000 Unreceived
3 SAMPLE SCHOOL 12341 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404300010002 Unreceived
4 |SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404800010003 Unreceived
5 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404300010004 Unreceived
6 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404300010005 Unreceived
7 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404800010006 Unreceived
8 SAMPLE SCHOOL 12341 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404300010007 Unreceived
9 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404800010008 Unreceived
10 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404800010009 Unreceived
11 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404300010010 Unreceived
12 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404300010011 Unreceived
13 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404300010012 Unreceived
14 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404300010013 Unreceived
15 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404300010014 Unreceived
16 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404800010015 Unreceived
17 SAMPLE SCHOOL 1234 1 Writing  Grade 01 Writing Tier A Test Booklet(s) 596404300010016 Unreceived

A sample of the Export
Details report file.
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Introduction
Using the Student Management menu, WIDA AMS users can do the following:

* Search for students

* View/edit student demographic information

* Add an individual student

» Upload multiple student records at once

*  Submit Pre-ID data by using the Upload Multiple Students process

* View student status on the Student Status Dashboard

* Export student records

* View/edit a student’s accommodations

* Mark Do Not Score for a student

* View the online test sessions in which a student is currently enrolled and the status of the sessions

Test Coordinators use the Manage Students option to prepare for and conduct testing. Test Coordinators also
may give Test Administrators WIDA AMS permissions to help with these tasks.

All Applications »
Student Management Manage Students | Student Exports | Student Transfer Form | Student Status Dashboard | Student Test Progress | Data Validation

From the WIDA AMS All Applications menu bar, click Student
Management and then Manage Students from the Student
Management menu to display the Manage Students page.

Manage Students

Manage Students allows the user to search for student(s), edit student data, view a student's test session and view the
status of the test session.

Manage Students | Upload Multiple Students

Instructions

* Indicates required fields

Administration District School

ME ACCESS for ELLs [«]* |DRC Use Only - Sample D[+] (Al [+]
Last Name First Name State Student ID
Accommedation Domain Accommodation Type Accommodation

Grade Domain Session

Online Test Status Session Assignment

Find Students

Students
M Last Name 4 First Name 4 State Student ID Date Of Birth Grade 4 Action
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Editing a Student’s Information

From the Manage Students page you can display the Edit Student window. From the tabs on the Edit Student
window, you can perform the following tasks:

Tab Task(s)

Student Detail Update basic student information

Accommodations Mark a student’s testing accommodations (see “Editing a Student’s Accommodations”
on page 69)

Demographics Modify a student’s demographics (see “Editing a Student’s Demographics” on
page 71)

Do Not Score Add a Do Not Score indicator to a student’s test records or remove a Do Not Score

indicator from a student’s test records (see “Adding or Removing a Do Not Score
Indicator-ACCESS for ELLs” on page 73 or “Adding or Removing a Do Not Score
Indicator-WIDA Screener Online” on page 73).

Test Sessions View the online test sessions for which the student is enrolled, the student’s test
progress, and the test session status information (see “Editing a Student’s Test Sessions”
on page 68)
® [nstructions
* Indicates required fields
Last Name First Name Middle Initial State Student ID
Student N Ima N 1234967891

Student Detail | Accommodations Demographics Do Mot Score | Test Sessions

Administration District School
“ DRC Use Onlv - Samole Distlel*  [DRC Use Onlv - E1S Samole [x]*

Date of Birth Grade Gender District Student ID
12/16/2001 03 L= Male [l [p3456789
(mm/dd/yyyy)

Student Detail Tab

1. To view or edit a student’s information, from the Manage Students page, enter your search
criteria and click Find Students.

2. Click the View/Edit icon (__1) in the Action column for the student whose information you
want to edit. The Edit Student window appears.

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

4. Click Save to save your changes (or Cancel to cancel them).
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Editing a Student’s Accommodations

The Accommodations tab is used to track any accommodations provided to the student.

(1) Important: The following accommodations must be selected and saved in WIDA AMS before testing:

* Presentation: Manual Control of Item Audio (MC)
* Presentation: Repeat Item Audio (RA)

» Test Environment/Setting: Extended Speaking Response Time (ES)

For more information on accommodations, see the ACCESS for ELLs Accessibility and Accommodations
Supplement at the following link:

http://wida.wisc.edu/files/resource/ ACCESS-Accessibility-Accommodations-Supplement.pdf

® Instructions
* Indicates required fields

Last Name First Name Middle Initial State Student ID
Student * Ima % 8765432123 x

Student Detail | Accommeodations Demographics Do Not Score | Test Sessions

Accommodations

Accommodation Listening Reading Speaking Writing

Presentation: Interpreter Signs Test
Directions in ASL (SD) Ll O [ 0

Presentation: Manual Control of Ttem
Audio (MC)

Presentation: Repeat Item Audio o
s O O O

7]
O

| Presentation: Read Aloud Listening o
Test Response Options by Hurman |
Reader (LH}

Presentation: Repeat Listening Test

Response Options by Human Reader [z
(RL)

Presentation: Read Aloud Test Items [l
by Human Reader (IH) =

Rraran #atinns Bannat Tack Tearme bae

O
O

19 Item(s) Displayed

Accommodations Tab

1. To view or edit a student’'s accommodations, from the Manage Students page, enter your
search criteria and click Find Students.

2. Click the View/Edit icon (L_'J) in the Action column for the student whose information you want
to edit. The Edit Student window appears.

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

Note: You can mark accommodations for the paper-based assessments on the applicable
booklet or in WIDA AMS.

4. Click Save to save your changes (or Cancel to cancel them).

Page 69



Student Management
Menu

Editing a Student’s Accommodations (cont.)

For students with the same accommodations, you can use WIDA AMS to update the student
accommodations all at once (en masse).

9876543212 10/12/1500
Sample nnnn 03 E
Sample 11234566 05 E I
Test 1111111111 11/15/1900 04 E

rem aneuENen:

Accommodations Tab

1.

To edit students’ accommodations en masse, from the Manage Students page, enter your
search criteria and click Find Students.

Check the checkbox for each student you want to update.

Click Update Accommodations at the bottom of the page. The Update Accommodations for
Multiple Students page appears.

From the Update Accommodations for Multiple Students page, indicate whether you are
assigning or removing accommodations.

Check the accommodations to be assigned or removed. Be sure to check all the appropriate
domains.

Click Save to save your changes (or Cancel to cancel them).
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Editing a Student’s Demographics

® Instructions

* Indicates required fields

Last Name First Name Middle Initial State Student ID
Student o Ima 1234967891
Student Detail | Accommodations | Demographics | Do Not Score | Test Sessions

Ethnicity - Hispanic/Latino

Race - American Indian/Alaskan Native
v| Race - Asian

Race - Black/African American

Race - Pacific Islander/Hawaiian

Race - White

MNative Language

Date Student First Enrolled in a US School

Length of Time in LEP/ELL Program in a US school
k]
Title I11 Status
v| Migrant
IEP Status
504 Plan

e

Demographics Tab

1.

2.

3.
4.

To view or edit a student’s demographics, from the Manage Students page, enter your search

criteria and click Find Students.

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

edit. The Edit Student window appears.

In the Edit Student window, edit the information on the Demographics tab.
Click Save to save your changes (or Cancel to cancel them).

Note: If edits to demographic information are necessary for students using a Pre-ID label, these
edits must be made in WIDA AMS. If a Pre-ID label is used and corrections are only bubbled on the
booklet, the data in WIDA AMS will override the booklet.
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Adding or Removing a Do Not Score Indicator—ACCESS for ELLs

Use the Do Not Score tab to report special testing circumstances. For more information about using these
codes, see the ACCESS for ELLs District and School Test Coordinator Manual or the ACCESS for ELLs
Test Administrator Manual.

Notes:
» For students taking the paper-based assessments (including Kindergarten and Alternate), you can mark
Do Not Score codes either on the test booklet or in WIDA AMS.

» If you enter a Do Not Score code on the Do Not Score tab, the code WILL be applied to the student’s
paper assessment record, regardless of whether the code was marked on the paper document.

® Instructions

* Indicates required fields

Last Name First Name Middle Initial State Student ID
drstwentytwo *  |studentabc 1000000022 &
Student Detail Accommaodations Demographics Do Mot Score Test Seszions

Listening Gr 6-8

Reading Gr 6-8 Speaking Gr 6-8

Writing Gr 6-8

Do Mot Score

Do Not Score Tab

1. To view or edit a student’s Do Not Score indicator, from the Manage Students page, enter your
search criteria and click Find Students.

2. Click the View/Edit icon (| ) in the Action column for the student whose information you want to
edit. The Edit Student window appears.

3. In the Edit Student window, select the Do Not Score tab and select a Do Not Score reason from
the drop-down menus, by domain.

4. Click Save to save your changes (or Cancel to cancel them).
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Adding or Removing a Do Not Score Indicator—WIDA Screener Online

Use the Do Not Score tab to report special testing circumstances. For more information about marking Do
Not Score in WIDA Screener Online, see the Screener Online Test Administration Manual.

(1) Important:
* For the WIDA Screener Online administration, a single Do Not Score code is applied for all domains.
Check the checkbox to suppress the scoring of ALL domains.

» All students for the WIDA Screener Online administration must be added by the district—there is no
statewide student upload.

& NSt 100
* Indicates required fields

Last Mame First Namea Middle Initial State Student ID
Aldnitt : Tony ; 1234567891

Student Detall  Accommodations  Demographics = Do Not Score  Test Sessions

(el el

Do Not Score Tab

1. To view or edit a student’s Do Not Score indicator, from the Manage Students page, enter your
search criteria and click Find Students.

2. Click the View/Edit icon (L_'J) in the Action column for the student whose information you want to
edit. The Edit Student window appears.

3. In the Edit Student window, edit the information in the Do Not Score tab and check or uncheck
the Do Not Score checkbox.

4. Click Save to save your changes (or Cancel to cancel them).
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Editing a Student’s Test Sessions

A test session is a grouping of students who will take the same assessment together. For example, a
classroom of students at the same grade level is a test session.

* For ACCESS for ELLs Online, students for whom Pre-ID data was submitted will automatically be
placed into generic test sessions based on grade and domain.

* Students added to WIDA AMS via the Upload Multiple Students process (see “Uploading Multiple
Students to WIDA AMS” on page 76) will be placed into a test session based on their Administration:
ACCESS for ELLs Online or WIDA Screener Online.

- For ACCESS for ELLs Online, students added via the Upload Multiple Students process will
automatically be placed into generic test sessions based on grade and domain.

- For WIDA Screener Online, students added via the Upload Multiple Students process will
automatically be placed into generic test sessions based on grade.

A student’s test sessions can be edited within the Manage Students page in the Edit Student tab. For more
information about test sessions, see “The Test Sessions Option” on page 101.

# Instructions

* Indicates required fields

Last Name First Name Middle Initial State Student ID
StudentLast *  StudentFirst * 1224967891
Student Detail Accommodations Demographics Do Mot Score Tast Sessions

Student Session Detail

Session Mame A  Assessment 4 Begin Dste  End Date Action

Sample District Sample School Genaric Grade 3 Listening Gr 23 Mot Started E Eum &l .
DRC Use Onby - DRC Use Only - EIS S . ; . r‘1
Sample District Sample Schoal Generic Grade 3 Reading Gr 23 Mot Started EEEE @i .

DRC Use Onby - DRC Use Cnly - EIS

DRC Use Onby - DRC Use Only - EIS

Sample District Sample School Garerk Grade 2 Spazking Gr 23 Mot Startad Em@ &l .

3 Itemis) Displayed

Test Sessions Tab

1. To view or edit a student’s Test Session, from the Manage Students page, enter your search
criteria, and click Find Students.

2. Click the View/Edit icon (:) in the Action column for the student whose information you want
to edit. The Edit Student window appears.

3. You can use the Edit/Print Ticket Status icon (:J) to print one or more student test tickets.
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Adding a Student to WIDA AMS

There are three ways to add students to WIDA AMS for the online assessments.

Note: Whether you use method 1 or 2 depends on whether you have already set up a test session to which
you would like to add a student.

1. If you have a test session set up, see “Adding a New Student to a Test Session” on page 105.
2. Ifyou do not have a test session set up, use the Add Student window to add a student (see below).

3. To upload multiple students at once, see “Uploading Multiple Students to WIDA AMS” on page 76.

1) Important: Verify that you are using the correct administration—ACCESS for ELLs (for the correct
year) or WIDA Screener Online.

1. To add a student to WIDA AMS, click Manage Students
in the Student Management menu to display the Manage
Students page. Then, select a district and school and 2. Enter the necessary information in the
click Add Student at the bottom of the page to display Student Detail, Accommodations, and
the Add Student window. Demographics tabs to add the student.
T

# Instructions

* Indicates required fields

Last Name First Hame = Initial State Student 1D
Student o Ima 123456789
Student Detail Accommodations Demographics
Administration District School
Screener *  |DRC Use Only - Sample Di|E|": DRC Use Only - Sample SIE““
Date of Birth Grade Gender District Student ID
l1/15/1900 (Select) [¥]* [(select

(e [smma ] [

3. Click Save to save your results, Save &
Add Another to save your results and add
another student, or Cancel to cancel the
process without saving your changes.
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B Uploading
Multiple
Students to
WIDA AMS

From the Manage Students page, you can upload a file containing multiple
student profiles to WIDA AMS. The file must be in comma-separated value
(.csv) format (a file format used by Microsoft Excel) and the fields in the file
must be in specific columns. The Manage Students page contains links to both
a PDF layout that contains instructions and a sample template file that you can
use to create the actual file.

Note: DRC will automatically create generic test sessions for any students
added via Upload Multiple Students. Students will be placed in test sessions
by grade and domain.

(1) Important:

» Before you upload records to WIDA AMS, search for the students and
verify that they are not already loaded into WIDA AMS (see “Editing a
Student’s Information” on page 68).

If your state provides a Pre-ID file to DRC, the student records contained
in that file will be uploaded to WIDA AMS.

» Some states also use the Upload Multiple Students process to submit
Pre-ID data for Pre-ID labels to be produced. If it is the district’s
responsibility in your state to submit Pre-ID data, you must complete the
steps detailed in this section.

DRC will email you shortly before your state’s window for submitting
Pre-ID data opens. The email will communicate the date by which Pre-ID
files must be submitted in order to receive Pre-ID labels. DRC will
produce labels only for records uploaded on time and without errors.

Note that many SEAs submit Pre-ID data on behalf of LEAs. If you are
uncertain about whether it is your responsibility to submit Pre-ID data,
please contact your SEA.

* Do not attempt to use the Upload Multiple Students process to transfer
a student record between districts and/or schools during or after testing,
because the record will not transfer. To transfer a student record during
or after testing, use the Student Transfer Form (see “Using the Student
Transfer Form” on page 90).

* Do not use the Multiple Student Upload process to remove student data
from WIDA AMS. Uploading a file containing blank values will NOT
override previously entered values.

You can use the Multiple Student Upload process to mass edit or
mass add values, but not to remove them. Values must be removed
student-by-student by using the Edit Student option (see “Editing a
Student’s Information” on page 68).
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Uploading Multiple Students to WIDA AMS (cont.)

1. To upload multiple student records, click Manage
Students in the Student Management menu to
display the Manage Students page, and select the
Upload Multiple Students tab.

Manage Students

Manage Stu

nts allows the user to search for student(s), edit student data, view a student's test session and view the
% status of the t

session.

Manage Students | Upload Multiple Students

&2 Download the File Layout (PDF document) and a Sample File (CSV Text File).
& Instructions

* Indicates required fields

Administration
Screener - Maine E| . DRC Use Only

School
ample D[v]* (Al [+]
File

Browss... | ¥

Upload

WIDA Multiple Student Upload (Pre-ID File) Layout and Instructions |

File Rules: 2. Click the File Layout link to

% File may contain a header row display a PDF file that details the

« File must contain the data in the order listed in the file layout q n

% File must be in a comma separated (.csv) format required layout of the .csv file

Field Rules: you w!II upload tlo WIDA AMS,

% Fields cannot be longer than the value in the Maximum Length column InC|ud|ng rules, InStrUCtlonS, and

« Fields cannot contain commas e

« All fields not case sensitive examples descrlblng how to

« When entering student data into this format in your file, data must appear in the Field Positions noted i
student must appear ONLY ONCE in the data set create and format the .csv file.

When entering Mode of Administration and Paper Tier data into this format in your file, column letters AX (Mode
of Administration) is required when only the Pre-ID file will be used for ordering student test materials and
column letters AY (Paper Tier) is required when Mode of Administration is

Paper = P. These are not required fields if you are ordering materials via Materials Ordering in AMS

o

To handle Overall Formatting and retain leading zeros when a file is opened in excel, the corrections are made
in excel and then saved as type .csv (this is for Windows only, this is not MAC compatible):

Open Excel

Select the Data Tab

Click From Text

Browse to locate the CSV file & Click Open

The Text Import Wizard will open

» Step 1. Select Delimited, click next

» Step 2: Select Comma, click next

» Step 3: Either highlight all columns under Data preview, or select 1 column at a time and change the
Column

3
<

3

3
-

3
o<

3

3
-

3
oo

data format to TEXT, click Finish
< Import Data — click OK
+ File will be open in Excel with retained leading zeros
“ Then changes can be made and then saved again as csv (see above directions for saving excel to csv

% To save Excel file as type .csv:

» Save file updates/changes within Excel

» Open file in Excel, if file not already open

» On the Windows menu bar, click File, then Save As...

= The Save As dialog box will appear. The line at the bottom of this box reads Save as type:
= Click on the down arrow to the right of this line to open a drop down menu
= Scroll down the menu until CSV (Comma delimited) is visible
= Click on CSV (Comma delimited)
Column Max # of . " . Required
Letter Column Header Characters Demographic Definition/Requirements Examples o
A [REelEne 2 2 Letter State Code AL %
Abbreviation
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Uploading Multiple Students to WIDA AMS (cont.)

Manage Students

Manage Students allows the user to search for student(s), edit student data, view a student's test session and view the

«@ status of the test session.

Manage Students | Upload Multiple Students

&« D load the File Layout (PDF d ) and a Sample File (CSV Text File).

@ Instructions

* Indicates required fields

Administration District School
WS ACCESS for ELLs v]* |DRC Use Only - sample B[+ *  [(AIl) [+]
File

Browse... |*

3. Click Sample File to download or display the WIDASampleStudentFile.csv file.
Note: This file is only a sample of the type of file you will upload to WIDA AMS.

Depending on the browser you are using, a dialog box may appear for you to
use to open or download the file.

Page 78 - Excel Balderson, Bob
Insert  Pagelayout  Formulas  Data View  ACROBAT  Q Tell me what you want to do £ share
= [==] [ 5
& Cut Calibri W A E=E ®- BwapTe General - e 7] J | EE X @ 2 Autosum ‘%Y p
P fa e Condi | Fo = Cell ! Del Fu F\H' Sort & Find &
te BRER UR=| oS A= =M= Meme B Center o -0 3 <) M Conditional Formatas Cel nsert Delete Format ort & Fin
~ Format Painter - Bl erg $ © 2% ormatting~ Tabler Stylesv | - - - Clear - Filter = Select =
Clipboard 5 Font i Alignment 5 Number i Styles Cells Editing
| SECURITY WARNING External Data Connections have been disabled Enable Content X
02 bt % Brown v
A B C D E F G H 1 1 K L 1
1 State Name Abbreviation District Number School Number Site Name Site Type Site Sub Type Shipto Shipping Address Line1l Shipping Address Line2 Shipping Address Line 3 Shipping City Shipping State Shippi‘
2|z 7799999 Sample District  District District 12345 Main Street North Sample City ZZ \
3 jZ 7799999 99999 Sample School eCSchool  Public District ‘
4 |7z 7799999 99996 Sample School EISSchool  Public School 654 State Street South Sample City 7Z |
5 |z 7799998 Sample District 2 District District 987 West Elm Street Your City Z ‘
6 |zz 2799998 999398 Sample School 2a School Public District ‘
i jZ 7799998 99997 Sample School 2b School  Public District ‘
g8 Zz 7799997 Small District 3 District District 100 Main St. Anacther City ZZ ‘
9 “}ﬂ 7799997 11111 Only School A School  |Public District ‘
10 |

4. Use the WIDASampleStudentFile.csv file to
create and save a student file to upload.

Note: Be sure to keep the header column rows in
the file you upload.
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Uploading Multiple Students to WIDA AMS (cont.)

Manage Students

Manage Students allows the user to search for student(s), edit student data, view a student's test session and view the
¥ status of the test session.

Manage Students | Upload Multiple Students
& Download the File Layout (PDF document) and a Sample File (CSV Text File).
@ Instructions

* Indicates required fields

Administration District School
Screener - Maine [x] * DRC Use Only - Sample D[+] * (Al [+]
File

T

Upload

O A 3. After you have created a student
file, click Browse... to locate it,
select the file, and click Open to
display it in the File field of the
Upload Multiple Students tab.

Manage Students

Manage Students allows the user to search for student(s), edit student data, view a student's test session and view the
status of the test session.

Manage Students | Upload Multiple Students
& Download the File Layout {PDF document) and a Sample File (CSV Text File).
& Instructions

* Indicates required fields

Administration District School
Screener - Maine *  |DRC Use Only - Sample D[¥]* (Al
File
WIDA_Sample_Test_Session_File.csv X .
Upload

6. Click Upload. A message appears indicating the file has been transferred and is being checked for
errors. Log out while the file is being validated. Log back in to review the file’s status. A red banner
indicates the file had a fatal error and NO students were loaded. A green banner indicates that all
records free of errors were loaded. If the file contains errors, you must correct them and repeat

steps 5 and 6 to upload the students.

(1) Important:
* Even when the green banner appears, you must click and view the error report.

» Only one person can upload a file at a time—if you attempt to upload a file while someone else
is uploading a file, the Browse... button is inactive.

* Download the error report right away. If someone else uploads a file immediately after you,
once the system processes the file, the new error report will overwrite your error report.

» If a maximum number of errors is reached, the report will indicate that the maximum number of
errors was reached and any remaining errors will not appear on the report.
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Monitoring Student Test Progress

From the Student Test Progress page, you can view the online testing progress of one or more students for a
specific district and school. This page displays the following information:

* The student’s name and grade
* The domain of the test

» The student’s status regarding the test, as described below:

Status Description
Not Started The student has not started the test/domain.

In Progress The student has started the test/domain but is not finished taking the test/domain.

Completed The student has finished the test/domain. The start time, end time, and length of the
test/domain are also displayed.

Note: The student’s progress is reported at the domain level (whether the student has completed each

domain) and at the test level (whether the student has completed all four domains).

(1) Important: Verify that you are using the correct administration—ACCESS for ELLs
(for the correct year) or WIDA Screener Online.

All Applications »

Student Management Manage Students | Student Exports | Student Transfer Form | Student Status Dashboard | Student Test Progress | Data Validation

Click Student Test Progress in the Student Management
menu to display the Student Test Progress page.

Student Test Progress

&} Student Test Progress allows the user to view the online testing status of each student within a school.

& Instructions

To view the test progress for students, select an

# Indicates required fields

i — s s administration, district, and school from the Student
ME ACCESS for ELLs _ [v]*  orcuse only - ssmele []  [ore se only - samele {o]* | Test Progress page, fill out other fields needed to filter
Srede 5 Somern 5 the information, and click Find Students. The test

progress data for the students appears.

Click the Plus (+) sign next to a student’s name
to display the student’s status by domain.
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Overview

Permissions
Information

This section describes the processes of exporting student information from
and importing student information to WIDA AMS. The information applies
to both ACCESS for ELLs and WIDA Screener Online.

The functionality to export and import student information allows a user
to export all student records for a district, edit the records using Microsoft
Excel (or a similar program), and upload the edited records.

* The Export Students function is limited to district-level exports (there
is no school-level export). Users can export student data only for the
district(s) and administrations to which they have access.

This process creates a .csv file. The file format and layout matches the
file format/layout requirements that are used for the Upload Multiple
Students process.

The Export Students process is available for the duration of an
administration. Users can begin exporting student records as soon as
they are available in WIDA AMS (after the Pre-ID data is loaded) and
can continue the export process even after reporting has started.

* Importing students is performed by using the Upload Multiple Students
function (under Student Management) and is available only during
a state’s Test Setup window. You can view your state’s windows and
dates on your state’s WIDA web page.

Note: The Upload Multiple Students function is not available during
data validation.

Access to the Export Students function is controlled by the Export Students
permission. This permission is included in the permission set for the
district. Since the export is at a district level rather than school level, there
1s no reason to assign this permission to school-level users.

The Upload Multiple Students function (used to import students) is
controlled by the Test Setup—Primary Window and Students—Upload
Students permissions. These permissions are included in the permissions
sets for both district users and school users.
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Exporting Student Records

This topic describes the process of exporting student records from WIDA AMS.

All Applications »

Student Management Manage Students | Student Exports | Student Transfer Form | Student Status Dashboard | Student Test Progress | Data Validation

1. To access the Export Students function, from the All Applications menu
bar click Student Management, from the Student Management menu
click Student Exports, and then select the Export Students tab.

Export Students

Select a State Search for a Site by name or code; then select the Administration

(Select)

(Select)

E- 1

Wi

l%@maw. You can leave this page and return later to check the status of your exports. Download links will expire after 24 hours.

2. Use the Site Selection page to search for the site you
want to export (you must have access to the site). Select
a state from the Select a State drop-down menu.

Site Selection
Selected Site: Drc Use Only - Sample District Wi - WI99999 - WIDA ACCESS for ELLs 2.0

Select a State Search for a Site by name olynude_ (hpen select the Administration

wi . | ard \

. Select a Site

Selected Sites Step1ar2

Drc Use Only - Sample District Wi - WI99999 - AAC  drc Use Only - Sample District Wi - WI/99993 - Parent. Wisconsin - WI

o Export

3. In the Search for a Site by name or code field, type an entry to
search by district name or code. This filters to district-level sites.
Type in any part of the district (site) name or code.
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Site Selection

Selected Site: Drc Use Only - Sample District Wi - WI99959 - WIDA ACCESS for ELLs 2.0
Select a Stals Search for a Site by name ar code; then sel iinistration

Wi - ‘ drq| |

. Select an Admin for Drc Use Only - Sample @
Selected Sites . -
District Wi

Dre Use Only - Sample District Wi - WIZ999 - WIDA AG Sep 202

WIDA ACCESS for ELLs 2.0 - 595704 -EWD704
—Een \

4. After you have selected a site, select an
administration. The administration options from
which you can select are displayed in the Select an
Admin dialog box (see the table below).

The following table indicates which option to select for each administration.

Administration | Option to Select

2018-2019 WIDA ACCESS for ELLs 2.0 - 596704 - EWD704
Screener WIDA Screener Assessment - 596408 - EWD408
2017-2018 WIDA ACCESS for ELLs 2.0 - 596604 - EWD604
2016-2017 WIDA ACCESS for ELLs 2.0 - 596504 - EWD504
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Export Students

Select a State

Wil

Export Results

Selected Site: Drc Use Only - Sample District Al - AL99939 - WIDA ACCESS for ELLs 2.0
Search for a Site by name or code; then select the Administration

- drc

Select an Admin for Drc Use Only - Sample e
District Wi

Site Selection

oz _

| WIDA ACCESS for ELLs 2.0 - 596504 - EWD504

@ Export processing times vary. You can leave this page and . after 24 hours.

5. Click a district name/

the site appears in th

export. When you click the district name/administration,

administration to select the site to

e Selected Sites field.

Export Students

Site Selection

Select a State

wi -

Selected Sites

Drc Use Only - Sample District Wi - WI89¢

West Allis-West Milwaukee - WI6300 - WI

Selected Site: West Allis-West Milwaukee - WI300 - WIDA ACCESS for ELLs 2.0
Search for a site by name, code, etc

mil

_L

West Allis-\West milwaukee - WI6300 - WIDA ACCESS for ELLs 2.0
Hamilton - W/2420 - WIDA ACCESS for ELLs 2.0

Lake mills Area - W/2898 - WIDA ACCESS for ELLs 2.0

milton - WI3612 - WIDA ACCESS for ELLs 2.0

milw College Prep--36th St - Wi8103 - WIDA ACCESS for ELLs 2.0
milw College Prep--North - Wig134 - WIDA ACCESS for ELLs 2.0
milwaukee - WI3619 - WIDA ACCESS for ELLs 2.0

milwaukee Acad Of Science - WiI8106 - WIDA ACCESS for ELLs 2.0

e

6. You can enter more names
administrations. After you e

matching sites with the corresponding administration appears.

or codes to select additional sites or
nter three characters or numbers, a list of
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Exporting Student Records (cont.)

7. If you select the wrong site or administration,
You can process a maximum of five export you can delete a select-ion by clicking the
requests at a time. A warning message Trash icon (i) to the right.

appears when you have selected the
maximum number of exports.

Site Selection

Selected Site: Madison Metropolitan - WI3269 - WIDA ACCESS for ELL 2.0

Select a State Search for a site by name, code, etc

Wi - mad

A A maximum of 5 exports can be processed concurrently. Please wait until the existing exports are completed beforg submitting
new export requests.

Selected Sites

Turtle Lake - WI5810 - WIDA ACCESS for ELLs 2.0
Sturgeon Bay - WI5642 - WIDA ACCESS for ELLs 2.0
Milwaukee Acad Of Science - WI8106 - WIDA ACCESS for ELLs 2.0

Milwaukee Scholars Charter Sch - WI8129 - WIDA ACCESS for ELLs 2.0

e 8 8 B &

Madison Metropolitan - WI3269 - WIDA ACCESS for ELLs 2.0

=2

8. After you have made and checked your
selections, click Export.
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Export Results

© Export processing times vary. You can leave this page and return later to check the status of your exports. Download links will
expire after 24 hours.

Turtle Lake - WI15810 - WIDA ACCESS for ELLs 2.0 Download Link Mar 13, 2017 2:47:28 PM
Sturgeon Bay - WI5642 - WIDA ACCESS for ELLs 2.0 Download Link Mar 13, 2017 2:47:28 PM
Milwaukee Acad Of Science - WI8106 - WIDA ACCESS for ELLs 2.0 Download Link Mar 13, 2017 2:47:29 PM
Milwaukee Scholars Charter Sch - WI8129 - WIDA ACCESS for ELLs 2.0 Download Link Mar 13, 2017 2:47:28 PM
Madison Metropolitan - WI3269 - WIDA ACCESS for ELLs 2.0 F’r?ssing”. Mar 13, 2017 2:47:29 PM

9. The Export Results grid that appears lists all of the exports selected by the
user that have not expired. While an export file is being created, the status
Processing... appears in the Download Link column, indicating that file
creation is in process.

Note: Large files take a while to process, but you can navigate away from the
page while the process runs and return later to access the download link(s).

Export Results

@ Export processing times vary. You can leave this page and return later to check the status of your exports. Download links will
expire after 24 hours.

-

Turtle Lake - WI5810 - WIDA ACCESS for ELLs 2.0 Download Link Mar 13, 2017 2:47:28 PM
Sturgeeon Bay - WI5642 - WIDA ACCESS for ELLs 2.0 Download Link Mar 13, 2017 2:47:28 PM
Milwaukee Acad Of Science - WI8106 - WIDA ACCESS for ELLs 2.0 Download Link Mar 13, 2017 2:47:29 PM
Milwaukee Scholars Charter Sch - WI8129 - WIDA ACCESS for ELLs 2.0 Download Link Mar 13, 2017 2:47:28 PM

Madison Metropolitan - WI3269 - WIDA ACCESS for ELLs 2.0 Download Dipk Mar 13, 2017 2:47:29 PM

Drc Use Only - Sample District Wi - WI99999 - WIDA ACCESS for ELLs 2.0 Download Link Mar 13, 2017 1:41:13 PM

West Allis-West Milwaukee - WI6300 - WIDA ACCESS for ELLs 2.0 Download Link

Mar 13, 2017 1:41:12 PM 5

10. Once a file is available for download, a link to download the file appears in the Download
Link column. The file is created in .csv format, the required format for the Upload Multiple
Students process. The Export Students layout matches the required layout for Upload
Multiple Students.

Note: Files are available for download up to 24 hours after the initial request. After 24 hours,
the files expire and are removed from the Export Results list, the download is no longer
available in the grid, and you must request another site export to restart the process. To keep
files permanently, save them on your network or local drive.
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Students
(Import
Students)

Matching
Student
Records

Changing
Districts and/or
Schools before
Testing

The Upload Multiple Students process is described in “Uploading
Multiple Students to WIDA AMS” on page 76.

Note: The Upload Multiple Students functionality is available only during
your state’s Test Setup window. You can view your state’s windows and
dates on your state’s WIDA web page.

When a multiple-student file is uploaded, the student records in the file are
compared to WIDA AMS records. The records are matched using district
code, school code, state student ID, grade, and the first six characters of
the student’s first and last name.

+ If'the records match, all other data in the upload file (including
changes) is applied to the student who is already in WIDA AMS.

e If some fields do not match, a new student record is created in WIDA
AMS using the data supplied in the multiple-student file.

Because of these record-matching considerations, the State Student
ID, Grade, First Name, and Last Name fields should not be changed
using the Upload Multiple Students process.

To change these fields, change them manually in WIDA AMS (see
“Editing a Student’s Demographics” on page 71). Then, you can
use the multiple-student file to make changes to the other fields.

You can use the Upload Multiple Students process to change a student’s
district and/or school before the start of testing. The upload process
(with the student’s new district and/or school) adds the student to the
new district and/or school but does not remove the student from the prior
district and/or school.

The student should not be tested at the old school, and you can remove
the student from his or her test sessions to prevent the student from
showing up on the roster and test tickets.

(1) Important: Do not attempt to use the Upload Multiple Students
process to transfer a student record between districts and/or schools
during or after testing, because the record will not transfer. To transfer a
student record during or after testing, use the Student Transfer Form (see
“Using the Student Transfer Form” on page 90).
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This section describes how to use the Student Transfer form to transfer
students between districts.

Note: For school-to-school transfers, see “Transferring Students between
Schools” on page 121.

The Student Transfer Form applies to the following district-to-district
transfers only.

* A student who has completed one or more domains transfers from an
online-testing district to another online-testing district.

DRC will transfer the student record. The receiving district must
put the student into test sessions.

* A student who has completed one or more domains transfers from an
online-testing district to a paper-testing district.

- If the student completed only one domain online, the student
must take the entire test on paper, including the domain already
completed online. DRC will remove the completed online record.

- If the student completed two or more domains online, the student
must take only the remaining domains on paper. DRC will transfer
the completed online record, and the receiving district must run the
Tier Placement Report.

* A student who has completed one or more domains transfers from a
paper-testing district to another paper-testing district.

- Depending on state policy, the student’s test booklet may be
securely transferred to the new district with the correct District/
School label applied to the booklet. The Student Transfer Form
does NOT need to be submitted.

- Optionally, the first booklet may be returned by the sending site
and the student may test the remaining domains at the new site
on a new booklet. In this case, the Student Transfer Form must be
submitted. DRC will transfer the student record.

- Note that the receiving school should not test the student again in
any test domain previously administered.

(1) Important: The Student Transfer Form is NOT applicable for paper
to online. Either the student booklet must be securely transferred to the
new site so the student can finish testing or the student must take the entire
assessment online, including the domains already completed on paper.

Page 88



Student Management
Menu

B Student Using the Student Transfer Form, District Test Coordinators can display,
Transfer Form fill out, and submit the request for student transfer. This form is a request
( cont ) to transfer a student record between districts within a state. After the form

is successfully submitted, DRC Customer Service completes the transfer
within 48 hours.

(1) Important:
* The information in this section applies to ACCESS for ELLs only.

* This form may be completed by either the sending or receiving district
and school. To submit a transfer request, all of the required fields must
be filled in (indicated by a red asterisk [*]) for BOTH the sending and
receiving district and school.

* This form is not for school-to-school transfers. To transfer those
records, see “Transferring Students between Schools” on page 121.

*  You do not need to submit your name or email address, WIDA AMS
automatically captures this information from your WIDA AMS login.

* The Student Transfer Form can be used only after the student has
completed testing one or more domains. For online testing, students
who leave your district can be removed from test sessions so they do
not appear on the roster or test tickets; no further action is necessary.
New students must be added using Student Management and placed in
an online test session.

* The Student Transfer Form may be submitted only during your state’s
testing window. Forms submitted after the testing window closes will
not be acted upon.

* For paper assessment, you can use the Paper Test Book Tier (if
applicable) drop-down menu to track a student’s tier.

* Testing records must follow the student to the new district to ensure
that the testing record is complete and to prevent re-testing. The testing
record is reported to where the student last tested to ensure that the
reports go to the correct district and school.
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All Applications »
Student Management Manage Students | Student Exports | Student Transfer Form | Student Status Dashboard | Student Test Progress | Data Validation

1. To request to transfer a student between districts within a state, open the WIDA AMS All
Applications menu bar, select Student Management, click Student Transfer Form from the
Student Management menu to display the Student Transfer Form, and select the Entry Form tab.

Note: The Student Transfer Form is permissions-based and is usually included as part of the
state’s District Test Coordinator Permission Set. If you do not have the correct permissions, you
will not see the option. The Student Transfer form Paper Test Book Tier field is informational
only—it is the district’s responsibility to order the material. DRC Customer Service notifies
the receiving district of the paper test booklet tier that needs to be ordered.

Student Transfer Form
' DRC Customer Serviceg/will transfer the student record within 48 business hours of submission of the transfer form.
Requests | Entry Form

® Instructions
= Indicates required fields

Administration

(Select) [+]=
Student Moved FROM (Sending Site): Student Moved TO (Receiving Site):

District School District School
Completed Domains *  Testing Mode Remaining Domains ©  Testing Mode
Listening (Select) [v]= Listening (Select) ==
Readn?g Paper Test Book Read|rTg
Speaking Tier (if applicable) Speaking
Writing [+] Writing
Last Mame Date of Birth

State Student ID Grade

Sender's Phone number

Submit Print Clear

Request

For paper assessment, you can use the Paper Test Book Tier (if applicable)
drop-down menu to track a student’s tier.
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2. Select or indicate the appropriate information using the Student Moved FROM
(Sending Site) fields and menus.

Using the Student Transfer Form (cont.)

* Administration (if you have access * Completed Domains

to more than one administration) - Testing Mode (Online or Paper)
»  District » Paper Test Book Tier (if applicable)
* School

Student Transfer Form

DRC Customer Service will transfer the student record within 48 business hourg of submission of the transfer form.
Requests Entry Form

# Instructions

* Indicates required fields

Administration

(Select) [ *
Student Moved FROM (Sending Site): Student Moved TO (Receiving Site):
District School School
Completed Domains * Testing Mode maining Domains * Testing Mode
Listening (Select) [v]* Listening (Select) [v]*
Reading Paper Test Book Tier Reading
Speak (if applicable) Speak a .
i wng 3. Select the district, school, and
testing mode, and indicate the
domains that still need to be

Last Name First Name Date of Birth

. completed (Remaining Domains)
State Student ID Grade for the Student Moved TO
‘ ‘ (Receiving Site) fields.

Sender's Phone number

4. Complete the Last Name, First Name, Date of
Birth, State Student ID, Grade and Sender’s
Phone Number fields for the student.

Submit Reguest | ‘ Print | | Clear ‘

5. Click Submit Request to submit the form. The following message
appears: Your Student Transfer Request has been successfully
submitted. Please allow 48 hours for the transfer to take place.

You receive an email notification when the transfer is complete.

You can click Print to print a copy of the submitted request. You can
click Clear to clear your selections from the form.
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This section outlines how to access and use the Student Status Dashboard.

The Student Status Dashboard (or simply Dashboard) allows you to
display student testing status by school and administration. You can filter
student test data on the Dashboard by testing status, grade, content area
and assessment (or any combination of these). The Dashboard data is
displayed in real time.

Note: You must have the Test Setup—View Student Status permission in
WIDA AMS to use the Dashboard.
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You access the Dashboard from the Student Management menu in the WIDA AMS All Applications menu
bar.

All Applications »
Student Management Manage Students | Student Exports | Student Transfer Form | Student Status Dashboard | Student Test Progress | Data Validation

From the All Applications menu bar, click Student Management, and from the Student
Management menu click Student Status Dashboard to display the Dashboard.

All Applications v

Student Status | Export Students | Data Validation Import | /Data Validation Export

Student Status Dashboard

Search for a Site by name or code; then select the Administration
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Selecting a Site (School) in the Dashboard

Use the Site Selection search box to search for a site (school) and display its testing status data in the
Dashboard. You must enter at least three characters of a school name or school code in the search box to display
matches. After you select a school, you can select an associated administration from the list that appears.

1. Enter all or part of a school name
or code in the Site Selection search

box. In the list of matches, directtext | Stydent Status Dashboard

matches are displayed in bold. Select
-

Selected Site: Ms Access - Sample School - 11111 - WIDA ACCESS for ELLs 2.0
Search for a Site by name or code; then select the Administration

\f‘msal

Select a Site I
Step 10of 2
q I
E RAINDOW UITEdms actaueiny - Usys - Farent. Liark Lounty - Invue - i
Rainbow Dreams academy Secondary - 367 - Parent: Clark County - NV0Z2 |
If there are no results for the Selected School Of Dreams academy Charler - 001 - Parent: State Charters - School OF Dreams - NM505
SChOOI a messaage |S d |S Ia ed Williams academy - 068 - Parent: Williams Academy - NCO00068
? 9 played. Williams avenue Elementary School - 0030 - Parent: Fort Payne City - AL143
ms access - Sample School - 71177 - Parent: Ms Access - Sample Distrct - MS11111 -

Student Search Results

No status results were found for the selected site

of 13 -
D4
total

2. For the selected school, select an
Student Status Dashboard administration from the list that appears to

display the testing results in the Dashboard.

Selected Site: Dre Use Only - Insight Sample School - 99996 - Alaska Spring 2017
Search for a Site by name or code; then select the Administration
sample
1 Select an Admin for Drc Use Only - Insight Sample School E
Step 20f2
E m
Alaska Spring 2017 - 565747 - EAK747
T ctSaied M Compietzd [ In Progress 10

03
04

Student Status Dashboard

Site Selection

Selected Site: Ms Access - Sample School - 11111 - WIDA ACCESS for ELLs 2.0
Search for a Site by name or code; then select the Admipéstration

The selected
school and
administration
appear at the
top of the page.

I not Started [ In Progress [ Completed
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By default, the Dashboard displays graphs for the following: status, grade, content area, and assessment. A

grid of students appears below the graphs.

As shown below, you can click to toggle the information between graph and table format. In addition, you
can hover the mouse cursor over a graph or part of a graph to display numerical values for testing status.

Use the graph (E) and table (E:]) icons
to toggle the display format from graph
(donut chart) to table.

Student Status Dashboard

Site Selection

eteeted Site: Ms Access - Sample School - 11111 - WIDA ACCESS for ELLs 2.0
Search for a Site-y name or code; then select the Administration

msa

A doughnut chart showing status counts

Completed

Total Not Started In Progress

13 -] 4 3

I tot Started M In Progress [ Completed

For the Status graph, hover the cursor over
a portion of the graph to display the number
of students in that portion.

As shown in the example below, to display
the number of students who have not started
testing, hover the cursor over the Not Started
(red) portion of the graph.

Progress [ Completed

I Not Started I

Not'Started: 6

For the Grade, Content Area, and Assessment
graphs, hover the cursor over a specific area of the
graph to see the testing status for that specific area.

In the example below, the Content Area graph is
shown. The cursor is over the Listening part of the
graph, and the testing status for Listening is shown.

Content Area

Listening
Listening
Not Started: 63
Completed: 126
In Progress: 17

Reading

Speaking

Writing

0 100 200 300

Writing FT
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Using the Dashboard (cont.)

Below the graphs, a grid of students for the selected school is displayed. You can sort the student grid by
column heads and export the grid to a spreadsheet (comma-separated value, or .csv) file.

Click a column head to sort the grid by that column’s data. An arrow appears on the selected sort
column. The direction of the arrow indicates whether the column’s data is sorted in ascending or
descending order based on that column’s numeric or alphabetic data. See the examples below.

You can sort the column to ascend from grade 1 to grade 12, or vice

Grade (numeric) versa

You can sort the column to ascend from the last name Alpha to the

=2z Ll (el ey last name Zeta, or vice versa.

You can sort the column to group together all equal statuses: Not

Status (by status) Started, In Progress, or Completed.

Click Export to CSV to export the

Student Search Results grid to a In this example, Last Name
spreadsheet file. is the selected sort criteria.
Student Search Results
& Fxport to CSV
Note: Times are displayed in Central Time
I T e e o e N N e N N
Adams Daffy 08 istening Listening Listening Gr6-8 | Completed 01/24/2017 07:46 | 0N31/2017 04:47 | 177 Hours 0
AM PM Minutes
Adams Daffy Vi Reading Reading Reading Gr 6-8 Completed 02/01/2017 10:47 - 02/01/201711:05 0 Hours 18
Al A Minutes
Adams Daffy 03 Speaking Speaking Speaking Gr6-8 | Not Started
Adams Dg#y 08 Writing Writing Writing Gr 6-8 Completed 02/0122017 11:11  02/01/2017 11:20 | 0 Hours 9 Minutes
Al AM
Anderson Tanner 03 Listening Listening Listening Gr 2-3 Mot Started
Anderson Tanner 03 Reading Reading Reading Gr 2-3 In Progress gﬂuz-‘zmr 0113
Anderson Tanner 03 Speaking Speaking Speaking Gr2-3  Not Started
anderson test 05 Listening Listening Listening Gr 4-5 In Progress gjlrv? 9/2017 0&:11
anderson test 05 Reading Reading Reading Gr 4-5 Not Started
anderson test 05 Speaking Speaking Spezking Gr 4-5 Mot Started
anderson test 05 Writing Writing Writing Gr 4-5 Mot Started
Line v 04 Listening Listening Listening Gr 4-5 In Progress gi; 8/2017 05.00
Spot H 04 Listening Listening Listening Gr 4-5 In Progress mzn.-‘zm? 1254
3
Showing 13 of 13 students.

As you scroll down, more student data is displayed (if applicable). A message indicates the
number of students shown out of the total number of students.

Note: The student data displayed also varies based on the filters applied to the dashboard.
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The process of creating Dashboard filters is dynamic: When you click a specific graph area, the Dashboard
automatically creates a filter and updates the Dashboard data based on the filter. For example, if you click the
Grade 6 area of the Grade graph and then click the Reading area of the Content Area graph, the Dashboard
filters and displays the data for Grade 6 Reading (see below).

Filtering the Dashboard

Any current filters are displayed at the top of the Dashboard. You can click the X to the right of the filter to
remove the filter. Each time you add or remove a filter, the Dashboard updates based on the active filters.

Note: Filtering the dashboard may also affect the data displayed in the Student Search Results grid.

SileNiS s EEsba 1. Click the Grade 6 area of the Grade graph
e and then click the Reading area of the
Content Area graph.

2. The Dashboard display updates
based on the filters, which appear in
the Filters section of the Dashboard.

Grade - 06 0 Content Area : Reading o

You can click an X to close a The Status graph is not filtered in this The Grade graph
filter. If all filters are closed, example—all three statuses appear in the displays Grade 6 only.
the Dashboard returns to the other graphs. You can click a status to filter

default display (all statuses are | | all graphs with that status. /
displayed in all graphs).

The Content Area graph 7
displays Reading only. The Assessment graph
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Filtering the Dashboard (cont.)

Status

+ [ in Progress

B ot Staried [ Somn

3. In the Status graph, click a category displayed above the graph to temporarily remove the
category—Not Started, Completed, or In Progress (or any combination of these)—from the
chart. Click again to restore a category to the graph.

I Compieted

g
L3

oe -
Q 1 2 3 4 5

Content Area

Reading Gr 6-8

B _
N _

lingNGr 4-5

Speaking

Wiriting

02 04 as 08 10 12 1.4 16 18 20

4. Click a category within the Status graph to filter the
dashboard display based on the category.

Note: Filtering the dashboard may also affect the data
displayed in the Student Search Results grid.
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Introduction

From the Test Management menu, WIDA AMS users can view and edit online test sessions for a district or
school. Both Test Coordinators and Technology Coordinators will use Test Management.

DRCINSIGHT  WIDA Assessment Management System

All Applications »

Please select an item from the mEN\/E.

From the WIDA AMS All Applications menu bar, click Test
Management and then Manage Test Sessions from the Test
Management menu to display the Test Sessions page. From
this page, you can view and work with online test sessions for a

specific district or school.

Manage Test Sessions | Manage Testing Windows

Test Sessions
Test Sessions allow the user to search/view existing test sessions for a specific district or school. The user can create/edit test sessions and assign/remove students for each session. The user can also
“ export session details, print test tickets or view the status of the test session.

Manage Test Sessions | Upload Multiple Test Sessions

@ Instructions
Indicates required fields

Administration District School

ME ACCESS for ELL [+] (ally ™

Last Name First Name State Student ID

Session

Damain Assessment

Screener L] [an [

Print Al Tickets

Sessions | Status Summary

@ Instructions

Export to Excel | Unlock Selected | Unlock All | | Export Student Details
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The Test Sessions Option

A test session is a grouping of students who will take the same assessment together. For example, a
classroom of students at the same grade level is a test session. Students for whom Pre-ID data was
submitted or who were added to WIDA AMS via the Upload Multiple Student process, will automatically
be placed into generic test sessions based on grade cluster and domain for ACCESS for ELLs Online or
grade cluster for WIDA Screener Online.

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

Status Description

Not Started  The test session has not started—no student in the session has started the test.

In Progress  One or more students in the session have started the test, but not all students have
finished the test.

Completed The test session is finished—all of the students in the session have completed the test.
The start time, end time, and length of the test session are also displayed.

('\ Important: Verify that you are using the correct administration—ACCESS for ELLs (for the correct
year) or WIDA Screener Online.

DRCANSIGHT WIDA Assessment Management System

Manage Test Sessions | Manage Testing Windows

Please select an item from the menu Et&

1. To view the status of one or more test sessions,
click Test Management and then Manage Test
Sessions to display the Test Sessions page.

Manage Test Sessions | Upload Multiple Test Sessions

s Instructions
* Indicates required fields

Adrministration District Schoaol

ME ACCESS for ELLs =] DRC Use Only - Sample D[g] DRC Use Only - Sample S{y]
Last Name First Name State Student ID

Session

Domain Assessment

(Al Ll [fa [

Print All Tickets

Session Name Status End Date

Begin Date

Action
Spealking Gr | Nt o -
] % T IV s =3 1 ™
onlY,_| DRC Use Only
Grade 45 ’ Not o o,
= - Sample '\‘n"fil\rg Writing Gr 45 | g o | L4206 | 3172016 DDEEEE

- Samp
District ME

DRCUse\only | DRC Use Only | poc copir
Gri3

Sample - Sample
District ME School
DRC Usz On

DRCUsz Onfy | YRC Us only |
4 Grade 68 " Not 1l -
bﬁ::_‘p':m PE .\...'fim_g Writing Gr 68 | g o | 142016 | 31712016 DDEEEE
DRC Use Only | DROUs= Only | =i
el A P v = 4

District ME

DRCUs= Only | DRC UsX Only ot

- Sample - Sampl Witd5TCL | Witing Gr45 | pov o | L4206 | 3/7/2016 DEEEEE
Disic ME | Sehacl St

DRCUs= Only | DRCUS= ONy | yrivcnas. .

el e O P I " I e =B
Dt ME  Sehool

DRC Use Only | DRC Use Onl

1203 Mot ] P e e [ | s

2. Enter your search criteria and click Show Sessions.
The Session Detail window appears.
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B Adding a Test
Session

e
N
\;,!,/"‘

test

DR

Ses

Not

and

You can create a new online test session and add students to it.

Important: Before you add any test sessions, search for pre-populated
sessions (see “The Test Sessions Option” on page 101 for a

description of how to view test sessions for a specific district or school).

C will create generic test sessions by using state-submitted Pre-ID

data and for any students added to WIDA AMS via the Upload Multiple
Student process (see “Uploading Multiple Students to the WIDA AMS” on
page 76). These sessions can be edited (see “Viewing and Editing a Test

sion” on page 106).

For ACCESS for ELLs Online, a student must be placed into a test
session for each domain. The exception is grades 1-3. Students in these
grades do not need to be placed in a Writing test session because they
take the Writing test on paper.

For the WIDA Screener Online administration, all domains are
administered via a single login and test ticket. Therefore, you need to
set up only a single test session (contains all four domains) instead of
four test sessions (one per domain).

You do not need to assign a tier for your student’s Speaking and
Writing test session. The student’s tier placement is determined by the
student’s performance on the Listening and Reading domains. When
the student logs in to the Speaking or Writing test, the correct tier will
automatically be administered.

&4 Testing Window: 05/31/2016 - 06/08/2016

&4 Eligible Grades: 06, 07, 08, 09

Session Name
6/1 EIS GR 23

de

Domain Assessment

Mo Begin Date End Date

[ravrznie [E  [e/ez0e =l
Search far Avamabie Stugents
Student Last Name Student First Name State Student ID Grade
(A} [l
Available Students Students in Session
Student, Ima (123456781} eis, junefirst (1223123)

e: Students in grades 4—12 who will handwrite their Writing responses

must be placed into a handwriting response (HW) session (see “Viewing

Editing a Test Session” on page 106).
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Adding a Test Session (cont.)

DRCANSIGHT

Al Appiications »

WIDA Assessment Management System

L CUE ULl Manage Test Sessions

Please select an item from the menu akiva.

Manage Testing Windows

1. To add a test session, click Test Management and
then Manage Test Sessions.

Test Sessions

sting test sessions for a specific district or school. The user can create/edit test sessions and assign/remove students for each session. The user can also
the status of the test session.

District School
DRC Use Only - Sample D[¥] [DRC Use Only - Sample S[]

First Name State Student ID

omain Rssessment t
eeeeeee (1]

Print All Tickats

ExporttoExcel | | Unlock Selected  Unlock All | | Export Student Details

3. Scroll to the bottom of the Test Sessions
page and click Add Session.

2. When the Test Sessions page appears, select the
correct administration (ACCESS for ELLs [for the
correct year] or WIDA Screener Online). Then
select a district and school (these fields are
required to add a test session).
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Adding a Test Session (cont.)

Instructions

* Indicates required fields

Session Name Domain Assessment
* * *
Mode Begin Date End Date
* 3 * 3 *
Search for Available Students
Student Last Name Student First Name State Student ID Grade
(Al [+
Find Students New Student
Available Students: Students in Session:

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

Save | Save & Add Another J Cancel

The Add Test Session window appears. Enter the required information (indicated
by an asterisk [*] next to the field). The session name should be descriptive. For
example, you might name the session by teacher name and classroom period.

Note: The Mode, Begin Date, and End Date fields are greyed out because you
cannot edit these fields.

Enter any other student search criteria and click Find Students.
Select a student from the Available Students list.

Note: To select multiple students in sequence, press the Shift key while you select
them. To select multiple students who are not in sequence, hold down the Ctrl key
(Windows) or Command button (Mac) while you select them.

Use the Add Selected (b)), Remove Selected ( 4 ), Add All (), and Remove
All («) icons with the Available Students and Students in Session lists to select
one or more students to or add to or remove from the test session.

Click Save to save your results, Save & Add Another to save your results and
add another student, or Cancel to cancel the process without saving your changes
(see “Adding a New Student to a Test Session” on page 105).
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Adding a New Student to a Test Session

After you have added a test session, you can add new students to it—each student is added automatically to
the session when you click Save or Save & Add Another.

(1) Important: You do not need to place students who will take the paper-based assessment into test sessions—
test sessions are for online testing only. Also, it is not necessary to remove paper students from test sessions.
Students with a status of Not Started for online testing will not carry forward with online results into reporting.

Add Test Session

Instructions

* Indicates required fields

Session Name Domain Assessment
* El * *
Mode Begin Date End Date
* o)+ =)+
Search for Available Students
Student Last Name Student First Name State Student ID Grade
(Al ¥
Find Students New Student
Available Students: Students in Session:
Double-click to edit Student Double-click to edit Student

Sove st

1. To add one or more new students, click New Student. The Add Student window appears.
2. Enter the student’s information into the fields on the Student Detail and Accommodations tabs.

3. Click Save to save your results, Save & Add Another to save your results and add another
student, or Cancel to cancel the process without saving your changes. The student you added is
automatically placed in the Students in Session list.

Note: You can display and edit a student’s details, accommodations, and test sessions by
double-clicking on the student’s name.

slnstructions

* Indicates required fizlds
Last Name First Name Middle Initial State Student ID
Student Y Ima i 123456789
Student Detail | Accommodations | Demographics
Administration District School
* |DRC Use Onlv - Samole Distle]©  |DRC Use Onlv - EIS Samole [
Date of Birth Grade Gender District Student ID

[01/157z004 | (Select] [v]” (Select] [v] 987654321

| Save & Add Another | | Cancel |
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Viewing and Editing a Test Session

You can view existing test sessions to see which students are enrolled in them. You also can edit the sessions to
add or remove students.

* To move a student to a different session, you should remove the student from his or her current session and
then add him or her to the new session.

* To add a student to a different session in a different grade, remove the student from his or her current
session, change his or her grade (see “Editing a Student’s Information” on page 68), and then add him or
her to the new session.

!) Important: For WIDA Screener Online administration, students in the first semester of the lowest grade in
a cluster may test one grade cluster below their grade. For example, a fourth-grade student in the first semester
may test in the 2—3 grade cluster. For WIDA Screener Online administration, you do not need to change the
student’s grade to place him or her in the new test session one grade cluster lower than his or her grade.

Students who will handwrite their Writing response instead of using a keyboard
must be placed into a Handwriting Response (HW) assessment.

Note: This applies to ACCESS for ELLs Online only—there are no handwriting
test sessions for WIDA Screener Online.
\

Test Sessions

Test Sessions allow thk user to search/view existing test sessions for a specific district or school. The user can create/edit test sessions and assign/remove students for each session. The user can also
export session datails, jprint test tickets or view the status of the tast sassion.

ons || Uplpad Multiple Test Sessions

jstrict Schaol

[ACCESS for ELLs 2.0 - 201f] C Use Onlv - Samole D] DRC Use Onlv - E15 Samol]
Last Name Firkt Name State Student ID

Session

Domain HH

i Writing Gr 68 HW

. P o A
o [ e T T = =]

T [ [ [ [

7
To view or edit a test session, do the following:

1. Click Manage Test Sessions from the Test Management menu and enter
your search criteria.

2. Click Show Sessions.

3. When the test sessions appear, click the View/Edit icon (|_{)) in the Action
column to display the Edit Test Session window for the session.
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Viewing and Editing a Test Session (cont.)

0 Testing Window: (09/14/2017 - 05/31/2018
.0 Eligible Grades: 04, 05

® Instructions
* Indicates required fields

Session Name Domain
|Generic Grade 4

Mode Begin Date
< [121172017
Search for Available Students
Student Last Name Student First Name

Find Students New Student Clear

Available Students:

Double-click to edit Student

State Student ID

Students in Session:
Student, Sample (1234567589)

RVaAV

Grade

(Al [v]

Double-click to edit Student

4. On the Edit Test Session window, click Find Students.

5. Double-click on a student’s name to edit the student’s information, or use the Add Selected (E),
Remove Selected ( 4 ), Add All (E), and Remove All () icons with the Available Students and
Students in Session lists to select one or more students to add or remove.

Note: To select multiple students in sequence, hold down the Shift key while you select them. To
select multiple students who are not in sequence, hold down the Ctrl key (Windows) or Command
button (Mac) while you select them.

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

Note: You can display and edit a student’s details, accommodations, and test sessions by
double-clicking on the student’s name.
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Viewing and Editing a Test Session (cont.)

¢ Testing Window: 09/14/2017 - 05/31/2018 |
. Eligible Grades: 04, 05
® Instructions

* Indicates required fislds |

Session Name Domain Assessment
|Generic Grade 4 i Writing *
Mode Begin Date End Date
* [12/1/2017 [6/29/2018 ]
Search for Available Students
Student Last Name Student First Name State Student ID Grade
(All) [v]
Find Students New Student | | Clear
Available Students: Students in Session:

Student, Sample (123456789)

Y. 4N 4

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

If your state chose keyboarding as the grade 4—12 online writing response mode but you have a
student who needs to handwrite his or her Writing response, the student must be placed into an HW
test session. This example demonstrates setting up an HW test session for Writing Gr 4-5, but the
directions are applicable for all handwriting test sessions for grades 4—12.

Note: This applies to ACCESS for ELLs Online only—there are no handwriting test sessions for WIDA
Screener Online.

1. To change a student’s test response mode, from the Test Management menu click Manage Test
Sessions.

2. On the Manage Test Sessions tab, search for the student that needs his or her response mode
changed. Enter some student data and click Show Sessions. All of the sessions to which the
student is assigned will display.

3. Select the test session with the assessment name Writing Gr 4-5 (“Writing Gr 4-5” is the name of
the keyboarding test session).

4. Click the View/Edit icon (._-‘) to display the Edit Test Session page.
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Viewing and Editing a Test Session (cont.)

5. Select the student from the Writing Gr 4-5 session,
use the Remove Selected icon (| 4 ) to remove him
or her, and click Save.

Testing Window: 12/01/2017 - 06/29/2018

&2 Higible Grades: 04, 05

* Indicates raguired fields

Session Name
Generic Grade 4

Domain Assessment

Mode Begin Date End Date

12/1/2017 6/29/2018
Search for Available Students
Student Last Name StuNent First Name State Student ID Grade

(Al

Find EllldelltsJ LNew Student ‘ ‘ (\{ar ‘

Available Students: Students in Session:
Student, Sample (123456789)

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

Save | | Cancel

6. Create a new test session (see “Adding a Test Session” on page 102) or open an
existing test session by selecting an administration, district, and school from the Manage
Test Sessions page and clicking Show Session.

Note: The assessment must be an HW assessment (see below).

7. Add the student to the session and click Save.

Note: When an HW student logs in to DRC INSIGHT, the student should see questions
but be unable to enter text into a response space. If the student is able to enter text, the
student is in a keyboarding test session. In that case, the student should log out and the
Test Coordinator or Test Administrator should verify that the student is in an HW session
in WIDA AMS and that an HW test ticket was printed and provided to the student.

W Testing Window: 12/01/2017 - 06/29/2018
./ Eligible Grades: 04, 05
® Instructions

* Indicates required fields

Session Name Domain Assessment

£ |Writing [w] * Writing Gr 4-5 HW *
Mode Begin Date End Date

* |12/1/2017 =l 6/29/2018
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Exporting a Test Session

You can export the details of a test session as a comma-separated values (.csv) file to save, view, edit, or
print in a Microsoft Excel spreadsheet. You might use this spreadsheet to record testing anomalies (for
example, a student who became ill during testing and was unable to finish).

Sessions Status Summary

® Instructions

Session Detail
Select District Session Name  Assessment  Status Begin Date End Date  Action

DRC Use Only - | DRC Use Only - - | [—]
Semple Dstrict | EISSample | 6/LEISGR23 g o L"fat ted | 5/31/2016 | 6/8/2016 1L u = N
ME School - -

DRC Use Only -  DRCUse Only -

Sample District | OTT Sample Qéad“e'ﬂ? Zopem G| M) [atoie
ME School
DRC Use Only - 2

k DRC Use Only - | WIDA Screener Gr Mot . " | B || 1
ﬁ‘E“‘p*? District | ke school | Screener Test | 45 Started | H/1/2016 | 12/31/2016 L_JM L JL;JL_J X
DRC Use Only -

Y. | DRCUse Only - | EIS Grade 6 Screener Gr | Not . 2, = !
r%llaEmpkE District | e po | s e started | 4/1/2016 | 12/31/2016 ﬁ - x
DRC Use Only - .

k DRC Use Only - | aaron's Screener Gr Mot “[l'y = =~ '
IE:ann\ple District cample School | session a5 Started 4f1/2016 12/31/2016 i: " L — M
DRC Use Only - 2

Y. | DRCUse Only - | session after Screener Gr | Not ! v Sy ||
r%anmpke B Sample School | forms pulled 45 Started 412018 13/31/2018 L_Ju L JL J - L_JM
DRC Use Only -

DRC Use Only Screener Gr | Not

Sample District Sample Schosl TesTSessionl 23 Started 5/31/2016 | 6/8/2016 A II: — M

ME -

Add Session Export to Excel Unlock Selected Unlock all Export Student Details

\
1. To export a test session, click Manage Test Sessions from the Test Management
menu and enter your search criteria.

2. Click Show Sessions.

3. Click the Export Details icon (‘) in the Action column for the test session that you
want to export. The test session details are exported to a .csv file that you can save,
view, edit, or print as a spreadsheet file in Microsoft Excel.

Cpening StudentTickets_99999_99999.csv ﬂ

You have chosen to open:
EL) StudentTickets_99999_99999.csv

which is a: Microsoft Excel Comma Separated Values File
from: https://wida.drcedirect.com

What should Firefox do with this file?

Microsoft Excel (default) -

() Save File

[T Do this automatically for files like this from now on.

o] e
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Copying a Test Session

You can use an existing test session as a template to create a new test session. For example, assume that you
have set up the students in a second-grade class to take WIDA Screener Online Grades 2—3. Now, you must
create test sessions for a third grade class. You can make copies of the second grade test session and edit
them to create a WIDA Screener Online Grades 2-3 test session for the third grade class.

You can copy test sessions to simplify the process of creating test sessions for all four ACCESS for ELLs
domains. After you have created a test session for a domain (such as Reading), you can make copies of the
test session to create sessions for the other domains.

Sessions | Status Summary

@ Instructions

Session Detail

Secsion Name  Asseson Status Begin Date  End Date

nent

Gr 23 Y 142016 | 3/7/2016

Grade 68

PR Not ay
Viriting Writing Gr 68 Started 1/4/2016 3/7/2016

DRC Use Only | DRC Use Only - — = v
5 e &.:SE 52 Virting Gras | N | 1jaf206 | 3712016 J ' L JL - ]u“
Distict ME | School o
DRC Use Only | DRC Use Only = |[— >
W
DRC Usz Only | DRC Us= Only = v
g e Lo ris -y |G [Nt ot (| 3rafie A wu ﬂL_JL = JL J“
Dlstnct ME Schoal
DRC Usz Only | DRC Us= Only — = ¥
~Sample “Sample | OSHSIE | ringeras M apote | 3mboie L WML_JLEJL Ju
District ME Schoal
DRC Use Only | DRC Use Only . — = ¥
= Resding Gri | por . | 12016 /31712016 L quL—JL&JL Ju -

Sample Sample
District ME School
Use Only
[2[ 25 = nes | mesE ) Ao [WEWEO W
coample | sam

ez 123
reading gr 1

Page L of 2 (113 items) < Prev [MM] 2 Mesz =

Add Session w to Excel Unlock Selected Unlock All éﬁt Student Details

1. To copy a test session, click Manage Test Sessions from the Test
Management menu and enter your search criteria.

2. Click Show Sessions to display the Testing Status window.

3. Click the Copy Session icon (E) in the Action column for the test
session that you want to copy.
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Copying a Test Session (cont.)

& Testing Window: 12/01/2017 - 06/29/2018
W Eligible Grades: 04, 05

= Instructions

* Indicates required fields

Session Name Domain Assessment
B Writing [l Writing Gr 4-5 HW [« *
Mode Begin Date End Date
+ [12/1/2017 = e/29/2018 =
Search for Available Students
Student Last Name Student First Name State Student ID Grade
(All) [+
Find Students New Student Clear
Available Students: Students in Session:

RV

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

Save Save & Add Another Cancel

The Add Test Session window appears.

4. Enter a name for the session in the Session Name field.

5. Edit the required information to match your new session, and add
or remove students if necessary.

6. Click Save to save your results, Save & Add Another to save
your results and add another test session, or Cancel to cancel
the process without saving your changes.
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Printing Test Tickets and Rosters

You can print test tickets for the students in an online test session. You can either print all the tickets for all
the students in a session or select specific students and print their tickets. A test roster automatically prints
with each set of test tickets.

Note: Test Coordinators and/or Test Administrators perform this task.

Sessions | Status Summary
® [nstructions

Session Detail

Assessment  Status  BeginDate EndDate  Action

DRCUse Only - | DRC Use Only
- f by ’ T Screener Gr | Not " 1 -
oot | B |rzsanzs | o % s | soms | [N

ME School

DRCUise Only - | DRCLse Only- - -
Sample Ditrict | OTT Sample | Taralf SgeenerGr Mot ;s wzjyeoss |l ) Edit/Prigt Ticket Status |
ME School

DRCUse Only - | pgc 1jse only- | w

VIDA Screener Gr Not m

N P P P = =6
Not -

O PP 2 =
DRC Use Only -

o ¥~ | DRC Use Only~ | aaron’s Screener Gr | Not cros s

e e WO PSP Y =1 617

ME

Sample District | ¢ - o
s Sample School

E:nc‘ “;“D?_};'g DRCUse Only- EISGrade§  Screener Gr
St Sample School | Sample 45

DRCUse Only - | pac 1ce Ony - | sessonafter | Screener Gr

Not =
Sample DU | cample School | forms puled | 45 Started | #2016 | 12/31/2016 DED@GE
DRC Use Cnly - i
Y~ | DRC Use Only E G Mot
Sample District En_p:k&l TesTSession1 g'«"" 3 Serted | 5/31/2016 | 6/8/2016 DEEBEDE

ME

Add Session.| |_ExporttoExcel | Unlock Selected  Unlock All | Export Student Details

1. To print test tickets for the students in a test session, click Manage Test Sessions from the Test
Management menu and enter your search criteria.

2. Click Show Sessions.

e To print all of the tickets for the test session, click the Print All Tickets icon (‘) in the Action
column for the test session for which you want to print tickets. A PDF version of the Student
Test Session Ticket appears that you can view, save, and print.

Note: If a PDF file does not appear, disable your browser’s pop-up blocker.

e To print selected test tickets, click the Edit/Print Ticket Status icon (]E) in the Action column
for the test session you want. In the Testing Status window, select one or more students by
clicking the checkbox next to their names in the Select column and click Print Selected.

Note: Test tickets print four to a page.

® Instructions

Last Name Status Status By Module

(A ] Module 1 [

Testing Status - 6/1 EIS GR 23 (Screener Gr 68 - Module 1)
FrstName  UserName  Password  Assessment Status Started Completed  Action
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Deleting a Test Session

You can delete a test session unless any student in the session has either started or completed the test.

| sessions || Status Summary |

@ Instructions

Session Detail
Select  District = E z Begin Date End Date  Action

vanns | o | T TOVIR) g 2 WP

DRC Use Only | DRC Use Onby — - -
- Sample - Sample ffjﬁf i Witing Gr 45 gt‘:md 142016 | 3/7/2016 : w ] Sl
District ME | School 9

DRC Use Only | DRC Use Only

- Sample - sampk ‘i.’fgfgﬂ Writing Gr 58 gg‘rh&d 1/4/2016 | 3/7/2016

District ME School

DRC Use Only | DRC Use Onby | - e . — T  {[— 7
-Sample | -Sample | Goen OrfSc TR (B | yapets | ai7izeie L..J Wuu uu
District ME School

DRC Use Only | DRC Use Only Not — T {[— 7

- Sample - Sampke Wtd5TCL | WngGrds | oo | L4/2006 | 3/7/2016 qu - ll |L‘
District ME Schoal

DRC Use Only | DRC Use Only

WritGr45-3rd . Mot — = )
- Sample - Sampke Wiriting Gr 45 142016 | 3/7/2016 L Jw L = IL JE
DEmc ME  Scheol e SR
DRC Use On DRC Use On —= =
’ ' b L'_"‘Jh‘!J/WL_.IL;JL_.JL“ =

nz 1243 ; i i
:Sanple_ ',S.amPIE et Reading Gr 1 Staed | 42016 | 372016

Page 1 of 2 (113 items) = Prev 2 MNext>

Add Session w to Excel Unlock Selected Unlack All Student Details

1. To delete a test session, from the Test Management menu, click Manage
Test Sessions, enter your search criteria, and click Show Sessions.

2. Click the Delete icon (|x]) in the Action column for the test session you want
to remove. The Confirm Delete dialog box appears.

3. Click Delete to delete the test session (or Cancel to cancel the process).

o You are choosing to delete session 'DRS Speaking Gr
- 23'. Are you sure?
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Using the Tier Placement Report

(1) Important:
*  You must run the Tier Placement Report after students finish the Reading and Listening domains.
» This applies to ACCESS for ELLs Online only.

The Tier Placement Report is necessary to do the following tasks:

* Determine the correct tier of the Writing test booklet to be administered to online testers in grades 1-3.

* Determine the correct tier of the Writing response booklet to be provided to online testers in grades 4—12
who need to handwrite their Writing response.

* Identify online testers assigned to the Tier Pre-A Speaking form. Special administration procedures for
the Tier Pre-A testers are detailed in the Test Administrator Manual.

Note: DRC INSIGHT assigns testers to the correct tier automatically (Test Administrators do not need to
determine the tiers for the online assessment.) When a student logs in with his or her test ticket, the correct
form is administered.

Sessions Status Summary

1 Instructions

Session Detail

End Date
S T 1= ==1 = |l .
gy reknn | SpealiaGr | B | taors (37201 | g TN TR el P20 W P2
Grace 45 ot = Viiew/Print Tier PI
o Witing Gr 45 | or | 1/42016 | 3/72016 D - [[/;" iew/F l’lnlt Tier Placement
Grade 68 g | b oo 1 | T [ e | 1
e Wirting Gr 68 | for | 1/4/2016 | 3{7/2016 -
DRC Use Only | DRCUs= Only | . - Foi : =
-Sample - |-Sample  |EnGes- |leengGr Mot | yupeie | 3706 || e X
Distict ME  Schaal
DRC Use Only | DRC Use Only Nat n B 1
- Sample - Sample Wit 45 TCL Witing Gr 45 | o o 1/4/2016 | 3/7/2016 L™ A m
District ME School =
DRC Use Only | DRC Use Only Mot = g
~Sample Sampk Wiiting Gr 45 | gov | U4/2016 | 3/7(2016 |V k =ik u
ot 14 0 2l | -
g | L2016 | 372016 & - 2k v |

ssessment  Status Action

Begin Date

DRC Use Only | DRC Usz Only
- Sample - Sample
Disstrict ME School

DRC Us= Only | DRC Us= Only
- Sample - Sample
District ME School

WiritGrd5-3nd
Distict ME | School =
DRC Use Only | DRC Us= Only
- Sample - Sample
A P

ez 12/3

» eading G
readingory | REsdng bl

Page L of 2 (113 ftems) < Prev [H] 2 ten =

Add Session Export to Excel Unlock Selected Unlock All

/
The Tier Placement Report is available from the Session tab of the Test Sessions page.

1. To create a report, from the Test Management menu click Manage Test Sessions to
display the Test Sessions page.

2. Enter the search criteria for the session for which you want to run the report and click
Show Sessions. The Session Detail page appears.

3. In the Action Column, click the View/Print Tier Placement icon (Q) to generate the Tier
Placement Report.

Note: You can select any domain test session for a student to see the student’s tier
assignment. The View/Print Tier Placement icon (Q) generates the same Tier Placement
Report regardless of the domain selected.
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B Uploading
Multiple Test
Sessions to
WIDA AMS

From the Manage Test Sessions page, you can upload a file containing
multiple test sessions to WIDA AMS. The file must be in .csv format (a
file format used by Microsoft Excel), and the fields in the file must be in
specific columns. The Manage Test Sessions page contains links to both a
PDF layout file that contains instructions and a sample .csv template file
that you can use to create the actual file.

(1) Important: Before you add any test sessions, search for pre-populated
test sessions (see “The Test Sessions Option” on page 101 for a
description of how to view test sessions for a specific district or school).

DRC will create generic online test sessions by using state-submitted
Pre-ID data, or for any students added to WIDA AMS through the Upload
Multiple Student process (see “Uploading Multiple Students to WIDA
AMS” on page 76).

These sessions can be edited (see “Viewing and Editing a Test Session” on

page 106).
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Uploading Multiple Test Sessions to WIDA AMS (cont.)

1. To upload multiple test sessions, click Manage Test Sessions in the
Test Management menu to display the Manage Test Sessions page, and
select the Upload Multiple Test Sessions tab.

Test Sessions

Test Sessions allow th
W test sessions and assigr
view the status of the te:

Manage Test Ses!

®Instructions

* Indicates required fields

Administration

ME ACCESS for ELL
{File

District
(Select)

ns Upload Multiple Test Sessions

user to search/view existing test sessions for a specific district or school. The user can create/edit
remove students for each session. The user can also export session details, print test tickets or

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

School

Multiple Test Session File Upload - Layout (WIDA)

% Students listed within an uploaded Test Session file must already exist within WIDA AMS.
Additional/new students may be loaded into WIDA AMS individually or via the Multiple Student Upload File process. File layout
requirements and a sample .csv file can be found in WIDA AMS on the Test Setup/Students/Upload Multiple Students tab.
+ File may contain a header row.
< File must contain the data in the order listed in the file layout.
+ Fields cannot be longer than the value in the Maximum Length column.
< Fields cannot contain commas.
« File must be in a comma separated (.csv) format.
 To save Excel file as type .csv:
> Save file updates/changes within Excel.
> Open file in Excel, i file not already open.
> On the Windows menu bar, click File, then Save As...
* The Save As dialog box will appear. The line at the bottom of this box reads Save as type:
= Click on the down arrow to the right of this line to open a drop down menu.
= Scroll down the menu until CSV (Comma delimited) is visible.
= Click on CSV (Comma delimited)

To retain leading zeros when a file is opened in excel, corrections are made and then saved as type .csv:
%  Open Excel
Select the Data Tab
Click From Text
Browse to locate the CSV file & Click Open
% The Text Import Wizard will open
> Step 1: Select Delimited, click next
» Step 2: Select Comma, click next
> Step 3: Either highlight all columns under Data preview, or select 1 column at a time and change the Column
data format to TEXT, click Finish
% Import Data — click OK
% File will be open in Excel with retained leading zeros.
Then changes can be made and then saved again as csv (see above directions for saving excel to csv.

Max
Length
Required

Ref | Data Field D

Up to 15 Alpha/Numeric characters.

Unique District number identifying district within the state.

Prepend the 2 letter State Name Abbreviation.

Instructions on Field Lengths:

The district numbers in your state must all be the same length. Refer to the Site Code
max lengths section below.

If needed, add leading zeros after the appended state name abbreviation, to ensure that
your District Number matches the District Number Length for your state. Example: the
defined length for AL is 5. The first 2 characters are the state abbreviation (AL), the
district number must be 3 characters. If the District Number is 1, you want to add 2

A__| District Number 15 | Y | leading Os, (001). End result is AL0O1.

Up to 15 Alpha/Numeric characters.

Unique School number identifying school within the district

Instructions on Field Lengths:

The School Numbers in your state must all be the same length. Refer to the Site Code
max lengths section below.

If needed, add leading zeros to ensure that your School Number matches the School
Number Length for your state.

Example: the defined length for AL is 4. If the School Number is 1, you want to add 3

B School Number 15 Y _| leading Os, (0001). End result is 0001

Up to 15 Alpha/Numeric characters.
Unique Student ID value within a state - this must be unique and not blank
Length does not need to be consistent within the state, but if the ID includes leading

Cc State Student ID 15 Y | zeros, they must be included

Accepted:
AZ

az
hyphen/dash *-*
spaces

apostrophes
Not accepted: commas, accents, tiides, nor any other special characters

D Student Last Name 100 | N

Accepted:
A-Z

az
hyphen/dash *-*
spaces

apostrophes
Not accepted: commas, accents, tildes, nor any other special characters

E | Student First Name 100 | N

2. Select an administration from the Administration

drop-down menu and click File Layout to
display the file titled Multiple Test Session File
Upload — Layout (WIDA).

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

Test Sessions
Test Sessions allow the user to search/view existing test sessions for a specific district or school. The user can create/edit

. test sessions and assign/remove students for each session. The user can also export session details, print test tickets or

view the status of the test session.

Manage Test Sessions Upload Multiple Test Sessions

&2 Download the File Layout (PDF document) and a Sample File (CSV text file).

& Instructions

* Indicates required fields
District School
[e] (select) [e]*

Administration
ME ACCESS for ELL

File
’

3. Click Sample File to download or display the Upload Multiple Test Session.csv file.
Depending on the browser you are using, a dialog box may appear in order to open

or download the file.
Note: This file is only a sample of the type of file you will upload to WIDA AMS.

— ——
Home Insert Page Layout Formulas Data Review Wiew
Al bl ﬁ:__ District Number
A B C D E E G H I
rict NulSchool Nui State Stud: Student La Student Fir Test Sessic Domain  Assessment
12345 99999 2.22E+09 Jones Megan Mrs. Smith Screener  Screener Gr 23
12345 99999 1.23E+09 Aldritt Tony Mrs. Smith Screener  Screener Gr 23

4. Use the Upload Multiple Test Session.csv file to create and save a test

session file to upload.
Note: Be sure to keep the header column rows in the file you upload.
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Uploading Multiple Test Sessions to WIDA AMS (cont.)

Test Sessions

Test Sessions allow the user to search/view existing test sessions for a specific district or school. The user can create/edit
. test sessions and assign/remove students for each session. The user can also export session details, print test tickets or

view the status of the test session.
Manage Test Sessions | Upload Multiple Test Sessions
&? Download the File Layout (PDF document) and a Sample File (CSV text file).
& [nstructions

* Indicates required fields

Administration District School
WS ACCESS for ELLs M*  [(select) &+
File

Browse...| *

5. After you have created a test
session file, click Browse...
to locate it, select the file
you created, and click Open

L to display it in the File field

Bt of the Upload Multiple Test

EDUCFSOL\SYS2\USERS) (E)

IFs01) () - SeSSIonS tab

ple Test Session File.csv Date modified: 4/1/2014 4:33 PM Date crested: 4/1/2014 433 PM
Excel Comma Separated Values File Size: 205 bytes

3 WD

Ta ’”“% Upload Multiple Test Sessions WIDA.csv

| 205 ¢

11274 bialderson

CEmmm )
Corm 77 G|

File name: WIDA Sample Test Session File.csv

Test Sessions

Test Sessions allow the user to search/view existing test sessions for a specific district or school. The user can create/edit
.0 test sessions and assign/remove students for each session. The user can also export session details, print test tickets or

view the status of the test session.
Manage Test Sessions Upload Multiple Test Sessions
&2 Download the File Layout (PDF document) and a Sample File (CSV text file).
@ Instructions

* Indicates required fields

Administration District School
WS ACCESS for ELLs [e]* (Select) [l ¥
File

'WIDA_Sample_Test_Session_Fila.csv X :

6. Click Upload. A message appears indicating the file has been transferred and is being
checked for errors. After the file has been validated, you can review its status.

+ If the file contains errors, an error report detailing the errors will be available for you to
review. You must correct the errors and repeat steps 5 and 6.

+ If the file does not contain errors, a system message appears indicating that the file has
been accepted.
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Displaying a Test Session Status Summary

The Test Session Status Summary provides a summary report of the test sessions you specified when
you displayed the Sessions tab of the Manage Test Sessions window (see “The Test Sessions Option” on
page 101).

1. To display a summary, click Manage Test Sessions from the Test
Management menu and enter your search criteria.

2. Click Show Sessions.

3. Select the Status Summary tab.

| Sessions Status Summary

® Instructions

Listerinn Gr 1 1 [ 0|
Listesiong Gr 23 10 Q al
Listering Gr 45 15 [ o
|
Listesing Gr 68 3 [ af
Listesing Gr 912 1 [ al
|
Reacing G 1 1 a =il
Raading Gr 23 10 2 '3!
|
Reading G 45 15 a il
Raading Gr &8 E 0 Al
|
Reacing G 912 1 [} a|
Spadking Gr 1 1 2 JI
|
Spasiing G 23 o g =l
Spasiking Gr 45 15 [ :||
Spasiing G 68 3 = il
Spesking Gr 912 1 [ o
Wiling Gr 1 1 a Cli
ay G 23 10 a [
Weiling Gr 45 15 o &l
Writing Gr 63 3 0 ,3!
|
Weiting Gr 912 1 i al
AC Lisa Oy - EIS . .
ety -BS  |enesers Sereenes G 62 1 0 a)
Samghe Schod
C Lse Oty - O
DRCLECOMyY -OTT | sty added? | Sersmner G 45 1 0 .
Samighe Schod
AT L Oy -
i aon 52 Sexeenes Gr 63 1 a a
Sanigie Schod
C e Oy -
e L O anon’s session Sereener G 45 1 o 1
Sanighe Schod
AT L Oy -
i F15 Grade 6 Sangle | Screener Gr 45 4 2 a
Sanigie Schod
e Oy -
Lo Do (Generic Grade 11 Sereener Gr 912 1 a a
Sanigie Schod
AT Lse Dy -
Ry Ganeric Grage 2 Sereener Gr 1 1 a i
Sange Schod
e Oy -
Dae oy Ganeric Grada 2 Sereenes Gr 23 2 a a
Sanighe Sehod
LGRSt Generic Grade 3 Sereenes Gr 23 a a
Sanighe Sehod
C e Oty -
i Lot Dol Ganeric Grage 4 Sereoner Gr 23 5 0 a
Sanighe Sehod
RC Lse Oy -
L Gereric Grade 4 Sereener G 45 5 2 2
| Samghe Schod
C e Oy -
| o L Ganeic Grade 5 Screses Gr 45 2 a g

ISR SN SV I R
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B Transferring
Students
between
Schools

A district user may transfer students from one school to another (within
the same district) for online testing.

Note: The process described in this section cannot be used to transfer
students from one district to another. For district-to-district transfers, see
“Using the Student Transfer Form” on page 90.

To transfer a student, you must start at the test session level. First, locate
a test session in which the student is enrolled at the sending school (the
school the student is transferring from). Next, remove the student from
the test session and move the student into the receiving school (the school
the student is transferring to). Then, add the student to the appropriate test
session(s) at the receiving school.

(1) Important: This process is necessary only for domains in which the
student has not yet tested; completed domains may be left as is. Also, this
procedure is necessary only if the student transfers affer he or she has
started testing.

If the student transfers before starting testing, select Student
Management—-Manage Students—Add Student to add the student at

his or her new school and place the student into a test session for each
domain. You do not need to remove the student from the test sessions

at the old school—the student will not test there, so no records will be
created. If you do not want the student to appear on the test roster and test
tickets, you can remove the student from the test session.

Note: If the student transfers after testing is complete, this procedure
may be used as long as Test Setup is open. If Test Setup has closed, the
student’s record may be transferred during data validation.
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Transferring Students between Schools (cont.)

WIDA Assessment Management System

DRCANSIGHT

Al Applications »

Manage Test Sessions | Manage Testing Windows

Please select an item from the WE\J above.

\

1. To transfer student records, click Manage Test
Sessions from the Test Management menu to
display the Test Sessions page.

Test Sessions \

Test Sessions allow the user to search/view existing test sessions for a specific district or school. The user can create/edit test sessions and assign/remove students for each
session. The user can also export session details, print test tickets or view the status of the test session.

Manage Test Sessions | Upload Multiple Test Sessions

® Instructions

* Indicates required fields

Administration District School

ME ACCESS for ELL [¥] DRC Use Onlv - Samnle D[] cally [+
Last Name First Name State Student ID

ones Menan 5222227322

Session

Domain Assessment

(AN [l an [l

Print All Tickets

Session Detail

Action

= Only | DRC Use Or
- Sample -ESSampe |3
chool

Begin Date End Date
Grade | Listening Gr |
Distict ME | Schy =
DRCUse Only | DRC Use Only

S | oo NI
M ov B oot k0o s emeos NI
District ME School

DRC Us= Only | DRC Use Only Genesic Giade eaking Gr s

L S Y o 114

DistictME | Schoal

Add Session | [ Export to Excel | [ Unlock Selected | [ unlock all | | Fxport Student Detsits

2. Enter any relevant search criteria, including the sending school, last name, first name,
and the state student ID, to help locate the test sessions to which the student is
assigned, and click Show Sessions. The Session Detail grid appears.
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Transferring Students between Schools (cont.)

Test Sessions
Test Sessions allow the user to search/view existing test sessions for a specific district or school. The user can create/edit test sessions and assign/remove students for each

i
session. The user can also export session details, print test tickets or view the status of the test session.

Manage Test Sessions | Upload Multiple Test Sessions

# Instructions
Indicates required fields

Administration District School
|ACCESS for ELLs 2.0 - 20[~] DRC Use Onlv - Samole Dls] Al [
Last Name First Name State Student 1D

lones. [Meazn 2323222233

Session

Domain Assessmen t

A ) AN =]

Sessions Status Summary

® Instructions

-
:
T s 0 e e | conane T
%

TEE ¢ s N onpos | esongd

Add Session | | Export to Excel | | wnlock selectea un;ﬁAll Export Student Details

3. When the test sessions appear, click the View/Edit icon (L:»J) in the Action column to
display the Edit Test Session window for a session in which the student is enrolled.

. Testing Window: 10/05/2016 - 11/30/2017
.0 Eligible Grades: 02, 03

Instructions

* Indicates required fields

Session Name Domain Assessment
Generic Grade 2 * * *
Mode Begin Date End Date
* &= ]
Search for Available Students
Student Last Name Student First Name State Student ID Grade

Find Students New Student Clear

Available Students: Students in Session:
Friday, Happy (1234567)
ohnson, jamie (111111111

AV AY

Double-click to edit Student Double-dlick to edit Studen

Save Cancel

4. Select the student and use the Remove Selected (‘ ) icon to remove the student from the test

session.

@ Important: The student must be removed from each test session for all not-started domains.
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Menu

Transferring Students between Schools (cont.)

@ Testing Window: 10/05/2016 - 11/30/2017
. Eligible Grades: 02, 03
® Instructions

* Indicates required fields

Session Name Domain Assessment
Generic Grade 2 * *
Mode Begin Date End Date
il ]

Search for Available Students

Student Last Name Student First Name State Student ID Grade

Find Students New Student Clear

Students in Session:

' .4

Double-click to edit Student

Save Cancel

Double-click to edit Student

I~

5. The student is moved to the Available
Students list. Double-click on the
student’s name.

# Instructions
* Indicates required fields
Last Mame First Name Middle Initial ~ State Student ID
Jones ! Megan 2222222222

Student Detail | Accommodations | Demographics | Do Mot Score | Test Sessions

Administration District

*  |DRC Use Onlv - Sample Dist[w] *

Date of Birth Grade Gender

1n/3/00A 03 = E= = s Bl DRC Use Only - INSIGHT Sample School - 99996

(mm/dd/yyyy} DRC Use Only /OTT Sample Schoal - 99997

DRC Use On}f - Sample School - 99999

o)

student remains in a test session.

6. The Edit Student window appears. On the Student Detail tab, select the receiving
school from the School drop-down menu and click Save. The student is transferred
to the receiving school. Within the receiving school, you must add the student to the
appropriate test session(s) for any domains not yet started.

Note: To change a student’s grade, remove the student from all test sessions, edit the
grade, and place the student into new test sessions. A grade cannot be edited while the
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Menu

Monitoring Student Test Progress

From the Student Test Progress page, you can view the online testing progress of one or more students for a
specific district and school. This page displays the following information:

* The student’s name and grade
* The domain of the test

» The student’s status regarding the test, as described below:

Status Description
Not Started The student has not started the test/domain.

In Progress The student has started the test/domain but is not finished taking the test/domain.

Completed The student has finished the test/domain. The start time, end time, and length of the
test/domain are also displayed.

Note: The student’s progress is reported at the domain level (whether the student has completed each

domain) and at the test level (whether the student has completed all four domains).

(1) Important: Verify that you are using the correct administration—ACCESS for ELLs
(for the correct year) or WIDA Screener Online.

DRCINSIGHT  WIDA Assessment Management System

il ment anage Students udent Looky Student Jest Progress
Student Management Manage Students | Student Lookup | S Jest Pog

Please seet on ttem from he menu sbove. |- Cllick Student Test Progress in the Student Management menu to
display the Student Test Progress page.

Student Test Progress

&} Student Test Progress allows the user to view the online testing status of each student within a school.

Ild“‘“t“qd — To view the test progress for students, select an

i — s s administration, district, and school from the Student

ME ACCESS for ELLs _ [v] DR use oniy - sample [¥]*  [orc use oniv - samole 1] | Test Progress page, fill out other fields needed to filter

o g e 5 the information, and click Find Students. The test
progress data for the students appears.

* All times are Central Standard Time.

+  Student, Testing [26116662] - Mot Started

Click the Plus (+) sign next to a student’s name
to display the student’s status by domain.
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Screener Scoring

B Introduction

Bl Student
Responses in
WIDA AMS

WIDA Screener Online is locally scored using WIDA AMS. Educators
who have passed the relevant Speaking and Writing quiz (or quizzes)
are certified to score student responses. These educators may access the
student responses via WIDA AMS.

(1) Important: Screener Scoring is not used for ACCESS for ELLs. If
you are administering ACCESS for ELLs only, you DO NOT need to
review this section of the user guide.

Access to WIDA AMS scoring functionality is controlled through the
Educator Scoring permission. Initially, users with district-level WIDA
AMS access are assigned the Educator Scoring permission and are
responsible for assigning it to certified scorers only.

() Important: WIDA AMS users who are not certified should not attempt
to score student responses and should not need to access the Screener
Scoring functionality.

Usually (approximately 90% of the time), Speaking and Writing responses
will be available for scoring in WIDA AMS within two hours of the
student completing the test. If responses are not available to score within
two hours, ensure that the test has been completed by the student and that
all responses have been submitted.

Scoring is to be completed by certified educators on any computer

or laptop with either Chrome or Internet Explorer 11 installed. DRC
INSIGHT does not need to be installed on the machine.
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Providing Access to Educator Scoring

Giving a certified scorer access to WIDA AMS Educator Scoring is a two-part process. First, you must
provide the Educator Scoring permission under the WIDA Screener Online administration to the certified
scorer (steps 1-4). Then, you update the scorer’s user profile in WIDA AMS and specify which domains—
Speaking and/or Writing—the scorer is certified to score (steps 5-8).

DRC*-INSlGHi' WIDA ASSESSMENT MANAGEMENT SYSTEM Welcome
All Applications =
General Information User Management Materials Student Management Test Management Device Toolkit Report Delivery Screener Scoring

1. From the WIDA AMS All Applications menu
bar, click User Management to display the
User Administration window.

User Administration

User Administration allows the user to perform various administrative tasks. You can edit a user's contact information, change permissions for a user(s), reset a user(s) password, add new user(s) to the system|
activate/inactivate user(s).

Edit User | Add Single User | Upload Multiple Users

®Instructions

&4 Filters are required. See Instructional Text if unsure how to filter

Administration User Role District

Screener - Maine  [w] District [«] [DRC use Only - samf~]
Schoal First Name Last Name
raly
Email
Fide Inactive Users
=

Users | Probles

Export All to Excel | | Reset Selected Users

2. Using the drop-down menus, select an
administration and other filters to select the
appropriate users, and click Find Users.
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Providing Access to Educator Scoring (cont.)

User Administration

User Administration allows the user to perform various administrative tasks. You can edit a user's contact information, change permissions for a user(s), reset a user(s) password, add new user(s) to
the system or activate/inactivate user(s).

Edit User | Add Single User | Upload Multiple Users

® Instructions

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

Administration User Role District

Screener - Maine  [w] (Al [&] DRC Use Only - Samie]
Schoal First Name Last Name

(Al

Email

Hide Inactve Users

o

Users | Profiles

User Accounts

% e
et STam STemadnmnan Clelal
1 ScorsWie IS TISQRSere e mn cam DWE
ScorsSpezk TISgN TISQAScor=Spazk@demn,com D@m
ScoreNONE T3508 T3SQAScoreNONE@drc-mn.com DEE
)| SeorsAll TIsM TISQRSereALL Edremn, zom D@E
[ | Portal Districe " yogefrzbudathranam, com ﬂ@m

3. When the User Accounts table appears,
click the View/Edit (__;) icon next to the
user to display the Edit User window.

First Name Last Name Email Address
KA Portal District | |kogefrabud@throwam.com

Permissions

Administation 4 Role 4 District & School & Adion

Screener - Maine District MEZ9%33 - DRC Us= Only - Sample District ME DE

Resat Usar Inactivate Clase

4. Look for the WIDA Screener Online administration.
Click the View/Edit (_;) icon to add the Educator
Scoring permission. Repeat steps 1—4 for each user
who needs permission.

[~
Note: If the WIDA Screener Online administration e
is not available, click Add to add the administration Contact | Permissions ~Raggword
before adding the permission. B e fe e

Administration

| eSS for U= 2.0 - .
| 20152016 Sk E

| MOCESS for ELLs 2.0 -

| 20152016 - Mlabama | == DE
| oo s [ Ci
| s s 5 x|
| ggf?zsog bl 200 DE
EEE =%

Page10f7 (40items) <Prev [l] 2 3 4 5 6 7 Nems
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Providing Access to Educator Scoring (cont.)

5. Select the Profiles tab and check the checkbox next
to the user’s name to select the user.

Note: Although Educator Scoring permission will
provide access to the Screener Scoring Menu

option, a Test Administrator or other user will not be 6. Click the View/Edit Scoring

able to score responses for a specific domain until Certifications icon (/.| ) to display

they have been certified under the Profiles tab. the View/Edit Educator Scoring
Certifications window.

ser Administration

User Administration allows the user to perform various administrative tasks. You can edit a user's contact information, change permissions for a user(s), reset a useNs) password, add new user(s) to the
system or activate/inactivate user(s).

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

#Instructions

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

Hministration User Role District
Screener - Mi —  lramy L] [DRC Use Only - Samdl]
Sthool First Name Last Name
e}
Erpail Status
Al = | ik Inactive Lsers
e

User Profiles

A Districr Sehol Action

View/Edit Scoring Certifications

Please select the content areas that the user is certified to

- score.

& Instructions

Certified Content Areas

Certified Content Area A
1 Tiem{s) Displayed Speaking
v Writing
Copy to New i i ] ‘ Assign issi ] ‘ Remove issi J | Assign Faa\e] ‘ Export All to Excel

2 Ttem(s) Displayed

7. Under Certified Content Areas, check each domain
that the user is certified to score—Speaking and/
or Writing—and click Submit to save your changes
(or Cancel to cancel them).

Note: This step limits a user to scoring only the
domain(s) for which the user is certified.

8. Repeat steps 5-7 for each user
who needs permission.
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B Using Screener
Scoring in WIDA
AMS

Scoring Grades
1-3 Writing and
Grades 4-12
Handwritten
Writing
Responses

Scoring Grades
4-12 Keyboarded
Writing and
Grades 1-12
Speaking

After logging in to WIDA AMS, users with the Educator Scoring
permission see a Screener Scoring link in the navigation menu. This link
opens the Screener Scoring page where a scorer can define the student
population to score by selecting the required fields and search criteria from
the menus.

Educators qualified to score writing responses should always begin by
scoring grades 1-3 Writing and grades 4—12 Writing for students who
wrote their responses on paper. Before scoring, make sure that you have
all grade 1-3 Writing test booklets and grades 4—12 handwritten responses
to evaluate them for assigning scores. Then, follow the process described
on the following pages.

Educators should proceed to score grades 4-12 Keyboarded Writing and
grades 1-12 Speaking only after completing grades 1-3 Writing and
grades 4—12 handwritten Writing responses.
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Selecting Responses to Score in WIDA AMS: Grades 1-3 Writing and
Grades 4-12 Handwritten Writing Responses

To enter writing scores for grades 1-3 in WIDA AMS, follow these steps.

1. From your hardcopy stack of handwritten student responses, select
the student whose responses you want to score.

DRC-INSIGI:IIEI' WIDA ASSESSMENT MANAGEMENT SYSTEM Welcome

All Applications v
General Information User Management Materlals Student b it Test I\ Device Toolkit Report Delivery Screener Scoring Data Validation

2. From the WIDA AMS All Applications
menu bar, click Screener Scoring to
display the Screener Scoring page.

DRCANSIGHT® WIDA Assessment Management System

All Applications »

Screener Scoring
“ Screener Scoring will allow the user to score student test responses.

H [nstructions

* Indicates required fields

Administration District School

Screener - Maine [+]* DRC Use Only - Sample D[+»|* | DRC Use Only - Sample S[v]
Domain Assessment Session

Screener [«]* (aAl)

Session Detail
SessonName 4 Assessment A oot 4 S9OML Uendpate 4 Item Counts Acton
0 available,
DRCUs=Only-  DRC Use Only - G ner Gr -1 et / / 0
Sample District Sampls School Generic Grade 10 Screener Gr 9-12 | Completed 9/27/2017 9/26/2018 process, 0 I
complete
e o 0 available,
DRC Use Only - Use Only - S o b ot — Qin
SampleDistict | Sample Schoal | CoeTC Grade 11 | Screener Gr8-12 | NotStarted | 6/27/2017 | 9/26/2018 | pyese l l
complete
0 available,
DRC Use Only - DRC Use Only - . . Oin
Sample District Sample School Generic Grade 12 Screener Gr 9-12  InProgress  §/27/2017 9/26/2018 process, 0 l l
complets

| Page 1 of 1 (3 items) < Prev[@iNext >

3. Locate the student in Screener Scoring by filtering by district, school,
assessment, and test session and click Show Sessions. The test sessions
meeting the filter requirements appear in the Session Detail grid.
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Selecting Responses to Score in WIDA AMS: Grades 1-3 Writing and
Grades 4-12 Handwritten Writing Responses (cont.)

4 EndDate 4 Ttem Counts Acton

0 available,
. 0in
{ '
7272018 | s }
rnmnlate

Available: The number of student responses that are ready for scoring. It can take up to 2 hours for responses to become
available for scoring from the time a student has completed testing.

In Process: The number of student responses for which a score has been submitted, but are currently still being processed
within the DRC scoring systern. Responses may take up to 15 minutes for processing before they are set to complete.

Complete: The number of student responses that have been scored and have passed our internal checks. It may take up
to two hours from the time a score is complete to when a sc&re is available within the reporting system.

\

The ltem Counts column indicates the number of student responses that are Available, In Process, or
Complete in Educator Scoring for a particular test session (shown above) or student (shown below).
When you hover the mouse over the Iltem Counts column, the following information displays:

Status Description

Available The number of student responses that are ready for scoring. It can take up to two
hours for responses to become available for scoring after a student completes testing.

In Process The number of student responses for which a score has been submitted, but are
being processed within the DRC scoring system. Responses take up to 15 minutes for
processing before they are set to Complete.

Complete  The number of student responses that have been scored and have passed DRC'’s
internal checks. It can take up to two hours from the time a score is complete until the
score is available within the reporting system.

\

# [nstructions
Last Name Status
(Al > E“'

Scoring Status - Screener (Screener Gr 9-12)
Grade Student 1D Content Area

Last Name First Name

0 available, 0 in

Thamton Gary L 1299876543  SPEAKING

7 fvailable: The number of student responses that are réﬁcl}-‘ for scoring. It can take up to 2 hours for responses to become
available for scoring from the time a student has completed testing.

In Process: The number of student responses for which a score has been submitted, but are currently still being processed
within the DRC scoring system. Responses may take up to 15 minutes for processing before they are set to complete.

Complete: The number of student responses that have been scored and have passed our internal checks. It may take up
to two hours from the time a score is complete to when a score is available within the reporting system.
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Selecting Responses to Score in WIDA AMS: Grades 1-3 Writing and
Grades 4-12 Handwritten Writing Responses (cont.)

The Session Status column indicates the status of the test session.

Status Description

Not Started The test session has not started.

In Progress The test session has started, but has not finished.
Completed The test session has finished.

DRCANSIGHT WIDA Assessment Management System

All Applications »

Screener Scoring

& Screener Scoring will all the user to score student test responses.

# Instructions

* Indicates reguired fields

Administration School

Screener - Maine [+]* |DRC UseXQnly - Sample Dlv]*  DRC Use Only - Sample S[v]
Domain Assessment Session

Screener []* (Al [+]

Session Detail
District Session Name 4 Assessment & A g‘:?én 4 EndDate 4 Item Counts Action
0 avallable,
??rsplrseDlos?:?;t ?:rgnlf:esgﬁgl Generic Grade 10 Screener Gr 912 Completed  9/27/2017 9/26/2018 grigce‘sst,ﬂ
complete
0 avg#dble,
e E:;pllfesmil_ GenericGrade 11 ScreenerGro-12 NotSterted  9/27/2017  9/26/2018 gr'oce‘sw A
complete
0 available,
g’?ﬁp‘l‘fmﬁ% Efnfp‘-l"ifﬁo';l' Generic Grade 12 | Screener Gr 0-12 | In Progress  9/27/2017 §/2018 gr?cess,a 3!
complete

4. To view a list of students within the test session, click the Show
Students icon (s)) in the Action column.
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Selecting Responses to Score in WIDA AMS: Grades 1-3 Writing and

Grades 4-12 Handwritten Writing Responses (cont.)

Click Refresh to display the updated items remaining
to be scored for a student or test session.

Instructions

Last Name Status
(Al

E Filter Clear Refresh

Last Name First Name Grade

Scoring Status - Screener (Screener Gr 9-12)

Content Area Item Counts

Thomnton Gary 09 1209876543 SPEAKING 0 available, Oin

process, 0 complete

Close

5. The Scoring Status window appears. From the list of students, select the student
whose writing you intend to score and click the Score Student icon (|_J) to
access the Screener Scoring application.

(D Important: You may score all student responses (not just grades 1-3 Writing and
grades 4—12 handwritten Writing responses) using this method of scoring student by
student. Alternately, once you have completed scoring grades 1-3 Writing and grades
4—12 handwritten Writing responses, you can use the method for scoring all students,
by test session, as described on page 136.
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Selecting Responses to Score in WIDA AMS: Grades 4-12 Writing and
Grades 1-12 Speaking

The following method describes how to score all student responses by test session. In order to use this
method, you MUST have completed scoring all grades 1-3 Writing and grades 4—12 handwritten Writing
responses.

DRC*INSIGI-'iT WIDA ASSESSMENT MANAGEMENT SYSTEM Welcome
All Applications =
General Information User Management Materials Student I i Test I Device Toolkit Report Delivery Screener Scoring Data validation
1. To enter Screener scores in WIDA AMS, from the
WIDA AMS All Applications menu bar, click Screener
Scoring to display the Screener Scoring page.
DRCANSIGHT® WIDA Assessment Management. System
All Applications »
Screener Scoring
! Screener Scoring will allow the user to score student test responses.
# Instructions
* Indicates required fields
Administration District School
Screener - Maine [+]* DRC Use Only - Sample D[»]* | DRC Use Only - Sample S[v]
Domain Assessment Session
Screener [e]*  |(aly
Session Detail
District Session Name A | Assessment 4 if:;ﬁ" A g‘;‘;_‘: A EndDate 4 Item Counts Action
0 gvalfahle,
EaRrEpLII:eozgrlr;t ?:;;:ESS:;Z Generic Grade 10 Screener Gr 9-12 | Completed 927/2017 9/26/2018 grg:ess,o m
complete
0 available,
?:rgp‘ﬁ)g:r';t' E:;p“l:gfr:::l' Generic Grade 11 Screener Gr9-12 NotStarted | 9/27/2017  9/26/2018 g e KA
complete
0 available,
R o D eaont”  GenerkcGradel2  ScreenerGro-12 InProgress  9/27/2017 9262018 Do Fy
complete
| Page 1 of 1 {3 items) < Prev[@]Next >
2. Locate the test session in Screener Scoring by 3. Search for the session and click
filtering by district, school, assessment, and test the Score Session icon (| ).
session and click Show Sessions. The test

sessions meeting the filter requirements appear
in the Session Detail grid.
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B Scoring Three scoring resources are available to score student responses for each
Resources for csloma}in, \lgfriting and?}pl)eaking‘t;ll“o giew an(; use these lr:e.:lstour(;:es, c(iick
Scoring Grades coring Resources. Then, use the Scoring Resources Filter drop-down menu

2 . to select the specific resources that you want to use (for a description of the
1G_3 ;Nnt4l.n%2and choices, see “Scoring Resources by Domain” on page 138).
rades 4—

Handwritten Educator Scoring swpaoz @Help
erting Grades 23 Playing Outdoors 816753

Project: EWDE02
Responses Lithocode: 990546089126

Scoring Resources: Showing 1 of 3
Scoring Resource Type: Scoring Guide

= Prev Current Mext ==

= Prev Scoring Resource Mext Scoring Resource ==

Response

Scoring Resources Filter: | All v

Scoring Resources Window:

Score (1 01+ 22+ 33+ &4 4+ 55+ 6

NonScorable

M

Important Notes The following are important items to remember about scoring resources.
About Scoring
Resources *  You can display Screener Scoring online help and the Image toolbar
functions by clicking the ?Help ( ¢ ) icon.

* The <<Prev Scoring Resource and Next Scoring Resource>>
buttons are enabled if you select the All option from the Scoring
Resources Filter. You can use these buttons to navigate between the
domain’s scoring resources.

» Ifyou check the Scoring Resources Window option, the scoring
resources open in a separate browser and you can refer to them while
scoring responses in Screener Scoring.

* Clicking Submit submits the score. It does not close the scoring
resources. To close the scoring resources, you must click Exit
Scoring when you finish your score session.
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Scoring Resources

You can select from the scoring resources shown in the table below.

by Domain
Domain [Scoring Resource Displays
Writing Supporting Passage Writing Tasks*
Anchor Anchor Responses*
Scoring Guide Writing Scoring Scale and How to Score
Speaking | Supporting Passage Speaking Tasks
Model Student Response | Model Student Responses
Scoring Guide Speaking Scoring Scale and Speaking
Score Points
Either All All three scoring resources for the
domain
Note: The <<Prev Scoring Resource and
Next Scoring Resource>> buttons are
enabled if All is selected.

Page 138

*For Grades 1-3 Writing, the Writing Tasks and Anchor Responses are
grouped together and each Writing Task and Anchor Response is labeled.
When scoring responses are selected, you can scroll through these scoring
resources to locate the appropriate one or use the Bookmark feature in the
upper-right hand corner.




Screener Scoring

Scoring Grades 1-3 Writing and Grades 4-12 Handwritten Writing Responses
in Screener Scoring

To enter Writing scores for grades 1-3 and handwritten Writing responses for grades 4-12 in Screener
Scoring, follow these steps.

1. Click Scoring Resources and use the Scoring Resources Filter drop-down menu to select the
specific resources that you want to use: Writing Tasks, Anchor Responses, and/or the Writing
Scoring Scale.

2. The question description identifies the writing 3. View the student’s handwritten response.
task the student is responding to. Select Then, select Scoring Guide from the Scoring
Supporting Passage from the Scoring Resources Filter drop-down menu and follow
Resources Filter drop-down menu to view the the steps described in the Writing Scoring Scale
complete Writing task. to score the response.

4. Evaluate the student’s handwritten response and preview the Anchor responses. Then, select the
appropriate score and click Submit.

Note: Since you selected a single student for scoring, no further student responses are shown and the
Screener Scoring application prompts you to log out of the working session.

To continue scoring responses, locate and select another student in WIDA AMS Screener Scoring (see
steps 1-5 starting on page 132).

@ The student has the Writing Test Booklet and will begin the Writing Test.

Score (1 1+ 224/ 313+ 4 &+ 5.5+ 6

NenScorable

N

5. To end the scoring session, click Exit Scoring. The system prompts you about whether you
want to log out for the day.

» If you select No, your session pauses and you can resume the same scoring session.

» If you select Yes, your session ends and the scores are submitted and locked so that
student reports may be produced.

!) Important: After you log out, Screener Scoring will not allow you to review or rescore
your submitted responses.

For more information, see “Exiting Screener Scoring” on page 145.
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Scoring Grades 4-12 Writing in Screener Scoring

To enter Writing scores for grades 4—12 into Screener Scoring, select a student and follow these steps.

1. To view the Writing tasks, anchor responses and the
Writing Scoring Scale, click Scoring Resources.

2. The question description identifies 3. View the student’s written response. Then, select
the writing task the student is Scoring Guide from the Scoring Resources Filter
responding to. Select Supporting drop-down menu and follow the steps described in
Passage from the Scoring the Writing Scoring Scale to score the response.
Resources Filter drop-down menu to Because the student used a keyboard for the response
view the complete Writing task. (grades 4—12), you will see the response on the screen.

@rep t BQAAQO GG @ [ragerofav /L@f@@ ELha ol 1o

Grades 62 My Favorite Day of the Week 728282 Question: Grades 68 My Favarite Day of the Week
Project: EWD808 Tag282

. [Favori Wonday
Lithocode: 990546089150 IFirst day of the week boek 16 work

E) Next

Scoring Reso\rees

Scoring Resources Filter: | All v

4. To enter the score, select one of the numeric score buttons near Score on the screen.
* To select a different score, select a different numeric score button.

» If the response is nonscorable according to the Writing Scoring Scale, click the N
near NonScorable on the screen.

Score 11+21+33+44+55+6\

The << Prev Page and Next Page >> buttons are

Nonscorable enabled if a Writing response exceeds a page, or if
N you are scoring an entire session. You can use these
buttons and/or the Page drop-down menu ( a1+ )

to navigate between pages and/or students.
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Scoring Grades 4-12 Writing in Screener Scoring (cont.)

5. If a Writing task has multiple parts, you will
see a Next button after each task. You will
evaluate each response and then award a
single score that reflects the highest level of
performance observed.

@ k BAAT WD [rageion v f@mgé@og@%@@@ﬁmm

Educator Scoring ewnaos

Grades 68 My Favorite Day of the Week 788282 Question: Grades 62 My Favorite Day of the Week
Project: EWD208 788282
Lithocode: 990546089150

E) Next

6. After you have entered all scores, click Submit. If you
have more responses to score, the next response
appears after you click Submit.
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Scoring Grades 4-12 Writing in Screener Scoring (cont.)

submitted. Click Next>> to move forward again.

!) Important: You can change scores during this review before logging out.

7. You can click <<Prev to view responses and review scores that you have

Educator Scoring ewnace

@uep R BAQHO D@

Pagelofl ¥

Grades 68 My Favorite Day of fhe Week 788282
Project: EWDBOB

Lithocode: 99054608915/

0y /R0 B THODIHARQIN

Scoring Resourees Filters | All

Question: Grades 68 My Favorite Day of the Week
788282

)

Next

whether you want to log out for the day.

same scoring session.

locked so that student reports may be produced.

review or rescore your submitted responses.

For more information, see “Exiting Screener Scoring” on page 145.

8. To end the scoring session, click Exit Scoring. The system prompts you about
If you select No, your session remains open and you can resume the

If you select Yes, your session ends and the scores are submitted and

! ) Important: After you log out, Screener Scoring will not allow you to
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Entering Speaking Scores into Screener Scoring

To enter Speaking scores into Screener Scoring, select a group of students (see page 136) and follow

these steps.

1. To review the Speaking tasks, model student responses, and the scoring guide for scoring student

responses, click Scoring Resources on the left side of the screen. You can listen to the model
student responses by selecting Model Student Response from the Scoring Resources Filter

drop-down menu. To learn more about scoring the response using the Speaking Scoring Scale, see

the Screener Online Test Administration Manual in the WIDA Training Course.

2. Click Play under Question: to listen to the student’s response.

» |If a Speaking task has only one part to evaluate before entering a score, you will see score
buttons for selecting your score.

» |If a Speaking task has a second part that must be evaluated as part of the score, you will
see a Next button applied to the Speaking task’s first part. Click Play to listen to the first part
and Next to move to the second part. Then, click Play again to listen to the second part.

Lithocode: 990546080172 P 004/00 ————y o) i

Educator Scoring ewoae @Help _ . o
Question: (fades 812 P1 School Lunch Tier A 698319
Grades 912 P1 School Lunch Tier A 698319
Project: EWDE0E

Score | NR AT | AD

Current

Rezponze Scoring Resources 0:00 / 0:00

Scoring Resources Filter: | All v

\

3. After you have listened to the student’s response to the task, enter the score by
selecting one of the score buttons on the right side of the screen. To select a different
score, select a different score button.

» |f the student does not respond, or does not respond in English, click NR (No
Response [in English]).

» |If a Speaking task has multiple parts, multiple sets of score buttons will appear.
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Entering Speaking Scores into Screener Scoring (cont.)

4. After you have entered a score for all scorable
Speaking parts, click Submit. If you have more
responses to score, the next response will appear
after you click Submit.

Note: You may replay any Speaking response as
many times as necessary before submitting the
scores for the scoring session.

\

5. To score additional responses
within the filters set for the
scoring session, click Next>>.

Educator ScoXing swosoz @Help

Question: Grades 12 chool Lunch Tier A6%8319

Grades 912 P1 School\Lunch Tier A 698319
Project: EWD808

Lithocode: 990546089174 004/004 e—————— ‘D E

Scoring Resources 0:00 / 0:00

Scoring Resources Fiker: | A ¥

Score | NR | AT ' AD

before logging out.

6. You can click <<Prev to view responses and review scores that you have
submitted. Click Next>> to move forward again.

1) Important: You can change scores during this review

want to log out for the day.

student reports may be produced.

7. To end the scoring session, click Exit Scoring. The system prompts you about whether you

+ If you select No, your session pauses and you can resume the same scoring session.

+ If you select Yes, your session ends and the scores are submitted and locked so that

!) Important: After you log out, Screener Scoring will not allow you to review or rescore your
submitted responses. For more information, see “Exiting Screener Scoring” on page 145.
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Exiting Screener Scoring

When you exit or end a Screener Scoring session, the WIDA AMS Screener Scoring page reappears
with a blank Session Detail grid. You can click Show Sessions to refresh the grid and display the latest
information.

DRCINSIGHT® WIDA Assessment Management System @ Welcome

All Applications »

Screener Scoring
W Screener Scoring will allow the user to score student test responses.

® Instructions

* Indicates required fields

Administration District scheol

Screener - Maine E ¥ DRC Use Only - Sample DE‘ ¥ DRC Use Only - Sample SIZ‘
Domain Assessment Session
Screener * (AllY

Session Detail

Bex

Sessior egin
S Date

District 4 School 4 Session Name 4 Assessment 4 Htatu»‘n 4 4 EndDate 4 Ttem Counts Action

Please click 'Show Session’ to refresh the session detail grid

When you exit or end a Screener Scoring session, the Screener Scoring page reappears
with a blank Session Detail grid. The filters from the previous search remain populated.
Click Show Sessions to refresh the grid and display the latest information.
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Report Delivery
Menu

B Introduction

From the Report Delivery menu, WIDA AMS users can download status
reports, reports detailing online testing statistics, test score result reports,
and on-demand reports.

!) Important: Verify that you are using the correct administration—
ACCESS for ELLs (for the correct year) or WIDA Screener Online.
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Menu

Status Reports

WIDA AMS provides a number of status reports that you can use to track testing activity for a test
administration in a particular district and school. During testing, these reports are updated daily at the end of
each testing day for the online assessments. For details about the contents of the status reports, see the table
on the following page.

All Applications »

Report Delivery On-Demand Reports | Online Testing Statistics | Status Reports | Test Results

1. To display status reports, click Report Delivery from the WIDA
AMS All Applications menu bar and Status Reports from the
Report Delivery menu to display the Status Reports page.

2. Select an administration
from the drop-down menu.

Statys Reports /
Status'Reports display various reports that track testing activity for a test administration and particular district and/or
school.
* Indicates requireN fields

District School
*  |DRC Use Only - Sample Ol (All) [v]

Administration
Screener - Maine

Reports
Description 4 Action

Displays/All students in a test session, regardless of
whethgf they have started the test session or not. Shows E

Daily Cumulative Student Status Report the tgt status for each student, including start and
subynit times, the ticket status, assigned accommodations
3yfd has a comment field.

Displays each student that logs into a test. Shows the
test start and submit times, test ticket status and has 2
comment field. This report does not contain any
‘cumulative test activity for the student.

Displays information about schools that have unusual
resat/unlock activity.

Displays information about students that have unusual E
Daily Student Ressts Repart S g

Daily Student Status Repart

Daily School Resets Report

Displays information about students with unusual login

activity. Shows the number of times the student logged E
in, a5 well the cumulative result of all attempted logins

by the student.

Displays the duration in which students completed the
Daily State Summary of Test Tipfes Report test. This report shows district-wide data for each grade
and content area.

Daily Excessive Logins Repart

3. You can use the District and School
drop-down menus to filter the
display. Then, you can select any
status report to display.

4. Click the Open Report icon () to display
a report. The Description column contains a
brief description of each report.
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Status Reports (cont.)

The following table lists and describes each status report that WIDA AMS provides. These reports are
updated daily at the end of each testing day for the online assessments.

Report

Description

Daily Cumulative

This report displays all students in a test session, regardless of whether they have started

Student Status Report | the test session. It shows the test status for each student, including the start and submit
times, the ticket status, and the assigned accommodations. The report also contains a
comment field.

Daily Student Status Each student who logs in to a test appears on this report. The report is in Excel format and

Report displays the test start and submit times and the test ticket status, and provides a field for a

user to enter comments. (For example, a user might enter a comment that a student had to
stop testing that day due to illness.)

Daily Excessive Logins
Report

This report displays information about students who have logged in more than five times
to the system. A login is recorded when a student logs in with the original test ticket.

*  The Login field displays the number of times the student logged in for the day the
report was run.

*  The Cumulative field displays the total number of attempted log-ins by the student,
regardless of the day.

e The Date field is the date on which the student reached five attempts.

Daily State Summary of
Test Times Report

This report displays district-wide data for each grade and content area.

* The time span is determined by using the log-in time and the time when the student
selected to end the test.

*  The Count field displays the total number of tests started and ended throughout the
testing window.

Testing Status by School

Weekly District Report | This report displays the number of tests started and ended at a district level for each
week* of testing.
District Report of This report displays the number of tests started and the number of tests ended for a district

and a school** or for a grade and a domain.

*The Week field represents the numerical week in the current calendar year. For example, ‘4’ indicates the fourth
week of the 52-week calendar year.

**The district-and-school report appears after the first student for that district and school logs in to the test.
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Menu

Online Testing Statistics Reports

From the Report Delivery menu, you can display Online Testing Statistics reports by student/grade or

district/date.

All Applications »

Report Delivery On-Demand Reports | Online Testing Statistics | Status Reports | Test Results

You can view the previous
day’s reports or a
cumulative set of reports.

Click Report Delivery from the WIDA
AMS All Applications menu bar and
Online Testing Statistics from the
Report Delivery menu to display the
Online Testing Statistics page.

Online

Screener - Maine

Cumulative | Yesterday .
Cumulative

Student / Grade District / Date

sting Statistics

Total

All Tests

Test Started Count Test Ended Count

4 Test Started Count Test Ended Count

No Tests found for this Administration ‘

By Grade

4 Test Started Count Test Ended Count

No Tests found for this Administration ‘

Domain 4 Grade

By Domain and Grade
4 Test Started Count

Test Ended Count

No Tests found for this Administration

Online Statigtics display counts for Tests started and ended for a specific Administration. Counts are cumulative or for
previous day\and divided by All Tests, Subject, Grade or Subject and Grade.

You can view reports by
student and grade, or
by district and date.

Click Export to export a report in a

to download into a spreadsheet.

comma-separated values (.csv) format
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Test Results Reports

From the Report Delivery menu, WIDA AMS users can view reports showing test results for the ACCESS
for ELLs suite of assessments. The permissions to view test results (Reports—View District Files, View
Reports—Download—District/School, View Dynamic Reports) are typically assigned to the District Test
Coordinator. Permissions may be distributed to school users in accordance with state and district policy.

| ) Important:
WIDA AMS allows District Test Coordinators to view both district-level and school-level reporting.

School users may view school-level reporting only. Test Administrators may not view reports. To
view reports, you must be a district or school user.

*  WIDA Screener Online test results are not posted under Test Results. For instructions about
accessing WIDA Screener Online results, see “On-Demand Reports™ on page 155.

All Applications »
Report Delivery On-Demand Reports | Online Testing Statistics | Status Reports | Test Results

1. Click Report Delivery from the WIDA
AMS All Applications menu bar and Test
Results from the Report Delivery menu
to display the Test Results page.

/

Al Applications » /
Report Delivery Manage Reports | On-Demand Reports | Online Testing Stafistics | Status Reports | Test Resuls

Test Results

. Test Results allows the user to search for various reports showing test results. The user can view or download the report data.
Administration
WS ACCESS for ELLs 2.0 - 201[x]

District School Report
DRC Use Only - Sanle] DRC Use Only - EISL]  [(all) L]

Show Reports ‘ ‘ Download Reparts |

2. You can use the Administration, District,
School, and Report drop-down menus
to filter the display. Then, click Show
Reports to display the report.

3. Click Download Reports to download
reports in a compressed (.zip) file format.
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Menu

Displaying Test Results

From the Test Results page, WIDA AMS users can view, download, or print district-level and school-level
report data.

All Applications »

Report Delivery On-Demand Reports | Online Testing Statistics | Status Reports | Test Results

1. To view or print district-level reports, click Report
Delivery from the WIDA AMS All Applications menu
bar and Test Results from the Report Delivery menu
to display the Test Results page.

Test Results

Test Results allows the user to search for various reports showing test results. The user
can view or download the report data.

ot

Administration
ME ACCESS for ELLs B!

District School Report
DRC Use Only - Sam[¥]  (All) [¥] [ [¥]

Show Reg_orts Download Regorts

Drag a column header here to group by that column

Reports ‘

Administration Report Title District 4 School A Date ¥ Save/Download

Choose from the above filters and click on 'Show Reports' to view matching 'Reports’ ‘

Page 152



Report Delivery
Menu

Displaying Test Results (cont.)

Test Results

Test Results allows the user to search for various reports showing test results. The user
can view or download the report data.

Administration

ME ACCESS for ELLs E|
District School Report
DRC Use Only - sam[¥| | (al) [ an [v]

Show Reports Download Reports

mn header here to group by that column

Administration Report: Title District A School A Date ¥ Save/Download

Chpose from the above filters and click on 'Show Reports' to view matching 'Reports'

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

» To view district-level reporting data (for example, the Student Response file and District
Frequency report), select a district and select All for the school.

» To view school-level reporting data (for example, the School Frequency report), select
both a district and a school (required).

Note: For the WIDA Screener Online administration results are not posted under Test Results.
For both district-level and school-level users, school-level reporting is available from on-demand
reports (see “On-Demand Reports” on page 155).
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Displaying Test Results (cont.)

Test Results

Test Results allows the user to search for various reports showing test results. The user can view or
download the report data.

Administration

ME ACCESS for ELLs ]

District School Report

DRC Use Only - SarE| (Ally B Test Results Iﬂ
Show Reporis Download Reports

Reports

Administration District 4 School 4 Date i loac

ACCESS for ELLs 2)0 -2017-2018 -Maine TestResults = ACCESS for ELLs 2.0 Student Response File 1/26f2016 E@

To sort the Reports grid by column
headings, double-click the header.

Test Results

4 Test Results allows the user to search for various reports showing test results. The user can view or download the report data.

Admini:

)

District Schaal Report
DRC Use Only - Samdyl] A1 [l estResults =]

Show Reports | | Downlosd Reports

To group the reports by header, click
and drag a column header from the
dark-blue header row to the gray
header row at the top of the chart.

Test Results

esults allows the user to search for various reports shewing test results. The user can view or download the report data.
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On-Demand Reports

You use the On-Demand Reports page to access all WIDA Screener Online student reports and the translated
student reports for the ACCESS for ELLs suite of assessments.

* A WIDA Screener Online report becomes available after the educator completes scoring all of the
student’s responses.

* ACCESS for ELLs translated reports become available the same day that English reports and data files
become available (this varies by state—see your state’s page on the WIDA website.)

Note: To access on-demand reports, you must have the View Dynamic Reports permission for the
appropriate administration(s): ACCESS for ELLs and/or WIDA Screener Online. This permission is
typically provided to District Test Coordinators and School Test Coordinators, who may distribute it
according to district and state policy.

All Applications »

Report Delivery on- D\nd Reports | Online Testing Statistics | Status Reports | Test Results

= To view on-demand reports, click On-Demand Reports in the Report
Delivery menu to display the On-Demand Reports page.

On-Demand Reports

“¢ On-Demand Reports allows the user to search for Student Reports. The user can open or save the pdf reports.

4 ins;r;gg;; ONs
* Indicates required fields
Administration District School
ME ACCESS for ELLs  [¥|* | DRC Use Only - Sample [[¥|*  DRC Use Only - Sample <[+ "
Report Language Grade
Sample WIDA ISR [¥]*  [English )" |cam [¥]
Last Name First Name
State Student ID Session

Last Name Frrst Name State Studant Date Of Bith Grade Action

a r 111211111111111 02 l [Ih:l
Aaron Robertson 111111111111111 01 l E iE
Robertson Asron 123412341234441 05 v E

Robertson Aaron 123412341341234 03 l [E

Rabertson Aaronaaron 212838482834234 02 EE

Robfrtsonf Aaroadfad 1234443234 01/202001 03 l IE

test aaron 111111111112211 03 [? E

O Selected Save Selected
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On-Demand Reports (cont.)

2. Select the administration, and use the District, School, Report, Language, and Grade

drop-down menus, and the Last Name, First Name, State Student ID, and Session fields
to filter the display. When you click Find Students, the student records that meet your
criteria appear in the Students grid.

Note: WIDA Screener Online reports are not available in languages other than English.

You can click Clear to clear
your last group of filtering
specifications.

On-Demand Reports

' On-Demand Reports allows: the w to zearch for Student Reports. The user ¢ open or tave tha pdf reporta.

* ins;ryg;lgns
* Indicates required fields

Administration
Screener ME

District
DRC Use Only - Sample [|¥)/

chool
DRC Use Only - Sample <[ *

Grade

1 ) [

Report
Sample WIDA ISR

Language
[*]* | English

Last Name First Name

You can use the column headers and
the Up () and Down () arrows to
sort the Students grid by heading in
ascending or descending order.

Find Students Clear

Last Name rst Name State StudentiD Date Of Birth Grade Action

a r 1112111111111 02 g ; i‘* -
. -

Aaron Robertson 111111111111111 (1]} l:? E

Robertson Asron 123412341234441 05 | E

Robertson Aaron 123412341341234 03 il E
Robertson Agronaaron 212838482834234 02 [ i E
Robfrtsonf Aaroadfad 1234443234 01/20/2001 03 i .

test aaron 111111131182211 03 [? liE

0 Selected Save Selected

3. Select one or more students whose reports you want to open or
save by checking the checkbox next to their name(s).Click Open
Selected and Save Selected to open or save reports as PDF files.
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