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Local Assessments

Staff members with the Data Administrator role can create assessments for the district, while staff members with the
Campus Administrator role can create assessments for their campus.

CONFIGURING Test types can be created to help organize tests on the Analyze Tab.
TEST TYPES

e From the Manage Tab,

. Hhsiobecsaware | | Create a Test Type
select Configure Test S =i
T es Student Assessment En‘tje;_kg(e ﬁﬂ: for the new test type
yp f“; [ Administer Tests et
< % Test Type Title:
< |, Configure Test Types
e Choose Add a Test . Sl
N [Ed Approve Questions
Type in the lower-left § @ resnoecptes
corner @ Data Management
o Upload Test Files
* tEmi[etr a nar;jekfﬁlr thte é (G Configuration Options = k
| X @
aensd |¥|?1e|,s ﬁ ¢ € = Student Monitoring
B =] student Forms
% ® Student Inventory
4

@ Manage CAP
Student Journal Actions

B student Monitor Groups

Manage

Click Next > to continue.

Test Type Options @ @

& Add a Test Type

e Select the appropriate view options for the test type:
v' Allow teachers to view the test — teacher will be able to view and analyze the test
v" Show test data on the student information Tests tab — the test will be listed on the Tests and Scores Tab
on the student’s profile
v' Enable summarization on the Analyze tab — the test will be able to be analyzed on the Analyze Tab

Test Types b save

Use the options below to configure this test type.

District Relesse TAKS

N
A
[y, CBAs
: Research Based Assessments

Research Based Assessments
[¥] ASow teachers to view this test

[V] show test data cn the student information Tests tab

[ -y o 2
L¥) Enable summarization on the Analyze tab

Page 1 eduphoria!
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CREATING A TEST

Assessment
Wizard

1. From the Manage Tab in Aware,
choose Administer Tests and
select Create a Test

i

&‘g;. p——— -

Test Administration

| 4 Administer Tests

R, Configure Test Types
I8 Approve Questons
8 Assign Delegates

Aware Management
3 Upload Test Fles

) Link to Other Data
{& Configuration Options
|7 Student Forms

¥ Student Inventory

Student Monitoring

£ Intervention Componeants
** Intervention Programs
" Student Jounal Actions
&, Student Moritor Groups

Testing Options
| Create a Test

2. Inthe New Local Assessment
Wizard, select from the
following options:

e Create a quick test key —
use this option when a test
booklet will not be created

e Create a new blank test —
use this option when a test
booklet will be printed and
answer documents
generated

e Copy an existing test — use
this option to copy an
existing test

o Copy a state-released test
— use this option to copy a
TEA state-released test
key

3. Click Next

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.

Create a Test

Would you like to copy an existing test administration or create a new one?

(O create a quick test key

(*) Create a new blank test

{::' Copy an existing test

O Copy a state-released test

Page 2
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4. Enter and select the following:
o Title

e Start Date — the first day teachers can begin printing answer documents
e End Date — the last day teachers can print answer documents

e TestType

e Grade Level

Note: The start and end dates only affect a teacher’s ability to print answer documents. The dates do not affect
scanning.

5. Click Next

l'est Details
Enter the tithe and dates fior e benchmark adminstrabon:

Tithe:

I
Start Date:

A0

g

End Date:
452010

<

Test Type
Ressarch Based LAssessments b

Grade Level
Eighth w

6. Select the campuses that will
participate in the test

Select Campuses
Note: All the campuses do not need to be

selected on this step. Once the test is Select the campuses that will participate in this benchmark test:
created, the grade level can be filtered

and only the campuses associated with
that grade level will be listed. Then, all [] admiristration
the campuses that meet that filter criteria

Select Campuses:

o Benitez School
can be selected at once by clicking the [¥Benitez Schoo
Select All button. Crabtree School
Note: Campus Administrators will not Harris Schoal
see this step and will be taken directly to [ sheehan Schoal
step 7.

F Spurrier High School
7. Click Next I:' Stout School

[l zFormer Employees

Page 3 eduphoria!
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8. Select the primary course
associated with the test

Select a Course

Note: If multiple courses need to be Selact e priwiary course aasodoted with s test
associated with the test, additional
courses can be selected in a later step. B (& Mdde Scol

& O Agnadture Soence and Technology
@ 3 Busness

@ 3 Career Crientation

3 Engish

9. Click Next and Finish @ [ Est

@ ) Fine Arts

®

@ ) Health
@ 3 Home Economis

& L Industral Technology

il

L Mathematics
88 Msthematics, Grade 6
88 Mathematics, Grade 7
£8 Mathematics, Grade 8
@ [ Physical Education

@ 3 Soence

Page 4 eduphorial
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Local Test Administration Controls

Saveicon
Click this icon when changes are made to the test.

Print icon
e Print Test Booklet — if the actual test questions are entered, the test can be printed.
e Print Test Key — once the key is created and associated with the correct SEs, the key can be printed along with the
scoring guide (if applicable).

Delete Test icon
This option should only be used if the test needs to be completely deleted. All results associated with the test will be

deleted as well.

Pending
When a test key is created, the status is Pending. The test should remain pending until all the questions are
associated with TEKS and the campus and students are selected for the test. The teachers will not be able to print
answer documents while a test is pending; however anyone with Data Administrator, Campus Administrator, or the
Benchmark Printer role will be able to print at any time.

Active
Once the key is entered, associated with SEs, and campuses and students selected, the test should be made Active.
Teachers will only be able to print answer documents when the test is active, the current date falls within the start and
end date, and their campus and students have been selected.

Archived
Once the test is completed and ALL documents have been scanned, the test should be archived. Archiving does not
prevent the test from being analyzed, but no other answer documents can be scanned in for this test. Itis
recommended that all tests be archived before the next school year. If a test is ever reused, it should be copied from
the archive so that it can be associated with new students for the current year.

Note: Once a test is archived, it can be unarchived by selecting it from the archived section and selecting Pending or
Active.

b save (aPrint -| b4 §l pendng B Active [} Archived

Print Test Booklet
A

%
jul Print Test Key l
J tabs below to modify the test admnistration

Page 5 eduphoria!
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General Tab The General Tab contains general information for the assessment.

Test Name
The test name can be changed before, during, or after the test administration.

Test Type
The test will be organized by test type on the Analyze Tab.

Subject Area
The subject area should already be selected based on the primary course chosen when the key was created.

Grade Level
The grade level will reflect the appropriate grade level that was chosen in the wizard. (A state-released test should

have correct grade level already selected.)

Met Expectation Score
Enter the percentage of correct questions for the met expectations value of the assessment.

Commended Score
Enter the percentage of correct questions for the commended level of the assessment.

Instructions
Instructions for the test can be entered here. The instructions will appear on the second page of the test booklet.

Notes
Any notes for the test can be entered here. Notes are only viewed by assessment administrators.

Hsave Lpint - 3 §ill Fendng I Aceve B Arcnved

.Z Salect Fiformabon i the Labs Bslon 16 modify the test sdmemetr abon

General Comcyiom ~ Questors Campses Students | Admnisirabon

% Grade Math Aessarch Baced dcsecoments | W
Thd i B gt anes the el will b deplayed undes Slpct this primary g e Bvel,
Mathemascs » | | Bighth -
The soores ksbed below are used o caloulabe $he met snd commended levels for ths test, This test was ceated by

Mit: %%  Commended: 100 2 Adminsstrator, Willkam

Blowy wibis £ & ey netruchiord for ths tesl ademmatralion, [ParucSons wil aapes o e secord page of e el baskiet,

Page 6 eduphoria!
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Curriculum Tab  The Curriculum Tab is used only when more than one course is associated with a test.

e Click Add Course
e Select an additional course to associate with the test
e Click Add Course

The additional courses will be available to choose from when associating SEs to questions on the Questions Tab.

Hseve ares - M i Pesing [ st [ At

@ Select Fiforrmaton n the taks beloe b modfy the test adrwrsraton
Gengral | Cumcuum | Questions Campuses | Students | Adminstraton

Courses are used| to provide: student expectason and objectve nformabon to the test. They also can provide Bems Srom the item bank. Select
mssodated courses below,

# [ Fret Arts Cancel Add
H [ Health
§ [ Heene Egoromisg
B L3 Inchatrial Techralogy
= L MaTermabcs
B Mathematics, Grade §
B Mathemabios, Grade 7
LR Mathemabos, Grade 8

¥ 3 Physcal Educabon s

Questions This tab allows the testing administrator to create and format questions for the test builder. This also includes
Tab TEK SE alignment..

Choose the Text Style of the Test ] - - -
Booklet il il @ iJ

e A — Elementary Booklet

e A-Secondary Booklet
e m— Modified Booklet Wsors 2ot ) 8
e s — Simple Booklet (Answer Key =
Only) 3 Select ndormation i the tabs below to modfy the test admnstraton

Genersl  Curricdm  Questions  Campuses Shudents Adewmtratbon
o‘dQ"‘w TextSivle: Al Al m (s N Aterrate

Add Questions or Resources

. . What type of question wo
e Click Add Question SHELTING OF qarie o
. vou like to create?
e Choose the type of question to 3
add =1

Numenical Response
Constructed Response
Resource

Page 7 eduphoria!
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Question Types

e Selected Response — multiple
choice or multiple selection

o The Question Tab is used to
enter the content of the
guestion and the answer
choices as well as select the
correct response. The
answer choices can also be
added, deleted, or reordered.

o The Options Tab is used to
select the format, layout, and
other options for the question
including question weight.
Question weight also can be
used to omit a question.

Note: If the multiple
selection option is chosen,
the student's answer must
match the multiple answers
exactly. For example, if the
answer is a and c, then the
student must bubble in a and
c to get the answer correct.

The Standards and Resources Tabs are
consistent for all question types and will be
explained in a different section

e Numerical Response —
griddable

o The Question Tab is
used to enter the
content of the
question and correct
numerical response.

Note: The number

T Uobed  Hasdendi Erioaiey
b Wk -
1 I 1
R o
i o
‘ Les o
i o
L]
Chseson Opbons Siandacds Resources
Question Formats | w ke Choie e
Layrout: ) Hatf-width O Ful-widith
Page Break: AT r
Spacing Below: fi s e
Difficulty: Easy nr
Comiplexity: Low b
Bloom s ok Set w
Quiestiom Weight: 1 fe—
Question Options  Standards = Resources
b (4 W b (B @ 3 E

2 Tvpe, paste or insert the question content here.

limit for fixed decimal 12349
numerical responses
is 9999.999 — (-
)9999.999.
Page 8 eduphoria!
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o The Options Tab
allows the test
administrator to
select floating or
fixed decimal point
and the number of
decimal places for
the numerical
response, along with
other question
options.

Use floating decimal point:
Decimal places before:
Decimal places after:
Allow negative values:
Layout:

Page Break:

Spacing Below:
Language:

Modified:

Difficulty:

Complexity:

Bloom's:

Question Weight:

Question Options Standards Resources

Fixed decimal point -
Fixed decimal point

Floating dedmal point

3 -
O

©) Half-width @ Full-width
MNone -
5 lines -
Mot Set -
Mot Set -
Easy -
Low -
Mot Set -
1 times

Constructed Response -
open-ended items that the
teacher scores using a score
range

o The Question Tab is
used to enter the
content of the
guestion and the
scoring guide.

o The Options Tab
allows the test
administrator to
select the score
range, the auto fail
score, and other
formatting options.

B (7] W &

Enter Scoring Gu

Queston  Options  Standards  Resources

-

4 Enter Question Text

lide

Question Opbons Standards Resouross

Score Range: i o
Auito Faik ek [0

Numiber Of Rows: |

Lines: [¥] Drawe brvss: on answer document
Text Width: 58 v
Layout: @ Haifaidth O Full-widih

Page Break: Hone -
Spacing Below: & hnes ~
Difficulty: Easy 3
Complexity: Liwr -
Bloom's: Mot Set ~
Question Weightz 1 Pa—

-

Page 9
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Resource — A resource can be a
reading passage or graphic that
has multiple questions
referencing the passage or
graphic

o The Question Tab is
used to enter the title of
the resource and the
resource text and/or
attach image(s).

o The Options Tab allows
the test administrator to
format the layout of the
resource.

9

Question  Opbons

Standards

Enter Resource Text

Quiestion Options

Layout:

Page Break:
Spacing Below:
Difficulty:
Complexity:
Bloom's:

Question Weight:

Standards

(O Half-width & Full-Width

Mone

6 lines
Easy
Low
Mot Set

1 times

b

W

W

Equation Editor

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.

To insert an equation into either
the question text or responses,
click that field to activate where
you would like the equation
inserted. (The cursor will
actively blink when you have
clicked the cell.)

Click the insert equation
button to open the equation
editor.

Choose the tab for the equation
type and then choose the
individual item to place it in the
workspace.

Fill in the characters that need to
be in the equation.

Click insert equation to place the
equation into the place where
the cursor was blinking in the
guestion editor.

You can use a combination of
multiple equation types within
the equation editor.

Once the equation is in the
guestion editor you can resize it
as you would an image.

Queston  Options  Standards ~ Resources

DUk EEEE =4

1

# © Response 1 (]
# © Response 2 Q
# © Response 3 []
# © Response 4 Q
©
) Remove @ Cancel @ Finished
Question | Options | Standards Resﬂ""?ﬂ. & Snitch Appl
EEE 8 EEEE =5
1 0o ol
1080 @lol|sin | J& | wr [ 57
# © Response 1 on
$© Response2 RCIE ] @D 0@ ,_, G38 det v
# © Response 3
# © Response 4
CLESS Cancel
—
Page 10
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Associate TEKS

Within the question editor, select
the Standards Tab

If the test is associated with
multiple courses, select the
correct course from the drop-
down menu

Choose the correct SE in the list
and either double click to add
the standard or click the Select
Standard button

OR

Search for the SE by typing a
keyword into the text box,
clicking the magnifying glass on
the right, and choosing the SE.
Then, either double click to add
the standard or click the Select
Standard button

Associate Process Standards

To further analyze a question, a
process standard can be chosen
by clicking the Select New
Process Standard button

Question  Options  Standards  Resources

Course:
Mathematics, Grade 4 v Student Expectatons v

3 4.4.1(A) - use place value to read

» 4.4.1(8) -
) Pl

D 44.2(A) -us
) 4.4.2(8) -mo
) 4.4.2(C) - compare ¢
) 4.4.2(0) - relate de

D) 443(A) - use

[ 4.4.3(8) - o

(D 4.4.4(A)
) 4.4.4(8) - repres

() 4.4.4(C) - rec

[ 4.4.4(D) - use muit
) 4.4.4(€) - us:
N AACIAY Lrramd

D Select Standard

O Remove © Cancel @ Finished

eewnon | Opiord  Fnderds  Resuroes

DEKS Shuserl Eapeictafinngd 4,4, 4] vl SiruFele oE0e0H il SO Sotes 15 dive e el sl W albes
Prowens Slisbosl Epriathen: 4 4 37, (vaee sl oie Yalbetd uire [ ele oie sl il setes
WAKS Dbt ol Sisi0aied TR Pt

o e e Staneed o et M Pt St

D Revce & Corcel () Prirad

Associate a Question to a Resource

To associate a question to a
resource, click the Resources
Tab and select the check box
next to the correct resource

Question Options Standards Resources

Select the resources from the list below that this question references.
[#] This is the Resource

Page 11 eduphoria!
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17 A prwmmmid e ko il =
i * &%

e To edit the entire question, click —

- // v
the N button | /

u.lb-loyl-n-ru--cu- Under ihai
i layer of & cubes sTanged in s
squars. The thud layer haa @ cubes

R T T Sy ——

Edit a Question

You can also use the blue arrows o i
the ik layes?
LI to reorder questions .

Add a Question by Seaching the Item Bank(s)

*  Onthe Questions Tab, click B T e e o e e e oot vt 1
L search Item Bank e e e e s o el model.
' to activate the search 320 B compors o e oty v s e it
item bank interface. 53] 2 g et e 8 the ot ot o et ey and picorlmodek,
e There are many search options for finding
item bank questions. Click the ¥ toshow | 7~ =
all of the searching options. Fill out your e ¢ = o
criteria and click Search Item Bank. Seected Response 16 0 Wecdum o
- - - ﬁ Sean:hing Selected Response 4,10(A) 0 Medium Low
e While searching, you will see — ’ e e
in the bottom left of the window. ==L EELY 4 tedim o
e Once items appear, you can click ¥ to e ’ e -
Selected Response 4.2(0) 0 Easy Low
preview the item and o to add the item to Selected Response s 10(8) 0 Medum Low
your test. Selected Response 4,200) 0 Medium Low
e Once the item is added to the test, it can be

@, Search Item Bank  Reset

Banks: All
Objective:  All
Difficulty: All
Complexity: Al
Blooms: All
Type: Al
Language:  All
Modified: All
A4
v
v
v
v
A4
v
v
v

o 000000 0 O (

Fl

4744 4 4 44

m

X Close

edited like any other item.

Add a Resource by Searching the Item Bank(s)

e On the Questions Tab, click ‘ e — e - .:.,,. ,.,.
2L, Search Resources ) - v W .
' to activate the search . oMear M .
resources interface. o om0 o :1'1..‘”:.‘;‘.‘.“ .’.f o Ml ek ion ks =
e There are many search options for finding I N i s ) et o oo womr 4 -
Moafec el -
resources. Click the ¥ to show all of the e Ooge v
searching options. Fill out your criteria and S 2 v
click Search Resources. =" ARk 6 - o i
. . . ﬁ Searching Constucted Resporse  4RCK) ¢ sy Low v o
e While searching, you will see Sk e el % = e v O
in the bottom left of the window. T ——— -
e Once resources appear you can preview the TP R = . T v o
resources and related question items by iR e = i = ve
clicking the corresponding ¥ 10 preview. Sobecomt vrron i &1 Eamy v o
e |If a question is added, the associated sekect Resporse aam 2 ey o v O
resource will automatically be added to the et famnres w ey vo "
assessment. xoxi
* |tem Bank availability and amount of items
depends on subscription and rights. Also, not all
banks have metadata that allow for all of the
advanced searching options. If no items result from
your search, try minimizing your options.
Page 12 eduphoria!
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Make Corrections to a Key
e Choose a different radio button next to the correct response

Click Finished

[ ]
e Repeat this process for each question
¢ If any answer documents have already been scored, click the Rescore button on the Students Tab

General

9 Re-5core

Curriculum

Questions Campuses

b Delete Answer Sheet

Students

Administration

Alternating Lettering

By default, alternating lettering is turned on which means that the answer choices will be ABCD, FGHJ.

answer choices on a test to ABCD, ABCD, click the

4| Alternate
) button.
General Curriculum Questions Campuses Students Administration
€9 Add Question | TextStvle: [A] (A] (m| (5] [%] Alternate

Campuses Tab The Campuses Tab is used to select the campuses that are associated with the test.

To change the

All campuses that are
associated with the test
need to be checked.

Either select all
campuses from the list, or
filter by grade level to see
a list of only those
campuses that teach that
grade level and click
Select All.

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.

General Curriculum Questions

Campuses

Students Administration

Select the campuses that will participate in this test.

g Filter Campuses:
e Any Grade Level

Blue Elementary

[ colors Administration
Green Elementary
O Orange Middle Schoaol

v | @ select Al @) Clear

Purple Elementary
[IRed High Schoal
[ white Intermediate
Yelow Elementary

Page 13
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Students Tab

The Students Tab is used to associate students to a test.

Assign students to a test — there are
four ways a student can be assigned to
a test:

1.

Students in selected courses —
select the appropriate roster
courses for the test

Students by their
homeroom/advisor teachers — for
each campus, select the
homeroom/advisor teachers for the
test

All students in the test’s grade
level — if all students for an entire
grade will be taking the test and
answer documents do not need to
be organized by courses or
teachers, this option can be used.
This option is generally used for a
“mock” TAKS test situation.

Note: Only the test administrator
can print answer documents by
grade level.

Selected teachers for printing — for
each campus, select the teacher
associated with the test. If this
option is selected, benchmark
printers and administrators will not
be able to print answer documents
for the teacher. Only the teacher
will be able to print the answer
documents.

Student Filtering

KHsave ‘aprint - 3

;’/ ‘ Select information in the tabs below to modify the test administration

General Curriculum Questions Campuses Students Administration

(] b Delete Answer Sheet

This test is assigned to. ..
{(®) students in selected courses

(D students by their home roomfadvisor teachers
() all students in the test's grade level

O all students at selected Campuses

) selected teachers for printing

Subject Area:
Mathematics

Roster Courses:
[C1(GR2_MTH) Math Grade 2
[1{GR3_MTH) Math Grade 3
(GR4_MTH) Math Grade 4
[]{GR5_MTH) Math Grade 5

Student filtering limits printing of answer documents by program status, form, grade level, or monitor group. If multiple filters
are applied across the same filtering category, students can meet either criterion selected. For example, if At Risk and
Section 504 are selected, any students who are At Risk OR Section 504 will be included. However, if Third grade is also
selected, only Third grade At Risk OR Third grade Section 504 students will be included.

Rescore a Test

Rescoring can be used if:
e The met or commended level needs to be changed

The key needs to be corrected

[ ]
e Question weighting needs to be changed
e The question needs to be associated with a different SE or process standard

Page 14 eduphoria!
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Clear Answer Documents

There are two ways that answer documents can be cleared/deleted:

e By student — If a student’'s answer document was accidentally scanned and the score needs to be removed, click
the Delete Answer Sheet icon and select the student from the list and choose Remove. If a student’'s answer
document is removed, the document cannot be rescanned because the code at the bottom of the answer
document becomes invalid. Please use this feature with caution!

e All answer documents — If the test needs to be changed (i.e. a question needs to be added or removed), all
answer documents can be cleared so that the test can be changed. By clearing answer documents, all student
scores associated with the test are deleted. Any answer documents printed prior to clearing the answer
documents need to be reprinted because all answer documents previously printed become invalid. Use caution
when clearing all answer documents!

Administration Tab The Administration Tab is used to determine how the test will be administered and how the data can
be collected.

Available Dates

The start and end dates determine when the teachers can print answer documents. The dates do not affect the actual
scanning.

Plain Paper Bubble Sheets
The benchmark administrator can control who can print the answer documents:

o Allow teachers to print answer sheets will allow the teachers to print answer documents from the Analyze Tab in
Aware

e Only administrators can print answer sheets will only allow administrators to print answer documents

Note: Benchmark administrators are able to print answer documents for teachers even if allow teachers to print answer
sheets is selected.

) save Sabrint - | M §i Perding [ Active [l Archived  Print Answer Keys
Courses:
2 Select information in the tabs below to modify the test administration 3 [«] Beriters
C 4 MTH) Ma .|
Genera Curicsum | Questions  Campuses  Students  Admnstrabon 3 [7] Hclen, Laura
o~
H [#] Bushey, Tarme
This test will be available to teachers betwesn the follawing dates 5 [ Chupe, Jar
Start Dabe: End Date:
4/5f2010 T |4/30/2010 Kty # [¥] Hodges, Brenda
" wiler. Chelse:
£ [#] Teacher, Sara

Use the ophions below to configure plain paper scarming.
E Aleww plain paper testing.

&) Allow teachers to print answer sheets

) Orly administratens can prnt answer shests

- Print Answer Sheets

[erint students siphabeticaly.

Click Finish to dose ths wizard,

- -m
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Print Answer Documents

To print the answer documents as a benchmark administrator, click the Print Answer Sheets button. The wizard on the
right will display the campuses, teachers, courses, and sections that will print. Deselect any of these to narrow down which
answer documents are to be printed. By default, answer documents will be sorted alphabetically by teacher and course
and section. To print all students alphabetically, select the option Print students alphabetically.

Note: If the test status is Pending, administrators will be able to click Print a Sample as a preview of the plain paper
answer document. The test must be Active in order for the student answer documents to be printed. This is the case for
both administrators and teachers.

Teacher Submission - Teacher Submission controls how teachers can submit answers for their students on
assessments.

There are three options that the test administrator can choose from when administering a test:

e Teachers may answer only teacher—graded questions — once an answer document is scanned, this option will
allow the teacher to enter the answers for the constructed response questions ONLY for each student. All the
objective answers will be grayed out for the teacher. If the student wrote a short answer response on the answer
document, the teacher will be able to view a digital image of the student’s answer on the test entry screen as they
score the document. If a scoring guide has been included on the test, the teacher can also view the scoring guide
while scoring the test.

e Teachers may answer teacher-graded questions and blank student answer questions — once answer documents
are scanned, this option will not only allow teachers to enter the answers for the constructed response questions,
but also any answers the student left blank when the answer document was scanned.

e Teachers may answer all questions — this option will allow teachers to answer all questions at any time, prior to, or
after scanning.

|Jse the options below to configure teacher submission,
(®) Teachers may answer only teacher-graded questions

() Teacher may answer teacher-graded questions and blank student-answered guestions

(O Teacher may answer all qguestions

Scantron Answer Sheets — This option allows for Scantron preprinted form testing. Click the Export Slug File button
and the wizard on the right will display the campuses, teachers, and sections that will print. Deselect any of these to
narrow down which scantron answer sheets will be printed. By default, scantrons will be sorted alphabetically by teacher
and course and section. To print students alphabetically, select the option Print students alphabetically.

Lise the aptions below to configure Scantron testing,
[ Mllow Scantron preprinted form testng.

" Export Slug File
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Scantron restrictions:

No more than 60 multiple choice questions on a test
Multiple selection answers are not supported
Selected response questions has a limit of 5 answer choices, fewer is OK
Numerical responses (griddables):
o No more than 12 numerical responses
o Must be at the end of the test
o Total length of the response cannot be greater than 9 characters, including all numbers, the decimal, and
the minus symbol if required
On the Students Tab, the option selected teachers for printing cannot be selected

**Note: If any of these conditions is not met, the scantron checkbox and slug button will be disabled.

Online — Select this option if students will take a test online. Students will enter the district’s eduphoria address and add

/aware/OnlineTesting to the address (see the Online Testing Path in the screenshot below). They will log
in with their student ID number and password.

There are three ways a student password can be set:
e The General Tab in the student’s profile
e They can be imported via a csv file from the Roster Tab in ShoolObjects:management
e By the eduphoria System Administrator in System Management under Manage Schools and clicking Set
Default Password; This will give all students for that school the same password

To enable online testing, select Allow online testing

Select one of the following options:

» Allow teachers to enable online testing for their classes — the teacher will need to Start online testing once
the students are ready to begin taking a test. The teacher will also need to Stop online testing once students
are finished testing.

» Only administrators can enable online testing — the test administrator will need to Start online testing once
the students are ready to begin taking a test. The administrator will also need to Stop online testing once
students are finished testing.

|Use the options below to enable online testing.
Allow online testing.

() allow teachers to enable online tes ting for their dasses
® Only administrators can enable online testing

Online Testing Path:

kit mydistrict eduphoria.org/ Aware/OnlineTesting

e start B stop
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SCANNING

Before answer documents can be scanned, the scanning application needs to be installed on the computer connected to
the scanner. Download and install the Brother scanning application at www.schoolobjects.com/scannersetup.zip.

e Double click on the SchoolObjects
scanner icon on the desktop

Schoolohj
PlainPaper
nner

e Click Next

Welcome to the SchoolObjects:
Scanning Wizard

This wizard helps you scan in plain-paper test forms From
SchoolObjacts,

Recommended Scanners:
Brother MFC-74400, Brothar DCP-T040, Brother
OEP-A0E008 . and Brother DOP-R0ES0H

Supported Scanners:
Briother MFC-7420, Brother
CCP-8060, and Brother DC

C-7E20M, Brother
S0650H

Sellings |

eduphorial 1, e, e V210
ceak [ mets> | canesl |

** |f the Update Found screen appears,
download the latest version of the scanner
before moving to the next step. Update Found

« SchoolObjects:MainiaperScanmer

v A newer version of PlainPaperScanner is
—= available for download. We recommended
you upgrade to the latest version.

=1
Eduphoﬂa- Click here bo download the latest version

<Back | Wet> | concel |
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http://www.schoolobjects.com/scannersetup.zip

e Enter an email or username and
password
e Click Next

& SchoolObjects:PlainPaperScanner x|
Step 1: Login
Enter your username and password below,

Usernanme:
ecimin

Passwiird:
&

e-dLlphOI‘Ia' Tor boign, dlick: et

<Back | Mets | concel

e Place the test forms on the scanner
e Click Next

«+ Schoolobjects:PlainP aperScanmer

Step 2: Scan

Flease Foliom thess instructions for the scanning process:

#  Plae the test farms on the scanrer. Please ba sure to
make sure none of the Forms are upside down,

®  On the nexk scresn, ssleot the scannes you wish b
use,

® \Wakuntil the scanner finishes scanning all the test
forrme.

eduphorla' To begin the scanning process, dick Mest.

<tk | wet> | cocm

e Make sure the correct scanner is
selected and click OK

Clicking OK will begin the scanning
process. A status bar will complete
for each document.

I 25 Sedect Devioe _ﬂzl

Which device do you want to use?
| >

anfachuoer  Brother Propertie: I

Dmscription: Brother MFC-B8T00W USE

The scanning status will display the number
of documents scanned, incorrectly scanned,
possible errors found, and total documents
scanned.

e To view or fix possible errors, click
the Response Editor button

OR

Click Next to upload results

& SchoolObjects:PlainPaperScanner

Step 2: Scanning Complete

Click Maxt ko upload your results or click the button below to
it responsss,

Status

1 Corredly Scanned

0 Incorecty Scanned

4 Possible Errors Foursd

5 Tekal Documents Scanned

Fossible arrors were Fourd during the scanning process,
dlick. the buthon below to view of Fix the resuts

Respons Editcr |

eduphorial e

< Bark I et > I Canel |
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On the Response Editor screen, a scanned image of the answer documents will be visible. They can be examined and
answer responses fixed prior to uploading the results into Aware.

A list of scanned documents will appear on the right. All correct, incorrect, and possible errors will appear in this list.

Documents with Possible Errors Found have been recognized correctly as potential answer documents, but they have
mistakes. There could be double-bubbled responses or questions with no response at all. But the student and test has
been properly recognized.

Incorrectly Scanned documents have not been recognized as potential answer sheets by the scanner application. These
documents are either damaged physically or have marks on the bottom code bars that prevent proper recognition.

To see only the answer documents with errors, select the option Only show documents with errors, located in the lower
left corner of the window. Select the option Fit to screen to see the full answer document.

If an answer choice is color coded red, the student did not select an answer, or the answer choice was not bubbled dark
enough. Upon viewing the answer document, an answer can be chosen for the student by selecting the answer from the
drop-down menu for that question. If the answer choice is color coded yellow, the student bubbled in two answers. The
system however will automatically select the largest and darkest bubble. This answer choice can also be changed prior to
uploading. If an open-ended response is included on the test, the teacher can fill in the answer online after scanning.
Those should NOT be scored in this process.

To delete an answer document, click the Delete button. This will clear a document from this scan. However it will need to
be corrected and re-scanned in order to be included in the final data set.

e Once all errors are fixed, click the Close button to return to the scanning wizard
e Click Next then Finish to upload answer documents

g
- R
b— W bot o ETE, S P —r— uny 1 'l
=i ——— S .._j-,,. ——— — " m
. N
.o
. 4 G A
5 B -
.
6 124
-—_-nu-' . =
|
D i
L}
e ————
© kbl ol el bheslitia]

™ Only show documents with errors ¥ Fit to screen Dekete l Close I

- Save Page
Warning: Possible mistakes found on documert (2 Options =

- Save All Pages

“A  upioadto Server

|l Cptiors = -

**Note: Clicking on the Options button will list other options available when viewing the answer documents. A single
answer document image or all the answer document images can be saved to a specific location.
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Enter Answers

e Inorder for a teacher to enter answers on a district or campus level test, the test administrator must enable this
administration type, otherwise the option will be available on any teacher created test

Click Enter Answers located on the bottom of the screen

Select the student to enter the answers

Click the radio buttons to select the correct answers

The teacher must click Save before going to the next student

ia
<
Sebect & shudent bo ender scones.

4 BIRD; Madison Grace : : : .
[ Burrage, Claire Disne L @a e et LD

g BURROW, Angela Dolores ey P ' Fa)
& cammack, Mark =

§ Cepton, Abigail Elizabeth L @a O Oc¢ Co
@ Culinane, fimasn lahnavi
& Estrada, Brock Abexander
Gossdein, Jeseph Machasd 5 @a O8 Oc On

e

wrght, Joell Gabrel
Loveall, Sarah Hechelle
HARCFLLO, Catherine Ann
Hesser, Sophie Micole
Meokden, David Gregary
nag, Jubs Kay

Pottur, Drew Alecandes
SARCHEF ROSA, Hayley Elizabet
Skea, Haley Jordan
Thonsas, Ryan Douglas
Wright, Derrck Alezander
WROTEN, Allon MoKinkey

Famamels, Shunmechasl Rashe

[N N N

T EL

Note: If a constructed response question is added to a test and the student’s written response on the answer document
is scanned in, the teacher will be able to view the response online (as well as the scoring guide) before entering a score.

Enter Scores for a Student Inventory Assessment

When entering student inventory scores, make sure and set the overall status. The ranges will be displayed next to each
task and whether or not the task is required. Make sure and click Save before moving to the next student or the scores
will not be saved! Once the overall status is selected, the required scores are entered, and the Save button is selected, a

green check mark Vwill appear next to the student’'s name. Student results can be viewed on the student’s profile on the
Tests and Scores Tab or from the Analyze Tab.

£
? Select a student to enter scores.

«" BIRD, Madison Grace =

" Burrage, Claire Diane Overall [advanced K
" BURROW, Angela Dolores
' Cammack, Mark

" Clopton, Abigail Elizabeth DRAZ Text Rﬂdw Lewel 4 (0 -8 "Requined
" Cullinane, Himasri Jahnavi
Estrada, Brock Alexander
Goodwin, Jeseph Michael

Knight, Joell Gabriel

Loveall, Sarah Michelle ==
MARCELLO, Catherine Ann I
Messer, Saphie Hicole

Nolden, David Gregory

Ong, Julia Kay

Potturi, Drew Alexander
SANCHEZ ROSA, Hayley Elizabet
Skea, Haley Jordan

Thomas, Ryan Douglas

Wright, Derrick Alexander
WROTEN, Allison McKinkey

Date 4(27/2010 M

DRAZ Comprehension/Printed Language Concepts 7 (0-28) "Required

EE DD D e

Es.m
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Online Testing

e In order for a teacher to administer a district or campus level test online, the test administrator must enable online
testing and choose whether the administrator or the teacher can Start and End testing. Check with the test
administrator to see which options were selected. Online testing is always available for teacher tests. The
student’s password can be set by the system administrator so that each student has the same password, by the
teacher for each individual student from the General Tab in the Student’s profile, or each student’s password may
be imported by the system administrator. Check with your district’'s system administrator for student password
information.

Click Start Online Testing at the bottom right of the screen
Click to Start or Stop online testing

Lima o burtions Bekow to start and riop oniee testing for the aslected shuderts.

- |-

o Choese

STUDENT DIRECTION

The students will need to login to eduphoria to take the test:

e Open Internet Explorer and enter the district’s eduphoria address and add /aware/onlinetesting to the

address
e Login with Student ID number and password (the password is set by the system administrator or the teacher)

06 - [6=a pr———— 3ol 5 -
OOl - D Coupers (1000 + [ Mere Coupeors (93) - Save $2.00 00 WISHOONES BOUNT .. -
U O 8 sagbonml < Schookobmcts:avwas - Rudect Orire 1 5B o Pegs e PTock e |
Student Online Testing
By your student ID and Gaserd 1 Dege
Stisdest 10
Pavveced:
W Lo
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STUDENT DIRECTION

e Select the online test available and click Next

‘| Math & weeks exam

e Answer each question by selecting the correct answer and then clicking Next
e To navigate between questions, either click the Previous and Next buttons at the bottom of the screen
e Once all questions are answered click Score Test

ol gL Mt & witieh g i) G To Test Lst | ) Lag OFF

1 New Blank Question
Response 1
Response 2

) Response §

Response 4

= o hexi kgl Savve Test  # Econe Test
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Notes:

e Once the test has been scored, the student will not be able to access the test again.

e If the student needs to finish the test at a later time, the student can click Save Test and log back in as long as the
teacher has Started online testing again.

o If the student clicks Score Test without answering all of the questions, the student will be prompted to answer the
guestions that were left blank or to Submit Test Without Filling In Answers.

Joed Kright Vit § weris e G GoTaTestlet 9 Logort

Bipaze fili im = flor the f ing Quest
Dusstien 3
Cuestion §

= 4. ‘Subrsit Tewt Without Pilling [ Arevers bl Sorvm Tmmt " Scor Tt

Once all tests are submitted, choose the test under Test Available, select Start Online Testing, and click Stop.
Students will no longer be able to take the test online unless the teacher Starts the test again. Results can be viewed on
the Analyze Tab.
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Item Bank

Aware has the ability to store locally created assessment questions in a district wide bank, as well as any other bank
guestions that your district has purchased. These questions are connected to particular TEKS and are therefore sorted by
course. Depending on how Aware is configured, questions can be submitted by teachers and staff or created directly by
administrators only.

The item bank is managed by staff members with the Data Administrator or ltem Bank Administrator role. Staff members
can also be added as a course delegate for a course which will allow them full editing rights for a course’s item bank.

Access Method From the Manage Tab, the access method can be changed by selecting Approve Questions.
In the bottom left of the interface, click Set Access Method. This option will allow item bank
contributions and item bank question approval to be changed. Decide whether or not staff
members can contribute to the item bank and if those submissions should be automatically
approved by placing a check mark next to those options. The example below is the default
which means that staff will not be allowed to submit item bank questions unless manually
enabled. This section will assume that staff can submit questions, and that they require
approval.

SR L e

&, student Monitor Gre Staff members may contribute to the local item bank
Item Bank Question Approval

F Questions contributed by staff members are
automatically approved

Item Bank Options

&k, Set Access Method

Manage

-
e, Set Default Security

Set Default Security  From the Manage Tab, question security can be managed for all test banks by selecting Approve
Questions. In the bottom left of the interface, click Set Default Security. This option allows
security to be reset for an entire bank at a time. Access permissions can be set so that test
questions are available for district assessments, campus assessments, and teacher tests. To
reset security for any new questions added to the bank, select an access permission and click
Save. Security on questions already in the bank will not be changed. To reset security for ALL
guestions in the bank, select an access permission, click Reset Security Settings, and click
Save. Use caution when clicking the Reset Security Settings button, as this will reset security
for all questions in the item bank.

Student Assessment Approve Questions H seve
7} Administer Tests. £8 Mathematics, Grade 4

R, Configure Test Types %

B ot mz;xﬁiu( security settngs for Local Bank, ETS Bank,
+§ Assign Delegates LocalBank | ETSBank  WebCCAT Bark

Students Analyze

Reset Seaurity Settngs

Select access permissions for this bank

Tem Bank.
L -

[) Avaiabie for District Assessments

Reports

[J Avaiabie for Campus Assessments

[ avatabie for Teacher Tests
Student Journal Actons

Mansge

. Student Monitor Groups

Item Bank Options
& Set Access Method
& Set Defoult Seaurity
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Course Delegates Course delegate rights enable staff members to manage item bank questions by course.
Delegates are controlled from the Manage Tab, under Assign Delegates. Giving staff
members the Manage Item Bank right will allow them full editing rights to the courses added.

To create a new delegate:

Select Assign Delegates

Choose Create New Delegate

Follow the Add Course Delegate wizard to add the staff member

Once the staff member is added, select their name from the delegates list

To add the course, select the Add Courses button on the right

Expanding the course tree, select the course (or courses) and click the Add Courses button
Select the course (or courses) in the list by placing a checkmark in the check box

Click the Set Rights button

Select Manage Item Bank

Student Assessment Course Delegates ; Remove Delegate
A " Bdminis T 2 warbrwr. Wbl
2 S, T = Martinez, Michele Dedegate rights enables staff members to modify elements of the
%, Configure Test Types o Meimann, Shannon curriculum per course, based on the selected rights below.
E Approwe Questions
3 «a Assign Delegates el o¢ remave delagate courses:
Mathematics, Grade 6 Add Cour
Data Management ‘ IE‘ alnema e B e
B [] Mathematics, Grade 7 [ Remove Courses |
£ Upload Test Files Set Rights
E gl Configuration Oplkons
i
= student Monitoring
1 | Stsdant Forms
g B Student Irventory
W Manage CAP
Stwdent Journal Acbons
g D, Stusdent Monitor Groups Enter the appropriate actions for this delegate to perform on the selected courses:
] publsh leaming standards [ Aporove activities for this course
[CJicreats standard darifications [#]Marage item bank
Delegate Options
3,. Create New Delegate
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Approve Questions Item bank questions use the same editing options as the test editor. As staff create and
submit questions, they can be viewed in the Approve Questions section of the Manage Tab.
The questions will be divided by course.

e Click Approve Questions
Select the course

To approve or deny the question, hover the mouse within the upper right section of question until the edit button
appears
e Click the Edit button to open the question editor

Student Assessment Approve Questions iy Brint
[ Adrmirister Tests L& Mathematics, Grade 4
'\*_ Currﬁg.l'e- Test Types
H roerove Questions

i
§ § Assign Delegates
5
£

Submitted Benchmark Questions for Approval

Data Management
) Upload Test Files New Multiple Choice Question %
{8 Configuration Options A Response 1

Student Monitoring B Response 2
| =] Student Forms ﬁ zzpo‘nr.t 3
§ '® student inventory F potsf +f e
© 1 Manage CAP
Student Journal Actions

g D, Student Moritor Groups

The question editor allows any of the general question options to bed edited before approving. The security question can
also be reset on the Security Tab to allow the question to be used on local campus assessments and other teacher
created tests. The Log Tab will display the staff member’s name who created and submitted the question, as well as any
other actions taken on the question.

To approve the question, click Approve in the lower right corner of the question editor. To reject the question, click

Reject. Question  Opbions  Keywords = Standards  Resources  Seawrity Lo 10322

Salact aopess permssons for this question.
Avaiabis for Distriet Aotassmants
[ avadable for Campus Assessmants

] Avallabie for Teacher Tests

&) Remove @ Cancel @) Finished 3 Repect 3 Approve
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Creating Questions

test.

Questions are accessed and added to the item bank on the Item Bank Tab. Any purchased item
bank questions can also be viewed in the item bank, and the security can be changed so that
questions are available for district, campus level, or teacher tests. To edit purchased item bank
question text, they will first need to be added to a test, and then changes can be made for that

The item bank is organized by course and sub divided by student expectations.

To create a question:

e Select the course and student expectation

The item bank will be divided into the following categories: My Questions (the questions you create), Local Bank

When selecting a course, the TAKS
objectives show up in green text below the student expectations. This allows tested objectives to be easily viewed when
creating questions.

Questions (the questions published to the local bank), and purchased item banks.

Aae

Tom fark Rdectc

Raports

O Add Quesson = P
@ Studest Uxpocation 7. 110) - regresent sauaes and s0ure o0l LIng geomet'C sodel
Givess Y9~ Towhieh of the fellowing Anron batle & square deck that has

statements s troe?

: A
il g e B
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D

STew
w7

7 1 the leagth of the side of a2
eqeare whose area ta 40

7 1o the leagth of the side of a
sqeare whoss perimeter 14 40
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A ey

B
IS
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e
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e Click the Add Question button and select the type of question to add

&) Add Question -| = Pr
| Sederted Respors
#f| Bumenical Responss
| Constructed Response

Fil Resource

it

)
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Enter the question text and answer choices on the Question Tab

Choose the desired question options on the Options Tab

Add any keyword search text on the Keywords Tab

The Standards Tab displays the associated TEKS Student Expectation and TAKS Objective if it applies; select a
new process standard if applicable

Associate question to a Resource if applicable on the Resources Tab

e Select the access permissions on the Security Tab

e Click Finished to save changes to your personal bank or Publish to add this question to the Local bank

Note: If a question’s security status is set to ‘available for District Assessments’, but not published, only the creator will be
able to add the question to a test. The question must be published in order for other staff members to use on an
assessment.

T Ot Lrywords Sharwiard Emourim Seaurity Lag L0330

QR 00

P Scares G Frabet 5 Pubish

Page 29 eduphoria!

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.



