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Overview

If you are using Optical Mark Recognition (OMR) to test students, DataManager allows you to scan
answer documents and submit a data file to Riverside Insights for scoring. Riverside Insights Scoring
Service™ runs the file through a validation and scoring process and produces your score reports.

The OMR scanning solution requires these components:

Answer documents, Including header sheets or barcode labels for sorting, from one of the
following test administrations: lowa Assessments™, CogAT®, combination (lowa/CogAT), or
Logramos®

A Scantron® scanner and software (see Scanner and System Requirements)

Scantron ScanTools® Plus software or ScanTools® Prisma™ (see Connect Your Scanner and Install
Software)

The OMR application, which allows Riverside Insights Scoring Service to process the file containing
the scanned answer document

This online help describes the OMR process from setting up and installing the scanner to sending the
scanned results to Riverside Insights Scoring Service.

Complete Process

The complete process consists of these steps:

1.

Set up your scanner and install Scantron ScanTools Plus software. See Connect Your Scanner and
Install Software.

Important: The following three steps require Administrator or above access. Links to their
instructions can be found in the online help for Administrators and Account Holders or the online
help for all roles.

2.

If barcodes are being used, then create and submit data files (location, staff/user, and student
files) to Riverside Insights to be imported into DataManager. See Create and Submit Data Files
online help.

. Specify OMR scanning options in DataManager Administration. See Manage OMR Scanning

Options.

. Create a test event. See Build Rosters from OMR Scanning and About Test Events in the

DataManager Assessments Help.

. If barcodes are being used:

a. Create a test assignment (within a test event that has already been created). See Create Test
Assignments for OMR.

b. Print barcode labels. See Print Barcode Labels.
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6. Prepare answer documents. See Prepare Answer Documents for Scanning.

7. Scan your answer documents. See Create Scanning Sessions.

8. View results from your scanning sessions and resolve scanning errors. See View Results.

9. Send your scanning results to scoring. See Send to Scoring.
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Chapter 1. Installing the Scanner

About Installing the Scanner

This section provides information about Optical Mark Recognition (OMR) scanner and computer
requirements, setting up your scanner, and installation of the necessary software.

Note: If you are not sure about how to install new applications, contact your administrator for
assistance before you proceed.

Overview of the scanner and software installation process:

Verify that your scanner is a supported model. See Scanner and System Requirements.

Verify that the computer connected to the scanner meets the requirements. See Scanner and
System Requirements.

Set up the scanner. See Set Up Your Scanner and your scanner documentation.

Install the scanner software and connect the scanner to the computer. See Connect Your Scanner
and Install Software and your scanner documentation.

Scan a blank answer document to make sure the scanner is connected and working properly. See
your scanner documentation.
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Scanner and System Requirements

DataManager Optical Mark Recognition (OMR) requirements for scanners, systems, and barcode
labels are provided below. You may also need a USB adapter.

Scanner Requirements

The scanner must be directly connected to a dedicated PC-compatible computer (not a Macintosh®).
Networked scanners cannot be used.

Note: Do not use the scanner to print overhead transparencies on acetate sheets. Running acetate
sheets through the scanner damages it and makes scanning impossible.

The table below lists the Scantron®-supported scanners.

Requires barcode Supports interruption of

Scanner :
reader attachment scanning to correct errors*

iINSIGHT™ 20
OMR Scanner

iINSIGHT™ 4ES
OMR Scanner

iINSIGHT™ 30
OMR Scanner

iINSIGHT™ 70
OMR Scanner

iINSIGHT™ 150
OMR Scanner

OpScan® 4ES OMR
Scanner

OpScan® 6/8 OMR
Scanner

OpScan® 15 OMR
Scanner

OpScan® 16 OMR
Scanner

X X

*Allows you to determine whether the scanner will stop scanning or continue scanning when a
scanning error is encountered. To select your preference, see Manage OMR Scanning Options.
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Note: The scanner must be compatible with the software you are using, ScanTools® Plus version 8.0
or higher or ScanTools® Prisma™. (See System Requirements below.)

System Requirements

The table below lists the minimum system requirements for OMR.

Operating

Web Browser Software

System

e Microsoft® Internet Explorer 9 or
Windows® 7 and higher, JavaScript™ enabled

up e OR Firefox™ (latest version)

e OR Chrome™ (latest version)

ScanTools ® Plus,
version 8.0 or higher

OR ScanTools®
Prisma™

Adobe Reader® 9.4.0
or higher (for viewing
the scanner user's
guide)

Additional Minimum System Recommendations

Processor: 2 GHz or faster

Memory: 2 GB RAM or more

Hard drive space: 40 GB hard drive with 20 GB available space
CD-ROM drive (for installation of ScanTools software)

USB 2.0 (for OMR processing)

1024 x 768 or higher screen resolution

High speed Internet connection

Barcode reader attachment (required for OpScan scanners only)

Barcode Label Requirements

If you are printing barcode labels through OMR, the following requirements apply:

e Barcode labels must be formatted to print on Avery® address label templates according to one of

the following specifications:

— 30 labels per sheet, 3 columns across, 10 rows down; each label 1" x 2 5/8"; Avery product

numbers 48160, 48460, and 48960 or equivalent (5160)

— 21 labels per sheet, 3 columns across, 7 rows down; each label 1 1/2" x 2 13/16"; Avery

product number 5360

Page 9
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e Use low-gloss or non-reflective toner for printing. This is especially important if you are using

Opscan OMR printers. (For detailed instructions on formatting and printing, see Print Barcode
Labels.)

USB Adapter

If you are connecting an older scanner with a serial or parallel port to a new computer that only has
USB ports, you will need a converter. ScanTron recommends the following converter which is
available for purchase on their web site:

o Keyspan USB Adapter

® USB (PC connection) converter to RS$232. For use with Windows 7, Vista (32 bit), XP, ME, 2000, 98
and Mac Operating System.

— Item Number: ADP31
— One per package

— For use with OpScan 2, 3, 4, 4U, 4XP, 5, 6, 7, or 8, and iNSIGHT 2 or 4
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Set Up Your Scanner

To set up your scanner:

=> Follow the instructions provided by the scanner manufacturer to unpack your scanner. Place
the scanner near the computer to which you will connect it. The instructions generally follow
this order to unpack and assemble the scanner:

o Check the carton components.
o Install the drum unit assembly.
o Release the scanner lock.

o Install the power cord.

Note: Verify the computer is running the appropriate operating system.
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Connect Your Scanner and Install Software

The software that comes with your scanner enables the computer to communicate with the scanner
and manage scanning sessions. Two separate CD-ROMs are provided in the scanner box. One sets up
the scanner, and the other installs ScanTools".

Note: Use the Microsoft® Windows® version of the CDs (not the Macintosh® version).

To connect a Scantron (iNSIGHT™ or OpScan®) scanner and install ScanTools software:

1.

o &~ 0D

Connect the USB cable that came with the scanner to the USB connector on the scanner.
Turn on the scanner.

Turn on your computer and log on to Windows.

Click Cancel to close the Found New Hardware Wizard dialog box.

Insert the scanner software CD into your CD drive and follow the instructions on your screen to
install the scanner software.

Continue to follow the instructions on your screen to connect the scanner to the computer. For
additional information, refer to the user's guide on the CD or the Scantron website.

. When the scanner is installed, insert the ScanTools software CD into your CD drive and follow the

instructions on your screen to install this software.

. Continue to follow the instructions on your screen to install ScanTools and scan a test page to

ensure the scanner is connected. For additional information, refer to the user's guide on the CD
or the Scantron website.

. Continue to Prepare for Scanning.
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Chapter 2. Preparing for Scanning

About Preparing for Scanning

This section describes how to set up Optical Mark Recognition (OMR) scanning options in
DataManager™, how to manage and apply the scanning options, and how to prepare the answer
documents for scanning.

Important: To use OMR, you must have a DataManager user name and password. If you do not
have a DataManager user name or password, contact your administrator for assistance before you
proceed.

Overview of the preparing for scanning process
® Set your OMR scanning options. See Manage OMR Scanning Options.

e Create your test event. See DataManager Assessments Help.

Note: If you are building a roster from the scanning session, then you must select this option
when you create your test event. See Build Rosters from OMR Scanning. If you are not building a
roster from the scanning session, then you must create a test assignment. See Create Test
Assignments for OMR.

e [f you are using barcodes, print the barcode labels and apply them to answer documents. See
Print Barcode Labels.

® Prepare the answer documents for scanning by doing the following:

— If you are scanning test booklets and answer folders, cut the documents. See Slit Answer
Documents.

— Check that the answer documents are properly marked. See Check Answer Documents before
Scanning.

— Organize the answer documents in the proper order and assemble the answer documents into
batches of up to 50 sheets. See Arrange Answer Documents in Proper Order and in Batches.

Page 13 ©2019 Riverside Assessments, LLC. All Rights Reserved.



DataManager Optical Mark Recognition (OMR) User Guide

Manage OMR Scanning Options

Role: Account Holder or Administrator

DataManager™ customer accounts can be set up for OMR scanning when the contract is created or
at a later time. Scanning options must be selected and saved before creating an OMR test event.
While options may be edited at any time, edits apply only to test events created after the scanning
options are saved.

To set up or edit an OMR scanning account:

1. In the DataManager header, click Administration > Manage OMR Scanning Settings.

Fcanning ~ Reports Administration -~

Manage Students

Manage Staff

Getting Assistance

pamted 15410 If you have sny guestipr  Manage Locstions
contact the DataManagse

IManage Rostering

herated in a Phone: 1 - 877 - 248 - B

HM-MNNN) . :
! Email Contact: h=lp@F  1yanage OMR Scanning
- Settings
Hours: T:00 AM-5:00 F @
Maonday throwgh Friday
Manage Reports Access
kr! Updates
bent pages,

Settings and Preferences

Digital Resources

The Manage Optical Mark Recognition Scanning Options page opens.

Dewmload Scanded fle far Offline Scanning wilh S-canTonb@Fllus
Manage Optical Mark Recognition Scanning Options  Dewnload Scandaf file for Offine Scanning with ScanTools® Prisma™

Processing Type | Validate Scanned Files against the Test Event Roster

Bar Code Reading | Use bar code reader on the seanner
Bar Code Prinling | D Mot Print Student ID Mumber on Bar Codes
Bar Cede Label Type | Avery® 3360 (21 per sheet)

RosterFile/Answer Document Merge Rules

Field Roster E:{:s'::nrenl
I Lasi Marmea ] L]
First Mame ] o]
Middle Initial ] Q
| Diafe of Bidh i) [
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2. In the Processing Type field, select one of the following options to specify whether the scanned
documents are to be compared to the roster associated with the test event.

— Do not Validate Scanned Files against the Test Event Roster allows for the option to build a
roster from an offline scanning session following the administering of a test; see Build Rosters
from OMR Scanning.

Note: This option relies on information bubbled-in by students on answer documents and
scanned into .dat files with header sheets used to divide classes or test groups into
organizational hierarchies. When you select this option, all other fields become unavailable.
Click Save to complete the task.

— Validate Scanned Files against the Test Event Roster allows for the validation of information
on barcode labels that have already been created (see About Data Files and Rosters); allows
for the remaining fields in this section and the Roster File/Answer Document Merge Rules
sections to become available).

3. In the Bar Code Reading field, select one of the following options to specify whether barcodes are
to be printed and used to identify the student information during scanning:

— Do not use the bar code reader on the scanner imports student data from the answer
document rather than the barcode

— Use bar code reader on the scanner imports student data from the barcode label rather than
the answer document.

Important: Select Use bar code reader on the scanner in all cases except when you need to
add new students to the roster for testing. Scan these answer documents separately, after
changing this selection to Do not use the bar code reader on the scanner, and then change
the setting back to the default (Use bar code reader on the scanner ).

4. In the Bar Code Printing field, select one of the following options to specify whether the student
identification number is printed on the barcode:

— Do not Print Student ID Number on Bar Codes
— Print Student ID Number on Bar Codes

5. For the Bar Code Label Type field, select the label type you are using, either Avery® 5160, 48160,
48460, 48960 or equivalent (30 per sheet) or Avery® 5360 (21 per sheet).

6. If the Roster File/Answer Document Merge Rules section is available, specify for each field
whether the roster file (barcode) or the scanned data from the answer document should be used
to update student data.

7. Click Save to save the OMR scanning options. When test events are created for this account, the
saved OMR scanning options are applied.
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Build Rosters from OMR Scanning

Role: Account Holder or Administrator

After setting up your OMR scanning options in DataManager Administration, you must create a test
event. If your account is set up to build a roster from the OMR scanning session, then you must
select this option when you create your test event.

For more information about selecting the option to build a roster from the OMR scanning session,
see below. For complete details about how to create a test event, see the DataManager Assessments

Help.

To build a roster from OMR scanning:

=> In the Test Event Roster field of the Create Test Event page, select Build Rosters from OMR
Scanning.

Note: In order for the Build Rosters from OMR Scanning option to be available when creating a
test event, the OMR account settings in Administration must be set to Do not Validate Scanned
Files against the Test Event Roster. (See Manage OMR Scanning Options.)

For complete details about how to create a test event, see About Test Events.

Create Test Event
lowa Assessments

Test Event Details

Test Event Name * | lowa Fall Tesfing - Demo
Test Event Participant List ™ | John Estell

Test Event Assessment | lowa Assessments
Type "

Test Event Roster ®

©1jonn Estell-DEFAULT -- 02/28/2012

" OMR - Rosterless — 00/04/2013

Scoring and Reporting D@Rmﬂm from OMR Sc@

Test Event Date * | 09/052013

Mormative Year 2011

After the answer documents in the test event scanning session are scanned, the information is used
to create a roster.
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To view and manage a roster created from OMR scanning:

=> On the Manage Rosters page within DataManager Administration, locate the new roster, which
is named with the test event name and date. See Manage Rosters in the DataManager
Administration Help for more information.
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Create Test Assignments for OMR

Role: Account Holder or Administrator

After setting up your OMR scanning options in DataManager Administration, you must create a test
event. For details about creating a test event, see Create and Managing Test Events in the
Assessments online help.

Next, if you are not building a roster from the OMR scanning session, you must create a test
assignment. The process of creating a test assignment for OMR differs significantly from the process
of creating a test assignment for other administration modes (plain paper scanning and online
testing). The steps below detail the creation of a test assignment for OMR.

o Assign an OMR Test by Location and Grade

® Assign an OMR Test by Student

Assign an OMR Test by Location and Grade

Note: If a student has been assigned to a test individually, the individual student-level assignment
will take precedence over test assignments created by location and grade.

To assign OMR testing by location and grade:

1. Access the Test Assignment Home Page using one of the following two paths.

=> If you just created a test event and are viewing the Test Event Details page, click the Assign

button.
Cherview Assessments ProctoringfScanning - R4
bsessments > Test Events Overview
pxas User
Multiple Grade/Level selections Status: Open Complet
View and manage your test event | Close | | Edit | Add = stug
Proctor an
Manage s
Test Event Details Vigw statu
Otherwise:

a. From any page, select the Assessments menu, then the Test Events link. The Test Event
Overview page opens.

b. Locate the test event for this test assignment. See Find a Test Event for instructions.
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C. Inthe Actions column of your test event, click Assign.

The Test Assignment Home Page opens.

Home
Assign by Location and Grade -

Assign oy Saudent
Test Assignment Home Page
e Test Asslgrmenis

levels within a test family to different locations, grades, and students.
« Use the “Assign by Location and Grade” feature to oreate broad test assignments for a
number of students.
» Use the “Assign by Student” feature to creste s specifictest assignment for an individual

student.
» Use the "Wiew Test Assignments® feature to ook up an assignment you have already

created.

Flease click here to go back to Test Event

Hello Texas Us

Resources | Help | Signc

Overview Aszezsments Proctering/Scanning Reportz Admin igtration ~

The test assignment module in DataManager helps you assign specific test batteries and test

2. In the left navigation menu, click Assign by Location and Grade.

The Assign by Location and Grade page opens. The Test Event field is prepopulated with the
event you identified at the start of this procedure. This field cannot be edited.

3. In the Administration Mode list, select one of the OMR options available to you (based on your

purchased products).

Assessments Proctoring/Scanning

Assign by Location and Grade

Test Event | jowa G Spring 2020

A

Administration Mode || Select Administration Mode

Select Administration Mode

Location
Online Testing

OMRA. IOWA anly
QMR ICWA [ CogAT Combined
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Important: The Administration Mode must match the types of answer documents being
scanned. If the incorrect Administration Mode is selected, significant errors will
occur. For example:

e If you have lowa Assessments/CogAT combined answer documents and you
scan them, but you select an Administration Mode of OMR lowa only, then
the OMR application ignores the CogAT portion of the answer documents.

e If you select an Administration Mode of OMR lowa/CogAT Combined and
then scan only CogAT answer documents, the OMR application reports the
lowa Assessments portion as incomplete and produces errors for all scanned
documents.

The name of the location associated with the test event appears in the Location field.

4. Click the name of the current location to display the location hierarchy. Test assighments can be
created for all locations at or below your location. We recommend that you select a district-level
location.

a. Click the right arrow (I*) to expand the hierarchy. Click the down arrow (4) to collapse the
hierarchy.

b. Keep the current location or select a new location level.

Assign by Location and Grade

Test Event | jowa G Spring 2020

Administration Mode |C|MF‘. IOWA ! CoghAT Combined ;l

Location AWS Disgtl

+ O AWS SYSTEM
. ®
D E A o
) DC44 Grade 4

- ) PROD 2017
- ) Showtestt
() Test Bldg (112)

- ) AWS Dist21

All available assignments for your mode and location appear in a list below.
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Assign by Location and Grade

am

Test Event | | owa & Spring 20230

Admdnisimtion Mode || QMR IOWA / CogaT c.;.mhi.-.id.;l

Location | ASS Disit

Test Assignments and OMR Scanning

Whan ling OMR d 5, you CcEn U the et s ignmant funchionality in Detsbsneger to speofy catain
Infoemation for sooeing. | dormistion from studend records snd from settings made in the grid below can ba used to owabe barcodes,
affactivaly aliminaling the nesd for sludents 1o mak infeemation dirgdly imo the sniwer documents

a Lhing the chéck boxes below, seled the grades being tested

& Then select the |owas form, CogAT form and the CogAT test level that will be used for each grade. i you are only testing
with one of the two sssessments. you can ignore the section for the assessment that is not being sdministered. If you are
using mixed forms, indioate one of the form designations. The form that is masced on the document will be used 1o soore
that documant, Best practice |5 io 8 lways mask the fest form and level on sach document 85 nesced,

= Click Save ahan you se finighed

» Barcodes can be printed by clicking on the barcode icon in the actions columa, Snce prnted, 8 pply the badcodes in the
8 ok provided on the Sudent an v documents

Click here for more information on wsing the Test Assignment feabure for SR scanning

Grade | eriwd ARidd fnienle Fars cbﬂ-'r Fors CogAT Tedtl Livel Astishd
[ K-Endegeten | Swlea Tast Greup =] | Salwe: Tast Group =1 | Seteet Laval=]
0 1-om [ Salect Tast Group = | Salwct Tast Group =l [selectLavaliz]
0 2-w= [Saled Test Group =1 [ Select Test Group =1 [Select Laval=]
R | Belect Test Broup =1 | Balect Test Group =l | Select Level=]
0| 4-Fouw [Select Test Group =1 | Belect Test Group =] [SelectLevel=]
M 5-Five [Select Test Gooup =] | Belect Test Group =] [BelectLevel=]
M 8- | Selea Test Gesup =] | Select Test Group =] [SelestLevel=]
0 7-Sewen [Seles Tast Gesup =1 | S#lees Test Graup =] [selestLevel=]
0 8-Egh [sales Tast Geoup =1 [ S4lees Tast Group =] [selestLeval=]
M 9-mes [alea Tast Geup =l [Satlect Tast Greup =l [ssisetievel=]
0 19-Tes | Salec Test Group =1 | Select Tast Sroup =1 [Satect Laval =]
7 1-Ehves | Seled Test Group =1 | Select Test Sroup =1 [Setect Level = |
12 - Taslve [Selaat Test Group =1 | Salact Tast Group =]  [SslectLevel=]

oD@

5. Complete the information for the test assignment as follows:

a.
b.

In the Grade column, click the check box next to the grade(s) you want to test.

Select the test form(s) and level(s) for each grade you have checked.

Note: Options on this page vary according to test and administration mode. The above example
shows the options available for a combination OMR lowa Assessments and CogAT assignment. An
OMR Logramos assignment shows check boxes for grades K -8 and one column for selecting

the Logramos Form.

6. Click Save. A confirmation message opens.

7. Click OK. A message box confirms that the test assignment was saved, and the following buttons

appear in the Actions column for each grade that is assigned a test:
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— View Assignment Details (

— Print bar codes for local OMR scanning (

=,

m,

Grade lowa Assessments Form CoghT Form CoghT Test Actions
Level

[T  K-Kindergar  [Select Test Group 7] |Select Test Group x|  [Select Levx |

0| 1-0ne |Select Test Group x| |Select Test Group x|  |Select Levx |

M 2-Two | Select Test Group = | |Select Test Group x|  |Select Levx |

[0 | 3-Three [Select Test Group x| |select Test Group x|  [Select Lev =]

[ 4-Four [select Test Group = | |Select Test Group x|  [Select Lev =]

[ | 5-Five [Form G =] [Form & =l Level 1o «| |®
N &-sx [select Test Group = | |Select Test Group =]  [Select Lei=]

[T | 7-Seven [Select Test Group = | |select Test Group x|  [Select Lev=]

M =-Eignt [Form G =]  [Foms =l |Level 1z =] = W
[ 5-Nine [select Test Group = | |select Test Group =]  [Select Lev =]

[ 10-Ten |select Test Group = | |select Test Group =]  [Select Lev =]

[T 11-Eleven [select Test Group = | |select Test Group =]  [Select Lev =]

[T 12-Twelve [select Test Group = | |select Test Group =]  [Select Lev =]
® Test Assignment is saved.

8. To return to the Test Assighment Home Page, click Home in the left navigation menu.

See Next:

Print Barcode Labels

Prepare Answer Documents for Scanning

Assign an OMR Test by Student

To assign an OMR test by student:

1. Access the Test Assignment Home Page using one of the following two paths.

=> If you just created a test event and are viewing the Test Event Details page, click the Assign

button.
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Cverdiew Assessments ~ Proctoring/Scanning ~ =

bsessments > Test Events Cverview

pxas User
Multiple Grade/Level selections Status:_Open Complet
View and manage your test event | Close | | Edit | Add = stug
Proctor an

Manage s

View statul

Test Event Details

Otherwise:

a. From any page, select the Assessments menu, then the Test Events link. The Test Event
Overview page opens.

b. Locate the test event for this test assignment. See Find a Test Event for instructions.

C. In the Actions column of your test event, click Assign.
The Test Assighnment Home Page opens.

Hello Texas Us

Resources | Help | Signc

Owverview Aszzeszments w Proctoring/Scanning w Reports Administration

Home
Assign by Location 2nd Grage =T

ASSIgn by Student
Test Assignment Home Page
Vliew Test Assig nments
The test assignment module in DataManager helps you assign specific test batteries and test
levels within a test family to different locations, grades, and students.
« Use the “Assign by Location and Grade® feature to oreate broad test assignments for a
number of students.
* Use the “Assign by Student” feature to create a8 specifictest assignment for an individual
student.
» Use the “View Test Assignments” feature to lock up an assignment you have already
oreated.

Flease dick here to go back to Test Event

2. In the left navigation column, click Assign by Student. The Assign by Student page opens.
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Az =ign by Student
Search Student
Student ID | {Mone)
Location | AWS SYSTEM
First Name | {Mone)

Last Mame | {Mone)

Date of Birth | [jam =] [oo =] [vear =]

Test

Test Event | lowa G Spring 2020

Administration || Select Administration Mode =
Mode

Test Group | Select Test Gmup;l

CogAT Form || Select CogAT Form = |

Level || Select Level =

3. In the Search Student area, enter and/or select one or more of the following search criteria to
narrow your results.

Note: Click (None) to type a field value.

— In the Student ID field, type all or part of the student's identification number in the box.

— In the Location field, click the name of the current location to display the location hierarchy.
Click the right arrow to expand the hierarchy, the down arrow to collapse the hierarchy.

— In the First Name or the Last Name field, type all or part of the student's first or last name in
the corresponding box.

— In the Date of Birth list, click the down arrow and select the month, day, and year.

4. Click Search. The student information table lists the results that meet your search criteria.
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Test

o e TS e |

Assign by Student
Search Student

Student 1D
Location

First Name

Last Mame | ash

{Mone)

[Mone)

AWS SYSTEM

Date of Birth | [ pm ;l ||}|};| |‘r’ear ;l
Test Event | lowa G Spring 2020
Administration Mode |E-EIE|3t Administration Mode ;I
Test Group | [ Select Test Group |« |
CogAT Form | [ Seledt CogAT Ferm =]
Level | Select Level 'I
Student Last First Ml DOB Grade  Test Level Battery) Test Azsignment Admin Actions
s Mame Mame Group SubTest Admin  Type Mode
Type
2844 AKAASH KASHYAP K 02/05/2003 ve
Seven
SAN 5 4 -
8547 ASHLEY AGUSTIN A 08/21/2004 Four
9733 ASHLEY SAMCHEZ 5  04/18/2002 3i-ne
2311 ASHTONM HOWSER H 125041989 fe
Eleven
o[ 1

5. Click the option button next to the Student ID to select the student you want to test.

6. In the Test area above the student table, complete the information for the test assignment.

Note: Fields and options vary according to test event specifications and student location. Use the
descriptions below as a guide.

— In the Administration Mode list, select one of the following OMR administration modes: OMR
lowa only, OMR CogAT only, OMR lowa/CogAT Combined, or OMR Logramos.

— In the lowa Assessments Form list, select the form to be administered to this student (Form E,

F,

or G).

— In the Test Group field, select Logramos Third Edition.
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— In the CogAT Form list, select 7 or 8. The CogAT Test Level field populates with available
levels..

— In the CogAT Test Level list, select the level to be administered to this student.

Note: If you selected OMR lowa only, only the lowa Assessments Form list is available; if you
selected OMR CogAT only, only the CogAT Test Level list is available; if you selected OMR
Logramos, only the Test Group list is available.

7. Click Assign. A confirmation message opens.

8. Click OK. A message confirms that the changes were saved. The student information table reflects
the updated student's test assignment information.
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Print Barcode Labels

Role: Account Holder or Administrator

DataManager™ OMR customers have the option of printing and applying barcodes for each student
participating in a test event rather than having each student complete this information manually. To
use this feature, you must set your OMR administration preferences to allow for reading and printing
barcodes (see Manage OMR Scanning Options). These barcodes must then be printed and applied to
the student answer documents prior to scanning.

Note: In addition to the procedure provided below, you can print barcodes from the Assign by
Location and Grade page or the Assign by Student page at the time the test assignment is created.

Before You Begin

Make sure you have prepared all the necessary materials for this procedure:

— Verify that your scanner's feeder tray contains the required label sheets corresponding to your
barcode size and Avery® template.

— Make sure that your label sheets are oriented to your printer's top-bottom, left-right
directions and alignment

Important: Barcode labels cannot be adjusted to fit alternative sheet sizes at printing time.

— Use one of the following combinations:

o 30 labels per sheet, 3 columns across, 10 rows down; each label 1" x 2 5/8"; Avery product
numbers 48160, 48460, and 48960 or equivalent (5160)

o 21 labels per sheet, 3 columns across, 7 rows down; each label 1 1/2" x 2 13/16"; Avery
product number 5360

— Use low-gloss or non-reflective toner for printing. This is especially important if you are using

Opscan® OMR printers.

To obtain and print barcodes for student answer documents:

1. Click the Assessments heading at the top of any page, then select Test Events.
The Test Event Overview page opens. All of your open test events are listed in a table.
2. Click Assign in the row of the event for which you want to print barcodes

The Test Assignment Home Page opens.
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DaaManacer 1l

Overview Azsesaments ~ Proctoring/Scanning ~
T 4 Test Events
Assign by Locsion and Grade = @
AssEign oy Suden

Test As=signment Home Page
(b Test Assignments

The test assignment module in DataManager h
levels within a test family to different locations,

3. In the Navigation menu, click View Test Assignments. The View Test Assignments page opens.
OMR assignments that were set up for barcodes are indicated by a barcode icon in the Actions

column.

Wiew Tesl Assignments
THL BalE | SO-4Ar NG T ST Sanmen Y
Localor | Joan: I Kenredy Sonool
AT 10 ARYIEAEA LASERS Grace TGRS L AoEPMETEEY  HEIGSSWE THIAIERTEN  aaee
Tt Wode 5
OO Y CEpAT Pa- s Brocioree
L Loadre P L eracar o g 1 Cl 3 T Audio #
e T P g pion
e Kannasy QUER i i
By hdEard Bensal e [=--1e L oy |
A g S0An Cogiy
TEE Loo3re f_w i I Lot 15D o =

4. In the Actions column of your test assignment, click the barcode label for the assignment. A
confirmation box displays the label size your system is configured to use.

Print Barcodes

1 Barcodes will print using the Avery 5360
T label template sized 1-1/2" x 2-13/16" and
21 21 per sheet. To change your barcode labal
. ~ | type contact your administrator to update
the template setting under the Manage OMR
Secanning Options page.

QT ST

5. Click Continue to proceed. A File Download dialog box appears.

6. Click Open. Adobe Reader opens the PDF that contains the barcodes of all students set up for this
test assignment.
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o i
. pmay s e

7. (Optional) To save this file, click File in the top menu bar, point to Save As, and click PDF. Follow
your browser's prompts to specify a location and name for the barcode file.

‘ !
—

8. Print the barcode labels according to the requirements noted in the Before You Begin section of
this page.

Important: For Page Sizing & Handling in the Acrobat Print options, select Actual size.

9. Apply each label to its corresponding answer document.

Continue with Prepare Answer Documents for Scanning.
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Prepare Answer Documents for Scanning

Student answer documents provide the source of information to be scanned. The documents must
be in scannable condition in order for the information to be read correctly by the scanner. To
prepare answer documents for scanning, perform the following tasks, which are detailed below:

o Slit Answer Documents

® Check Answer Documents before Scanning

® Arrange Answer Documents in Proper Order and in Batches

Slit Answer Documents

Only individual, loose-leaf sheets can be scanned. If you are scanning answer documents that contain
seams, such as test booklets (lowa Assessments™ or CogAT® Levels 5, 5/6, 7-8) or answer folders
(lowa Assessments Levels 9-17/18), then you must cut the documents to prepare them for scanning.

It is recommended that you use a slitter machine for this process.

To slit answer documents for scanning:

=> Cut the answer documents according to the slitter machine instructions.

Important: ¥ When cutting the answer documents, be careful not to cut into any of the

following:
1. — answer circles
2. — barcodes (the series of vertical bars located on the inside

seam of the page)
— timing tracks (the horizontal black bars running along the side of the page)
— "skunk marks" (the black bars running along the top of the page)
v Cut the inside seam of the pages no more than 1/8 of an inch.

v After cutting answer documents, keep all pages of a student’s answer document
together in the correct order sequence that it appeared prior to cutting.

Check Answer Documents before Scanning

To check the answer documents:

1. Inspect each answer document for damage. Look for tears, creases, or water damage. If damage
is extensive, transfer the student name and answers to a new answer document. Have another
staff member verify the transfer.

2. Examine each answer document for proper marking, and verify the following:
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— Marks are made using a No. 2 pencil.
— Dark response marks are made in the answer circles.
— Changed answers are erased completely.

3. Erase all stray marks completely.

A stray mark is any mark that is not intended to be used for any scoring purpose. Stray marks can
interfere with document processing, causing delays or affecting student results. Check for marks
in these areas:

3. — marks covering answer circles that are not responses
— marks covering the timing tracks on the side of the page

— marks covering the "skunk marks" on the top of the page

- - L L | ] - -
( Reading: Sentences NS

S2 We have a picnic on the last day of the

O motor @& month @ O math
-

Arrange Answer Documents in Proper Order and in Batches

To arrange the answer documents:

1. Keep all pages of each student's answer document together and in sequential order.

2. Divide the answer documents into batches containing no more than the maximum sheet capacity
of your scanner (usually 40 to 50 sheets). You can scan multiple batches of answer documents
during a session, but note the following:

Important: When dividing multi-page answer documents into batches, keep all pages of a
student’s answer document together. Do not split a multi-page answer document
for a single student across more than one batch.

Tip: Although you can combine answer documents for different assessments and classes into a
single batch, you may find it easier to resolve errors later if all answer documents in a batch are
for the same assessment.
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Chapter 3. Scanning

About Scanning

Scanning is performed offline using ScanTools®, your scanner, and scanner software. These
components work together to transfer data from student answer documents to a file that can be
imported by Riverside Insights Scoring Service, scored, and made available for reporting.

Note the following about scanning:

e The scandef must be downloaded the first time you intend to work offline and whenever a new
form is added to OMR.

e [f Scoring Services receives two different versions of an answer document for the same student in
separate scanning sessions, the most recent answer document automatically overwrites the

previous one.
Overview of the scanning process

e Open the test event into which you will be scanning and create the scanning session. See Create
Scanning Sessions.

e Load each batch of answer documents into the scanner's feed tray and scan them. See Scan
Answer Documents.

e C(Create the .dat file and send it to Scoring Services. See Scan Answer Documents.
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Create Scanning Sessions

Role: Account Holder, Administrator, or Teacher

A scanning session must be created to scan documents using DataManager™ Optical Mark
Recognition (OMR). All answer documents included in a scan session are sent to Riverside Insights

Scoring Service™ in one transfer file. The scan session
documents by grade or class.

To create a scanning session:

provides a way to organize a group of answer

1. Click Test Events from the Assessments header of DataManager. The Test Events Overview page
opens.
2. Find the test event to which your session belongs and click its test event name or the Manage link
in the Actions column.
Cverview Assassments ~ ProclaringfScanning - Reparis ~ Adminisiratid
Ll VN B Test Evenes
TEST EVENTS OVERVIEW
All Test Events
Use the fillers 1o namow your search of click the test even! name io open o edit il
FILTER:S | Zgled year [+ ] | | Selec assessment fype [+ | [ Status: Open [~} ] m
| Assossmont Type * Tost Evient Hamea * Assossmont Creaior *  Tost EvestDabe v Closoe Date * Skafus * Actons
Pei-seraening o Cag . -
CagaT Feindman 017222020 QIITINI0 Open Asign
fowa Asensments Ifm' Aaiamils Spring 2010 Lipve Hough 01082020 G20TR620 Open Ianage Assign
The Test Event page for that event opens.
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fac T PETECTECN B1- Frodtoning Sogsming - Rty = Adminiranon =
AssmaTerty r Te B Cuirdes
TEST EVENT ST
Posi-screening for CogAT Screening Filwi. Do Cm‘npleﬁe Tasks
i a2 Sl s el et s m
#Add a student fo e noster
Tawt Eract Datalin ) ) . Proctor 20 onling hest ssskn
Hams ApsremEnt Trpe Rowtar
Fosc-pormening o Soga” dormnny (=T Aqrsrma e M - S End m
Partici .
s View Stats 3 Srange kg
Foha o ] = =
Soa repors
Beorng and Reparting Details Deletz Miks test avent
Toiit Evint Dok | I Taar | Hermative Pansd | dcharonrind Seoren | bbildy foones Progran Labal Suppression
R P BRI LR Iﬁﬂ‘u-"l:‘.w |m -
Onlicw Testing Delails-Pemitsions 5
s i ik == Dowwnload Materials
his) R

Answer Documents: access and print
for tis fesl ewent

3. From the Complete Tasks box column on the right, select Scan OMR Answer Documents.

The Scan Optical Mark Recognition (OMR) Answer Documents page opens.

Scan Optical Mark Recognition (OMR) Answer Documents
Create a New Scan Session
Scan Session Mame |
Search for Scan Sessions
Time Period | [Today v
Mo records were found that match the cnteria you specified. Broaden the search critenia and try again.
Manage Scanning Sessions

4. Inthe Create a New Scan Session box, enter a name for the scan session. The scan session name
allows you to identify the scanning session when viewing results in DataManager.

Note: The maximum value for the session name is 36 characters. Alphanumeric with special
characters and spaces are allowed.

5. Click Save to save the scan session. The saved session is available in the Search for Scan Sessions
box.

6. Do one of the following:
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— To return to the Edit Test Event overview page, click Back.

— To scan documents and import the results, continue with Scan Answer Documents.
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Scan Answer Documents

Role: Account Holder or Administrator

OMR customers scan answer documents into a single data file that is sent to Riverside Insights
Scoring Service.

Prior to scanning, your scanner, software, and ScanTools® must be installed and configured to the
specifications laid out in About Preparing for Scanning. If you are using barcode labels, you should
roster students at least one week in advance to ensure the labels are available for printing.

Important: If you are creating rosters from header sheets and answer documents (rather than
barcode labels), the answer documents are not being verified for accuracy. Any of the
following issues will cause the import of the scan session to fail:

e Mixed test documents (for example, Logramos® documents included in an lowa
Assessments™ or CogAT® test event)

e Missing header sheets
e Misplaced header sheets

e Partial-page scans

Note: Always use the ScanTools software to control the scanner. Do not press the buttons on the
scanner. ScanTools interfaces with the scanner and notifies you when scanning is complete.

To scan answer documents:
1. Click Administration in the DataManager header, then select Manage OMR Scanning Settings.

Administration ~

Manage Students
Manage Staff

Msnage Locations
Manags Rostering

Manage OMR Scanning

Sattings @

Manage Reports Access

Sattings and Praferences

The Manage Settings page opens.
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Dewnlnad Seandet fle for CHfline Seanning wilh SeanTools® Plus
Manage Optical Mark Recognition Scanning Options  Dewnload Scandaf file for Offine Scanning with ScanTools®Prisma™

Bar Code Reading | Use bar code reader on the scanner

Bar Code Label Type | Avery® 3360 (21 per sheet)

RaosterFilelAnswer Document Merge Rules.

Processing Type | Validate Scanned Files against the Test Event Roster

Bar Cede Prinling | Do Mot Print Student ID Mumber on Bar Codes

Field Roster i
?Last Name ® o]
_First Mame @ Q
| Middle Initial ® (]
| Date af Eidh % [l

2. Download the Scandef file required for scanning. (Click the Download link for the scanning
software you are using, ScanTools® Plus or ScanTools® Prisma™, in the upper right corner of the

page.)

Note: This scandef file is specific to DataManager and must be downloaded as part of your
initial OMR administrative setup and whenever a new form is added to OMR.

3. Place the first batch of answer documents into the scanner’s feed tray, as follows:

— If your batch contains answer booklets, set the batch of answer documents in the scanner so
that each answer document scans backward—from the last page (the page containing the
student’s name, identification number, and demographic information) to the first page.

— Align the timing marks on the side of the answer documents with the indicated marks on the

scanner's feed tray.

— If you are using an OpScan® scanner and using barcodes, verify that the red light in the
barcode reader attachment is pointed directly at the answer documents' barcodes.

4. In the ScanTools Application list, select the scandef file, which has a file extension of

. StxAppDef, and scan your answer documents.

5. On your computer's file manager, locate and rename the file containing the scanned documents,

as follows:

a. Find the file that was generated during the scan session. This file has a . dat extension and is
stored on your computer in the ScanTools Plus\Applications folder or the ScanTools

Prisma\Applications folder.

b. Rename the file using a unique file name that allows you to distinguish it from other scan

sessions.

Important: The file extension (. dat) must not be changed.

Note: To ensure that each file is scored separately, you must rename each . dat file with a
unique file name. If you do not rename the file, the next scan session is added to this same

file.
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6. When your scanning is completed, sign in to DataManager and locate your scanning session as

follows:

a. Select Test Events from the Assessments header or site map (or from the card on the

Overview page).

b. Find the test event to which your session belongs and click its test event name or the Manage
link in the Actions column.

e nview Assessments - PradloringiScanning - Repads - Adminiziratid
Fullel L NER Tesi Events
[EST EVENTS OVERVIEW
All Test Events

Use the filers 1o namow your seasch of click the test even? nome io open o edit il

FILTERS | Salecyear

[~ ] | | Select assesiment type [ | [ Stabus: Open

o [=]

Assessmont Typs =

Tost Evient Hama Assessmont Crealor *  Tost Evant Dabe * Cloge Dakte * Stahss * Actions

st mameres. v Toet Earsy Dvirdes

TEST EVENT

Vi Y S b

Taxt Event Datails
Harsg

gty o fagall darenng

Post-screening for CoglT Screening

CagAaT Frisdman WER200 QL2TI0I0 Qpen Asign
caening
fowa Assessments I Asammanls Sping 2010 o dough Q1042020 02472020 Open Manage  Assign
The Test Event page for that event opens.
et e e ASpEALTTEE Proaoing Sosssing ~ Rapois ~ Admintaration =

Flilwi: Ope

=) =

Procior an anline fest session
Aasrrsmant Trpe Manage scaming sesslons

Complete Tasks

Add 3 studen fo e roster

Aqubmat fanne Dl - St dng m

Farticipant List
0P . ey Sl

Wiew siatus and change kg

and Reporting Details

Sea repons

Delete Tk o5t !

Bearing and

Teak Eviecll Date | Hormativs Taar | liermatve Pancd | dcksrement looesi| Abitdy fzoniy Program Label Juppression

VIS P BRI VIR Wgu':,'w |m -
Oriline Teuwting Detail s Porminsions i
[Rantis Tast Adein TDraw Borsen Diownload Materials
™ |‘

Answer Dosuments: 3coess and print
for fils fest auent

C. Inthe Complete Tasks column, click Scan OMR answer documents.
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The Scan Answer Documents page opens.

Scan Optical Mark Recognitien (OMR) Answer Documents

Create a New Scan Session
Sean Session Name

Sl 5 Gat Seiand
Time Feriod | Lak Week -

+Scan Session Name “Dabe Actions
Lol 12 14 Seans tor Oriinn E ] [(3tart scasaiag into 1hia Seasicn ) on [impors a scanned gt fin |
sest 719 WE20S (3tart scanaiag it this Seidion | on {1mpert a scanned dut tile |
R ScanDasReg Jasams ((Stant $canaing into this wssicn | aR (Import 2 seannes dat tie |

o Display scan sessions according to time period by selecting an option in the Time Period list
and clicking Search. The scan sessions that were created within the selected time period
appear.

o Sort the scan session list by clicking the arrows in the Scan Session Name column or the
Date. The list of scan sessions is displayed in ascending or descending order.

o In the Scan Session Name box, scroll through the list to find the scan session to which you
want to import your file.

o In the Actions column of the line containing the session to be scanned, click Import a
scandef.dat file.

An Offline Scan Import page appears.

7. Locate and select the . dat file to be imported and click Import.

Offling Scan kmpart

Iport B st el e
Offine Scanned File | Browss | SHAE COOAT TEST - 1Kot

_ .
{Dack 1o Tent Bvent | [ bmpect |
Mol e !

After the file has been imported, a message appears stating whether the file imported
successfully.

8. Do one of the following:

— If the import is successful, see About Viewing Scanning Results for details about viewing and
accessing the imported scanning results.

Note: The message stating that the import was successful also states the number of records
that were scanned. This record total counts building and class header sheets as records, unlike
the record total displayed on the Scan Session Summary page, which only counts student
records. For example, if five student records are successfully scanned along with two header
sheets, then the import message states “number of records scanned: 7.” However, in the
Records Received column on the Scan Session Summary page, the total displayed is 5.
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— If the import is not successful, verify that the answer documents are properly prepared for
scanning, rescan the answer documents, and import the file again.
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Chapter 4. Viewing Results

About Viewing Scanning Results

After you have scanned all of your answer documents, you must view them in DataManager OMR to
verify that the answer documents have uploaded or imported correctly for all students.

This section describes how to review your scanned answer documents and resolve any errors that
occurred in the scanning process.

Overview of the process for viewing results

Access scanned answer documents. See Access Scanning Results.

View the Scan Session Details page. See View the Scan Session Details Page.

Delete any incorrectly scanned or duplicate scanning sessions from DataManager. See Delete
Incorrectly Scanned Test Sessions or Answer Documents.

Validate the scanned answer documents to ensure that the answer document image matches
what was scanned into DataManager. See Edit Successful Student Scans.

Resolve errors caused by scanned answer documents on which the student could not be
identified. See Resolve Failed Student Scans.

Resolve errors caused by scanned answer documents on which the test could not be identified.
See Resolve Failed Test Scans.
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Access Scanning Results

Role: Account Holder, Administrator, or Teacher

Scanning results are available on the Scan Session Details page in Riverside Insights DataManager.

To access your scanning results:

Note: If you just finished scanning and the Scan Session Summary page is open, skip to step 2.

1. Click the Scanning header from any page on the DataManager platform.

2. The Scan Session Summary page opens.

I:H:"Ti“-"-r""'ji:'-"'--"—"-'EIEF! III Resourmes | Help | Sign ot
Chvervigw Anspsements v Freclorng/Scanning Reporls Admingbration
LU= b SLpg Sk

-

Scan Session Summary

Search for Scan Sessions

Time Pericd | [Todwy =1
Session States | A0 =1
Type | [an =1
Resolution Status | [an |
Mo records ware found that match the crtena you specified. Brosden the ssarch crberis and try
again |

3. Enter the following information in the drop-down fields:

a. Inthe Time Period list, select the time period in which the scan session took place (for
example, today, last week, or last month).

4. b. In the Session Status list, select the option that applies to the scan sessions you
wish to view: All, Completed, Send to Scoring, or Send Changes to Scoring.

C. In the Type list, select Optical Mark Recognition.

d. In the Resolution Status list, select the status of the scan session you wish to view: All, Scan
Sessions with Unresolved Scans, or Scan Sessions with Successful Scans

e. Click Search. Scanning sessions that meet your criteria are listed below.
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Scan Session Summary
Search for Scan Sessions
Time Period | |Last Manth |
Session Stalus | A |
Type | |Ogtical Mark Recognition |
Resolution Status | [an |
*Scan Session Name *Type »Date Records Records/Pages Records/Pages *Status .
Received Processing Unresolved
16270 Retest OMR 2512013 i} 1} 1] Completed
16273- same studenis scanned OMR 872312013 3 1} 1] Completed
16273-test OMR 8222013 2 1 0
16294 Level 9 machine scorable test OMR 9/912013 1 0 0 [send to scoring |
16319 combined dacument OMR 82312013 1 0 ] Completed
16337 test OMR 82512013 1 0 0 [‘send 1o scoring |
CogAT screening Lower Level OMR 8132013 3 1] 0 Completed
CogAT UL scenarios OMR 82612013 0 (1] 5 In-Progress
combined 2 OMR 82212013 0 3 0 In-Frogress
12345>
_Back to Test Event |

Note: You can sort the list of scan sessions using the arrows in the Scan Session Name, Type, and
Date columns. If the list contains multiple pages, you can navigate through the pages using the
arrows in the bottom right corner of the page.

For a complete list of Status displays with brief descriptions, click here. To return to the Edit Test
Event page, click Back to Test Event.

Status Description

Not Started

The scanning session has been created, but document scanning has not yet
started.

In-Progress

DataManager is still processing the scanned pages in the session to identify
the test event, form, building, and student information.

Send to Scoring

The scanning session has been processed by DataManager and is ready to
send to Riverside Scoring Service™.

Send Changes

Unresolved scans have been resolved since the scanning session was sent to

to Scoring Riverside Scoring Service; the session is ready to send to scoring, including
the newly resolved scans.
Scheduled The scanning session is scheduled to be sent to Riverside Scoring Service.
Scanning sessions are consolidated into batches and sent twice a day.
Sending DataManager is in the process of transferring the scanning session to
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Status Description

Riverside Scoring Service.

Completed The scanning session has been successfully sent to Riverside Scoring Service.

4. In the Scan Session Name column, click the scanning session you want to review. The Scan
Session Details page appears. See View the Scan Session Details Page.
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View the Scan Session Details Page

Role: Account Holder, Administrator, or Teacher

From the Scan Session Details page in DataManager™, you can delete an entire scanning session,
delete student answer documents that have scanned successfully, identify student answer
documents that have scanned successfully, or identify failed scans. Account Holders and
Administrators can also edit the answer strings of a successful scan and resolve failed scans.

Scan Session Details

TestEvert  CogAT Fall

Teslis) CooAT 7 Complete - Level 13114 CogAT 7 Complete - Level 8 CogAT 7 Screening Form - Level 516, ConAT 7
Screening Form - Level 9

Scan Session BA-16443
Date &28/2013

Scanning Summary Records Received Records/Pages Deleted  Records/Pages Processing  Records/Pages Unresolved

1 Batch of Scans 4 a 1] 7

[ Detete Entire scan session |

b Scans for which the location cannot be identified [1]
b Seans for which the Grade cannot be identified [1]

b Scans for which the CogAT test level cannot be identified [5]

= Successful students scanned in this session [4]

Hs ."': Student Name - Student 1D Class- Test Action

1 !1- Lewis, Terry 1008 Classt CogAT 7 Complete - Level 13114 Delete

2 Penn, Megan 1006 Classd CogAT 7 Complete - Level 13114 Delete

3 Genz, Maggie 1001 Class2 CogAT 7 Complete - Level 13114 Delete

4 Penny,David 1005 Class3 CogAT 7 Complete - Level 13114 Delete
Back to Scan Session Summary Back to Test Event Overview

Note the following:

e The top of the Scan Session Details page provides information about the scanning session,

including the name of the test event, the test(s) included, the scanning session name, and the
date of the scanning session.

e The Test(s) field displays the test, form, and level captured from the scanned answer documents.

e The Scanning Summary section displays the counts for each batch of scans included in the scan

area, including the number of pages scanned, the number of deleted scans, the number of scans
processing, and the number of unresolved scans.

e The remaining sections of the page vary depending on the administration mode (lowa
Assessments, CogAT, Combined, or Logramos) and whether there are failed scans. One or more of
the following sections may be displayed:

Page 45 ©2019 Riverside Assessments, LLC. All Rights Reserved.




DataManager Optical Mark Recognition (OMR) User Guide

— Scans for which the location could not be identified

— Scans for which the Grade could not be identified

— Scans for which the lowa/CogAT/Logramos test level could not be identified
— Scans for which students could not be identified

— Scans for which Student's Date of Birth could not be identified

— Scans for which the lowa form could not be identified

— Successful students scanned in this session

i

e In the Successful students scanned in this session section, a flag icon :™ in the second column
indicates that the scanned answer document for the student in that row has multiple answer
marks for one or more items or has no answer selected for one or more items.

The caution flag is provided to alert you that a student may have attempted to erase an answer
selection and did not do so completely or that a student inadvertently skipped one or more test
questions. You do not have to review records with these flags, but you may want to do so if you
suspect that a students’ intended responses were not captured accurately by the scanner. Items
with multiple marks or no response will be scored and reported as incorrect.

Note: You can sort the Successful students scanned in this session list using the arrows in the

number (#), Student Name, Class, and flag (Jl) columns.

The next steps depend on the information you see on the Scan Session Details page.

To resolve issues and validate the scanning session:

—> See Delete Incorrectly Scanned Test Sessions or Answer Documents, Edit Successful Student
Scans, Resolve Failed Student Scans, or Resolve Failed Test Scans.

To send the scanning session to scoring:

=> Click Back to Summary. The Scan Session Summary page appears. See Send to Scoring.
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Delete Incorrectly Scanned Test Sessions or Answer Documents

Role: Account Holder, Administrator, or Teacher

In the event a session is scanned incorrectly or an answer document is scanned in the wrong session,
DataManager™ provides the option of deleting a scanning session or deleting an answer document
for an individual student.

To delete a scanning session:

1. On the Scan Session Details page, click Delete Entire Scan Session in the Scanning Summary
area. A confirmation message appears.

2. Click Delete. The scanning session is deleted.

To delete a student's answer document from a session:

1. Find the row containing the student’s name in the Successful students scanned in this session
area and click Delete this Record in the Action column. A confirmation message appears.

2. Click Delete. The student's answer document is deleted from the session.
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Edit Successful Student Scans

Role: Account Holder or Administrator

Account holders and administrators can edit successful student scans, including:

® Answer strings and

o Student demographic information

Edit Answer Strings

To edit the answer strings of a successful student scan:

1.

In the Successful students scanned in this session area of the Scan Session Details page, click the
name of the student whose answer document you want to edit.

= Successful students scanned in this session [4]

#e !1_: Student Mame - Student 1D Class: Test Action
1 .ﬁ- Lewis Terry 1008 Classt CogAT 7 Complete - Level 13114 Delete
2 i Penn, Megan 1006 Classd CogAT 7 Complele - Level 13/14 Delele
3 Genz, Maggie 1001 Class2 CogAT 7 Complete - Level 13/14 Delete
4 Penny,David 1005 Class3 CogAT 7 Complete - Level 1314 Delete

The Student Answer Record appears with the answer strings for the first test expanded.

CogAT 7 Complete - Level 13/14 O Student Answer Record 3 of 3 3
Last Name | Lewis
First Name | Terry

Student 1D | 1008

b Student Demographics
» Administrator Values

= Arswer Strings
Ermror Validation | Detect Muliiple Marks, Detect Embedded Blanks, Apply to All Student Answer Records

*~ Multiple Answer Selected
PR N Ardee Salaced

Expand ANl

= VERBAL BATTERY TEST 1: VERBAL AMNALOGIES

S e o | e ge me on | by rmw g [« o o B
:0000000|,0000000||,0000000 ;0000000
FaTeepR e ER gt [ce e poeE [ EotON TR
garmere]~pepuet|l~gonnevE| [-Prn e IR

Each test item in the answer string area contains circles for each answer choice (for example, a, b,
¢, d) plus a circle with an asterisk (*) and a circle with "n/a."
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— The *circle is filled in if multiple marks were detected for the item.

— The n/acircle is filled in for embedded blanks. (Embedded blanks are questions with no
answer choice filled in that lie between questions with answer choices that are filled in;
questions with no answer choice filled in that are at the beginning or end of the test are not
considered embedded blanks.) For example, in a test with 50 questions, if the answer
document contains answers to only questions 5, 15, and 18 and the remaining questions
contain no answers, then the Scan Details page will show the n/a circle filled in only for
questions 6 through 14, 16, and 17. The n/a circles will not be filled in for questions 1 through
4 or questions 19 through 50 because they are at the beginning and end of the test.

2. View answer strings for other tests by selecting one of the following options:

— Click Expand All to view answer strings for all of the tests.

— Click Click here to expand this group to view answer strings for an individual test.

Note:To filter the answer string results, click Detect Multiple Marks, Detect Embedded Blanks,
Apply to this Student Only, and/or Apply to All Student Answer Records above the answer string
result and select the criteria you want to use. Depending on the criteria you select, fewer answer
string results may appear.

[ Detect Multiple Marks [ Detect Embedded Blanks
CApply to this Student Only & Apply to All Student Answer Records

. Compare answers recorded on the answer document to the scanned answer strings. If an answer

scanned incorrectly, correct the answer string for that item by manually clicking the answer
choice that matches the answer on the original answer document.

. Do one of the following:

— Click Save Answer Strings at the bottom of the answer strings section to save your changes. A
confirmation dialog box appears. Click Ok.

— Click Cancel to disregard your changes.

5. After you receive confirmation of your saved changes, click Back to Scan Details at the bottom of

the page to return to the Scan Session Details page.See Viewing the Scan Session Details Page.

Edit Student Demographic Information

To edit the student demographic information:

1.

In the Successful students scanned in this session area of the Scan Session Details page, click the
name of the student whose demographic information you want to edit. The Student Answer
Record appears.

. Click Student Demographics. The demographic information for the student appears.
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= Sludent Demographics

Diate Of Binth
Gandear
Additional ID
Lewel

Race
Ethracity
Program

10/10¢1998

I.

A

Level 15116

By

Mot Hispanec of Lating
Mg

Edit Student Demographics

3. Click Edit Student Demographics. The Edit Student page appears.

4. Edit the student information and click Save Student. The student demographic information is
updated and the Student Answer Record page appears.

5. Click Back to Scan Details at the bottom of the page to return to the Scan Session Details page.
See Viewing the Scan Session Details Page.
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Follow these instructions...

following...
Delete this a. In the Edit option(s) column, click Delete this Record to delete the scanned student record. A
student dialog box appears asking you to confirm the deletion.
record from b. Click Yes.
the scannin
session 8 C. Complete the student name and identification number on the answer document and rescan the
student answer document in another scanning session.
Search for the a. In the View/Fix column, click Search for a Student to locate a student already in the roster to
unidentified match to this scan. A Viewing Print After Scan page appears.
student in the Viewing Print After Scan # 366227
roster
Reason For Failure: The student could nat be identified. Search for the student and click on Save RecordiAffilate Scan to correct this errar.
First Mame | (Mone)
Last Name | {None)
StudentlD | {(Mone)
Back to Scan Details
b. Enter a name in the First Name or Last Name field or enter a student identification number in the
StudentID field, and then click Search Student. The student records that match your entry will
appear in a list below these fields.
C. Inthe Actions column of the row containing the student to be associated with the scan, click the
Save Record/Affiliate Scan button.
Add this a. In the View/Fix column, click Enter this Student to add the student to the roster. A Viewing Print
student to the After Scan page opens.
roster
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Reason For Failure: The student could not be identified. Search for the student and click on Save Record/Affiliate Scan to carrect
this error

Raoster *

o = NET
Location / Class |+ © St Maine

Grade
FirstMame *| (Mone)
LastMame * (None)
Middle Mame  (None)
Unigue StudentId ™ (None)
DOB (MMDDYYYY) ™| (None)
Gender* (Nong)

Ethnicity - Hispanic or . (Nang)
Lating

Race  (Mane)
Program Codes | (Mone)

" Required fizlds

Back to Scan Details | Save Record/Affiliate Scan |

b.

In the Location/Class list, select the location level to which you want to assign the student. You
must assign the student to a class-level location. Click the right arrow (ir) to expand the hierarchy.
Click the down arrow (4) to collapse the hierarchy. The Grade field automatically displays the
grade number based on the class-level location.

C. For the First Name and Last Name fields, click (None), and then type the student's first and last

names.

. In the Unique Student Id field, click (None), and then type a unique student identification

number in the box. The unique student ID may be up to 10 characters in length. You may use any
combination of the following characters:

- A-Z
- 0-9
— Blanks or dashes

In the DOB (MM/DD/YYYY) field, click (None), and then type the student's date of birth. You must
enter the date of birth in MM/DD/YYYY format.

Note: If you enter a date of birth that is out of range for obtaining age-based scores, a warning
message appears. Verify the date of birth you entered is correct.

In the Gender field, click (None), and then select the student's gender.

(Optional) In the Ethnicity - Hispanic or Latino field, click (None), and then select Y or N to indicate
if the student is Hispanic or Latino.
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h. (Optional) In the Race field, click (None), and then select all applicable races.

i. (Optional) In the Program Codes field, click (None), and then select the program codes that apply
to the student.

j- Click the Save Record/Affiliate Scan button to affiliate this student record to the scan.

Resolve Failed Scans

Role: Account Holder, Administrator, or Teacher

When a scan fails, the Scan Session Details page provides the reason. The sections below detail
various ways that scans fail and provide instructions to resolve these failed scans.

e Student Scan Cannot Be Identified

® Other Failed Test Scans

Student Scan Cannot Be Identified

Student scans fail because the student name and/or ID circles are not marked, the student name
and/or ID circles are marked incorrectly, or the student has not been added to the student roster in
DataManager. When a student’s scan fails, the Scan Session Details page displays a section titled

Scans for which the student cannot be identified. If there are no failed student scans, you will not
see this section.

= &cans for which the student cannot be identified [1]

Frint Reason For Failure Test WiewFix Edit
Alfter option(s)
Scan

356227  DataManager could not identify the student associated with this record. T CogAT[E)  Searchfor  Delete

resolve this error, delete the record and rescan the answer document or a Stedent  this
test booklet with the student name gridded or click on "enter this student” or Record
or "search far this student” links to enter the student now or find a student Enter this

already entered in DataManager to affiliate the record with. Student

To correct a failed student scan:

1. Click the Scans for which the student cannot be identified section heading to see the list of
student records that cannot be identified.

2. Locate and review the student answer document corresponding to the failed scan.

3. Refer to the table below to resolve the failed scan(s).

4. After you have saved your changes, do one of the following:

— Resolve the next failed student scan in the list.
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— Click Back to Scan Details to go back to the Scan Session Details page. See Viewing the Scan
Session Details Page

Other Failed Test Scans
When a test fails to scan correctly, the Scan Session Details page displays a section titled Scans for
which <reason for failed scan stated here>. If there are no failed test scans, you will not see this
section.

To correct a failed test scan:

1. Click the Scans for which <reason for failed scan stated here> section heading to see the list of
records that failed.

2. Locate and review the student answer document corresponding to the failed scan.

3. Referto the table below to resolve the failed scan(s).

If the
reason for Do the following:
failure is:
Location a. In the Edit option(s) column, click Delete this Record to delete the scanned record. A dialog box
assignment appears asking you to confirm the deletion.
COUld not be = Scans for which the lecation cannot be identified [1]
identified Print After  Student Reason For Failure ViewFix Edit option
Scan Mame * (s)
36G200 Unknown DataiManager could not identify a location assignment for this student. To resobve this emor, Delete
delete the record and rescan the answer document or test booklet with a Building ldentification this
Sheet and a Grade/Class Identification Sheet indicafing the student’s building and grade/class Record
assignment,
b. Click Yes.

C. Complete the location assignment for this answer document including the corresponding header
sheets (Building Identification Sheet and Grade/Class Identification Sheet) and rescan the student
answer document in another scanning session.
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If the
reason for Do the following:

failure is:

lowa a. Click the Scans for which the lowa Assessment Form cannot be identified section heading to see
Assessments the list of student records.
Form - ; :
= Scans: for which the lowa Assessments Form cannot be identified [1]
cannot be
P - il iewiFi
identified Frint Suldenf Reason For Failure igwiFix Edu_t _
After Mame » aption(s)
Scan
JABTEE LInknown DatalManager could not identify the lowa Assessments Form Assigna Delete
assaciated with this record. To resolve this emor, delete the Foim this
record and rescan the answer document with the correct Record
Form (E or F) identified or click on "assign a form™ to select
the form now.

b. In the View/Fix column, click Assign a Form. A Viewing Print After Scan page appears.

Viewing Print After Scan# 348768 Delete this Failed Scan

Reaszon for Failure: The lowa Assessments Form could not be idertified

Select a Test Form to Resalve this Ermor

O Fom E CFom F

| Save Changes for this Record | | Save ChangesiApply to All Record in this Category

Back to Scan Details

C. Select the form of the test that was administered (Form E or Form F) and click Save Changes for
this Record to apply the change to the current record or Save Change/Apply to All Record in this
Category to apply the change to all the records listed in this section.
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If the
reason for Do the following:
failure is:
CogAT level a. Click the Scans for which the CogAT test level cannot be identified section heading to see the list
cannot be of student records.
identified
= Scans for which the CogAT test level cannot be (dentified [1]
Frint After  Student Reason For Failure WView/Fix  Edit
Scan Mame » aption(s)
348775 Unknown  DataManager could not identify the Cognitive Abilities Test (CogAT) Assigna  Delete
level associated with this record. To resolve this emror, delate the Level this
record and rescan the answer document with the comect level Record
identified or click on “assign a level” (o select the level now.
b. In the View/Fix column, click Assign a Level. A Viewing Print After Scan page appears.
Viewing Print After Scan# 348775 |_ Delete this Failed Scan |
Reason for Failure: The Cognitive Abiliies TestiCogAT) Level could not be identified
Select a Test Level to Resohle this Error
O Level 10 O Level 11 O Level 12 © Level 13/14
O Level 1516 O Level 17118
Save Changes for this Record | | Save Changes/Apply to All Record In this Category |
Back to Scan Details
C. Select the level of the test that was administered and click Save Changes for this Record to apply
the change to the current record or Save Change/Apply to All Record in this Category to apply
the change to all the records listed in this section.
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If the
reason for Do the following:

failure is:

Student a. Click the Scans for which the Student's Date of Birth cannot be identified section heading to see
date of birth the list of student records.
r]Ot . (AN ToR W Chethve: R ISR NI o W YO 6 0 Pk o MO TN O 1T = —
identified = . e ===
Student Mame Reason For Failure Wiew!Fix Edit option
{3}
965853 Edward, John DatalManager could not identify a valid date of birth for the student associated with this Assigna  Delete this
recard. Ta resolve this emor, delete the recond and rescan the answer document with a [ala] Recard

valid date of birth or click on *#Assign a DOB™ to enter the DOB now.

b. In the View/Fix column, click Assign a DOB. A Viewing Print After Scan page appears.

Reasaon for Fallure: The date of bith of the student is not valid

Sedect a vakd DOB 1o Resale this Eror

Back lo Scan Details

C. Enter the correct date of birth for the student in the proper format (MM/DD/YYYY) and click Save.
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If the
reason for Do the following:

failure is:

District not a. In the Action column of the Scanning Summary area, click Assign a District. A Viewing Print After
assigned Scan page appears.
Scanning Action Records Records/Pages Records/Pages Records/Pages
Summary Received Deleted Processing Unresolved
1 Batch of 0 1 1] 1]
Scans
2 Batch of Assign a District 0 1 0 0
Scans )
Delete this Batch
of Scans

¥
(Detete Entire Scan session)

Back to Scan Session Summary Back to Test Event Overview

b. Select a district from the hierarchy and click Save Changes for this Batch.

Reason for Failure: Mo Districts could be affiliated for the scanned building f class header sheets

2 OMR EZE NDOA Dist2

(Sa'i" Changes for this Batch

Back to Scan Details

Page 58 ©2019 Riverside Assessments, LLC. All Rights Reserved.



DataManager Online Mark Recognition (OMR) User Guide

Scans with a. Click the Scans with Duplicate Students section heading to see the list of student records.
dUpl Icate ¢ Scans with Duplicate Students [1]
StUdentS -j:l:l-lm Entire Scan sunlun;'l
Scan ld  Sludent Reason For Failure WiennFix Edit
Name « option(s)
SE6E50  Unknown  DataManager could identify ather students petentially matching with this record, To resolve this  Resalve Delete
error, delete the recard and rescan the answer document or test booklet with the correct student  Duplicates thig
id ! name gridded or click on "Resolve Duplicates” link to edit the student id andior student Record
names of the scanned or matching sftudenis to eliminate the discrepancy.
b. In the View/Fix column, click Resolve Duplicates to edit or delete the duplicate student record. A
Viewing Scans ID page appears.
Viewing Scan ld # 966850 { Diedate this failed seas |
Reason For Failure: The scanned student might be a duplicate. Edit the scanned or the maiching student details to carmect this emar,
Scanned Swdant
First Kama Last Name SludentlD rul] Gender Aglion
103 OEMQ2007 M (T Edit )
Matching Students
First Marme Lasl Hame SudentiD OB Gender Aclion
hast CGearge 103 11 E/2007 M (i)
Back lo Scan Detais
C. Locate the line containing the student record to be edited or deleted and click the Edit button. The Edit
Duplicate Student's Data box appears.
Vigwing Print After Scan # BEEE50 [ Dlele ihis Failad Scan |
Edil Duplicate Siudent’s Crata
Reason For Failure: The Scanned student might be a duplicate, Edit the student details to correct this emor,
First Mama | [Mane}
Last Marma | [Maone)
Midcsa Name | (Nane}
Unigue Studend 1d | 1117103 s
COB [MM/DDYYYY) * | [arooT
Gender *| Male
Back lo Resalve Duplicates Save Sludant
d. Do one of the following:
— To edit the student data record, type the student's data, such as last name, first name, or student
identification, and then click the Save Student button.
— To delete the student data record, click the Delete this Failed Scan button.
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A confirmation box opens.
4. Do one of the following:

— If you are saving changes, click Save.

You made changes to this record "

To save tha changes you mada, click Save
To clese this page without saving the changes you made, click Cancel

| Snr:n : Cancal

— If you are deleting the scan, click Continue.

Are you sure you would like to delete this falled scan?

Continue Cancel

Note: If you delete the scan, correct the reason for the failed scan on the answer document
and rescan the answer document in another scanning session.

5. After you have saved your changes, do one of the following:
— Resolve the next failed test scan by using the navigation arrows at the top of the page.

— Click Back to Scan Details to go back to the Scan Session Details page. See View the Scan
Session Details Page.
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Chapter 5. Sending to Scoring

About Sending to Scoring

When you have resolved failed scans, you are ready to send the scanning session results to Riverside
Insights Scoring Service for scoring and report generation. Note the following about scoring:

® Send scanning session results to scoring in the same order in which they were scanned to ensure
that the most current version of all answer documents is used for scoring and report generation.
If Riverside Insights Scoring Service receives two different versions of an answer document for the
same student in separate scanning sessions, the answer document in the last scanning session
sent to scoring automatically overwrites the answer document sent in the previous scanning
session.

e |[f possible, resolve all scanning errors before sending your scanning results to scoring. Unresolved
answer documents are not included in the transfer when a scanning session is sent to scoring. If
you resolve a failed scan after the session has been successfully sent to scoring, then the Status of
the scanning session changes to Send Changes to Scoring. Clicking Send Changes to Scoring sends
all successfully scanned answer documents in the session to scoring, including the newly resolved
scans.

e After sending results from your scanning session to scoring, you can continue working in
DataManager (or log off).

Overview of the process for sending scanning session results to scoring

e Send scanning session results to Riverside Insights Scoring Service. See Sending Scanning Session
Results to Scoring.

e If necessary, resolve issues with the transfer of scanning session results.

e Confirm that the scanning session results were successfully sent to Riverside Insights Scoring
Service by verifying that the Status of the session has changed to Completed.
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Send Scanning Session Results to Scoring

Role: Account Holder, Administrator, or Teacher

Send scanning session results to scoring in the same order in which they were scanned to ensure that
the most current version of all answer documents is used for scoring and report generation. If
Riverside Insights Scoring Service™ receives two different versions of an answer document for the
same student in separate scanning sessions, the answer document in the last scanning session sent
to scoring automatically overwrites the answer document sent in the previous scanning session.

To send scanning session results to scoring:

1. On the Scan Session Summary page, locate the scanning session that you want to send to scoring.
In the Status column, click Send to Scoring. The status changes to Sending.

Note: The amount of time required to send a scanning session to scoring depends on the number
of pages in the scanning session and the DataManager™ system traffic. You do not need to
remain logged in to DataManager for the scanning session to transfer.

2. Review the status of the scanning session that you sent to scoring.

— If the Status of the scanning session is Completed, then your scanning session was successfully

sent to scoring.

— If the Status of the scanning session remains Send to Scoring, then the scanning session did
not transfer successfully to scoring.

For a complete list of Status displays, click here.

Status Description

Not Started

The scanning session has been created, but document scanning has not yet
started.

In-Progress

DataManager is still processing the scanned pages in the session to identify
the test event, form, building, and student information.

Send to Scoring

The scanning session has been processed by DataManager and is ready to
send to Riverside Scoring Service™.

Send Changes

Unresolved scans have been resolved since the scanning session was sent to

to Scoring Riverside Scoring Service; the session is ready to send to scoring, including
the newly resolved scans.
Scheduled The scanning session is scheduled to be sent to Riverside Scoring Service.

Scanning sessions are consolidated into batches and sent twice a day.
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Status Description

Sending DataManager is in the process of transferring the scanning session to
Riverside Scoring Service.
Completed The scanning session has been successfully sent to Riverside Scoring Service.

3. If necessary, resolve issues with the scanning session transfer to scoring:

— If a scanning session does not transfer successfully on the first attempt, click Send to Scoring
again and review the status.

— If a scanning session does not transfer successfully on the second attempt, divide the scanning
session into two or more scanning sessions and rescan the answer documents. (Do not split a
multi-page answer document for a single student across more than one scanning session.)
Sending scanning sessions with fewer pages may resolve the issue. See Arrange Answer Sheets

in Batches.

— If a scanning session still does not send successfully, contact DataManager Support Center for

assistance.

Phone: 877-246-8337 (Monday through Friday 7 A.M. — 6 P.M. Central Time)
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Edit Student Records After Scoring and Reporting

Role: Account Holder or Administrator

You can make changes to student demographic data (such as date of birth or program coding) or
location data (such as grade, class, or school) even after scoring and reporting have occurred. You

can apply these changes to the current test event by accepting the DataManager prompt to
overwrite previously saved data.

These types of roster changes should be applied only if deemed absolutely necessary, including the
following reasons:

e To correct errors in data that you catch after testing. For example, you discover after a testing
event closes that the school's IT department failed to include the race/ethnic coding data.

e To ensure that a relocated student's test results are available to his current teacher. For example,
after testing takes place, a student is moved into a new class, and you want the student's testing
results to be grouped with the testing data of his new class.

Before editing the student demographic or location/grade data, be aware of the following
considerations:

e Change the grade/level of a student only if the grade/level was originally entered incorrectly. The
grade/level must reflect the student’s grade/level at the time of testing. If you change the
grade/level of a student, reopen the test event, and then close the test event with the new
grade/level applied, then the student’s test scores are recalculated based on the newly edited
grade/level. This changes the historical data of the student.

e Do not delete student records due to no data, even if a student leaves the district.

e [f you want to provide a new teacher in a new grade level access to a student’s historical data,
then the best option is to add the new teacher as the teacher for the student’s grade/level the
last time he or she tested. For example, Ms. Adams is a 6th grade teacher, and she wants to
review her new class’s 5th grade test data. To provide her with access to this data, the school’s
DataManager administrator can addher as a 5th grade teacher to the students.

To edit a student record after a test event is closed:

1. In the Administration section of DataManager, search for and locate the student to be edited
and edit the student's demographic and/or location data as necessary.

2. Find the closed test event and reopen it.
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View and manage your test event

Test Event Details

Spring CogAT 6th grade classes

Name

Spring CogAT Bth grade classes

Assessment Type Roster

CogAT Azsessment Services 2018 - 02307/2018 XLS

Participant List
McCabe

Scoring and Reporting Details

Test Event Date | Normative Year | Normative Period | Achievement Scores | Ability Scores | Program Label Suppression

4222019 2017 Season: Spring

CHPR = School

{l ]
Fercentile Rank {Mane) Mo

Online Testing Details-Permissions

Audio Test Admin
es

Draw Screen
es

The Edit Test Event page refreshes allowing you to edit some information.

3. Click the Close button for the test event.

Status: Open

oo ) (o]

A prompt appears stating that the roster has been updated since the test event was last closed.
The prompt example below appears if edits were made to both location/grade and demographic

data.

Location/grade and Demographic updates have been made to the students in the roster assoclated with
this test event since it was last closed,

Would you like to apply these changes?

(Apm demagraphic changes unlyj {Ap,uly locatisnigrade changes an r,lj (A;pr, all Chang u'} -:nc.- not apply tl'ln.hgt!::l fc.a nul}

A&

The prompt example below appears if edits were made to demographic data only.
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Demeographic updates have been made fo the students in the roster associated with
this test event since it was last closed.
Would you like to apply these changes?

[Ej |E| | Cancel

]

4. If you wish to see the specific data changes that were made, click the blue text. An Excel file
opens displaying the details of the specific data that have been edited.

1
|
]
4
5
&
7
B
g

A B [ 1]
Swdentld Data Cuwrrent Yalue Previous Value

23 First MName Brad Bradd

23 Admin Code A ¥

7 Last name Eyle Kile

7 Grade 3 2

a7 Middle Name Se

a0 SchoolfBuilding Cornell Elementary 5t. Marys Elementary

0 Class hrs. Smith Mr. George

a0 Class code 3345

5. In the prompt box, select one of the following options to continue.

For edits to both location/grade and demographics date:

Apply demographic changes only — closes the test event with only the demographic edits
applied

Apply location/grade changes only — closes the test event with only the location/grade edits
applied

Apply all changes — closes the test event with both demographic and location/grade edits
applied

Do not apply changes — closes the test event with none of the edits applied

Cancel —returns you to the Edit Test Events page

For edits to only location/grade or demographics data:

Yes — closes the test event with the demographic or location/grade edits applied
No — closes the test event with none of the edits applied

Cancel —returns you to the Edit Test Events page
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