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System Administration

Chapter 1. Overview

The DataManager™ Administration platform allows Account Holders and Administrators to perform
maintenance tasks for the following areas:

e Locations - Add new locations or search for and edit existing locations.
e Staff/Users - Add new staff/users or search for and edit existing staff/users.
e Students - Add students to a roster or search for and edit existing students.

e Rosters - Create a new roster, add a student to an existing roster, export a roster, or deactivate a
roster.

e Settings and Preferences - Adjust audio settings for CogAT upper-level assessments.

e (Account Holders only) Test Activity/Notifications and Licenses - View test activity for
assessments, edit notifications, and, where relevant, view license information.

Administration features also include providing links to Directions for Administration (DFAs), keys for
accessing web reports, and Online Mark Recognition (OMR) scanning functions.

Access to the Administration area of DataManager is limited to staff with Account Holder or
Administrator status. Only these users see Administration in the header.

Hel kg e~ -
Fesources | Help | Skgnout

Azszessments v Proctoring/Scanning Administration

Note: Administration links for these users also appear in the Site Map and, on the Overview page, as
a right-column card.
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Chapter 2. Downloading DFAs

About Downloading DFAs

The Directions for Administration page provides quick access to Directions for Administration for

paper/pencil testing with catalog or plain-paper answer documents. All documents are provided in
PDF format.

Note: To view PDF files, you need Adobe’ Reader’. You can download a free copy from the Adobe

website at https://get.adobe.com/reader/. See System Requirements for information regarding the
minimum version of Adobe Reader required.

Page |4 ©2019 Riverside Assessments, LLC. All Rights Reserved.
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Download DFAs

Data Package: Any Role: Account Holder or Administrator

To download a document:

1. Sign in to your DataManager account with your user name and password.

2. From the Overview page, select Access Admin in the right-column Administration card.

Hello Temara Frisdman

Fesowces | Help | Sign out

Dverview Asssssments Proctoring/Scanning ~ Reports Administration ~

Gatting Assistance
What's new with DataManager?
Uip e 7T o o Femes oy QuUESSIoNS of nesd asSistance, pleame

. 0.3 Hew DataMa : oornmc T DadaMansger Suppord Cardar

% s 2 plezsure tn Dring you TS new ook 2 el for Databianagar! Unletes b te Phans: 1- 577 - 245 - 5337
ogin 2nd cuenview sareens, dighal resources TDrary, kst ever pages, rogort

creation tols and overall rEgaTon are JustMe S View Te recording digur Emall Contaok: hi=indriersidedstamansger.com
recert wakMrough of TIE new deslgn.

Hours: 700 AN—S 00 FINCET)
e ook Tanward o providing ewen mane enfEncements ned year - simplfed 2 Romay Trough Fricey

25 kgrment and st s esskon wondlows, Demer proctoring and OM R scanning

eperinses, and mone. We 3 re comminzd i making your experien oa with lowa

AS5Es5Emenis™ and Cogd T continus|ly Detter! W aieh 1or D0 8s 0N our prognes

In T2 COming Monts Digital Resourcess

S
Mew] CogaT 7 and § Audio Languages for Levals 3-17118 HEENg program

Cog AT onll Ine e sling with awdlo |s now auallable In sk new languages wih ofscreen
Instructl ons at can 10ggle netwesn Englisn and a0 alernste language I addRlon
0 Spanisi, ere are also now cholces for Arabic, Mandarin, Camonese, Russtan
Eomall, and Vieamese. Account Halders and Adminls irator s can deslgnate wakch of
fese audlo language selectkons are aua liable for st o choose durlng fest sesskn .
221 up oy VisRIng ou T new Audlo Language soresn under S2mings and Preterences In Vgl
Adminilstration. For more infrmation on sudlo Enguages, plesse s online Rel oo e

Audio Enguage options fr e lower keuels 2re currently I devsiopment 2 d tang eted

for awllabliRy Eer ks fll

Onlins Testing Licansss !l
Terms of use BT WA ASSa5 SRS CogAT and Logramas online leEting nawe Desn Crame = jmr
upd ated. Test admints fration lisersss 2ne now assigned oy scho0l year, defined 25 oniline test oS e

TN 6730, and should b2 used Dy 6/30 each year. Your current online testing alance ks
valizble for the 201 9-2020 schod | year. Account Ho lders canview balance and
licerse period Information in e kanag e Testing ACIvRy and Wiew Licenses screens

und e B Admin sira kon mer Raports
As you purenEse new lisense s Tiks 11, My will e apalied 10 M2 20153-2020 5000l S your students rkus and
year. Bagining In Jamuary 200, pou will iave e optlon of purchesing lioenses e

e Frough fhe 2030- 2121 school year. Any unused llcenses will be nolied over info
e med school year 35 part of your district s renewsl process , and biling

reconclliation for faur aocount will occur on Wilks arral basks 35 apposed B:l"tllh'ﬁ'l"lg

each el aent Administration \

I o nave Ay Questions, plesse feel free (0 reach out 0 your Asse ssment - -

Consulant or contast Customer Sense 3t 1-500-323-0540 HmnagS four Lo Aposss Admin

SO00UT. S2TINgS.

Mormes and 3core Conversiens and Content ClassMcations G uldas

3. Click Download Directions for Administration.
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DataManager Administration

Manage Reporting Access

Click on this link to assign reporting keys to system users. Reporting keys are us
users appropriate lkevels of aceess to centrally scored test events and may also b
USETS SCCEES mialiato soerific locations’ test results from plain paper scannin

M anage Optical Mark Recognition (OMR) Scanni ng Options
Click on this link to configure options such as emor handling for youwr OMR s cannin

Manage Locations

Note: You can also select Download DFAs from the left-column navigation bar or Directions for
Administration from the Site Map in the footer.

Crverview Aszssessments v Proctoring/Scanning Reports Administrati
Manage Senoring Access
L]
Downioad DEAs T
Ir DIRECTIONS FOR ADMINISTRATION
mmﬂl_}anm Optlans:
Desorloes the procedur es Fat test adminkstrators should Sallow when adminlsiering e 3s sesaments.
e ) Cognive ADIes Test™ [COgATE)
Manage 58T Usars J Cognitve AbIltes Test™ [CoqAT 8 Serssnin g Form
Manage Sosters +| Rivarsigel Inmerim A5 GREEM RIS

< Jowa ASEREEMENTE™
< Logramos® Tercard Eolcion

Sesings and Preferences

A list of folders for the different assessments appear on the main panel of the page.
4. Find your test and directions by browsing the folders and files in the list.

5. Click the PDF document for your test and level, and follow your browser's prompts to open or
save the file.

6. (Optional) From your browser window or Adobe Reader, click the Print button, make your
selections for printing, and print the document.

Page |6 ©2019 Riverside Assessments, LLC. All Rights Reserved.
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Chapter 3. Managing Locations

About Managing Locations

A location in DataManager™ refers to the place and scope, in a hierarchical organization, of
administering student testing. You must create locations within a school system hierarchy to be able
to set up test events, create test assignments, view web reports, and perform other tasks in
DataManager.

Initially, your district loads its location hierarchy by creating and submitting a Location Data File to
the Riverside Insights Data Integration team, which then uploads the Location Data File to
DataManager. See Creating and Submitting Data Files for more information.

After the initial loading of locations, the DataManager Manage Locations page allows you to add,
edit, export, and in some cases inactivate or delete locations. (For more information about these
procedures, see the relevant links below or the online help table of contents to the left of this panel.)

Changes you make through this interface are synchronized with the Riverside Insights Scoring Service
and reports.

Page |7 ©2019 Riverside Assessments, LLC. All Rights Reserved.
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Add Locations

Data Package: Any Role: Account Holder or Administrator

To add a location:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Locations.

Hello Tamara Frisdman

Fesources | Help | Sign out

Orvenview Assessments ~ Proctoring/Scanning ~ Reports Administration ~

Manage Students

Manggs

Getting Assistance
What's new with DataManager?

Manage Locations

Ussmes VAR I Fiave @y GuesHions or g
e DataM -
Welcome to a New DataManager anager Support d . .
- - anages Rostering
It is & pleasure to bring you this new loock and feel PRong 1 - 577 - 245 - 5357 : -

for DataManager Updates to the login and overview socreens,

digital resocurces library, test event pages, report ceation Emall Contact nep@riersid: Eirii? :'h’p:‘_

The Manage Locations page opens.

MANAGE LOCATIONS

View/Manage Locations
Click on this link to search for and add/edit’'delete locations.

Export Prepopulated Location Template

Export a lecation import template prepopulated with all of the locations you aleady
have entered in DatsMansger. You can use this template to help prepare future
imports wsing the exact lecation names you have entered previoushy.

Location Import Template
Choose this option to downlead a template for uploading locations.

Badk

3. Click View/Manage Locations. The View/Manage Locations page opens to a display of your

hierarchy.

' View/Manage Locations I p——

4 AT SYSTEM SYSTEM e | | F

¥ APPLE DIST | CISTRICT e |+ | S

k Dist12 DISTRICT A |+ |

3 Hadiey 201 | DISTRICT ae |+ | S

¥ Hadley 202 | DISTRICT A |+
Back

4. Search the hierarchy until you find the parent location of your new entry. For instructions, see
Searching for Locations.

Page |8 ©2019 Riverside Assessments, LLC. All Rights Reserved.
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5. Click the plus sign (+) above the level of the location you want to add.

4 | UATSYSTEM SYSTEM acme | 4 |
v APPLE DIST | DISTRICT e |+ |
v Dl 12 DISTRICT At | | P
v Hadley 201 | DISTRICT ace |+ |2
. Hadley 202 | DISTRICT Acive &
Back

The add location form appears below the parent level you selected.

F— WMO-STS SYSTEM Active | 4 |
3 Hadley 201 DISTRICT Active 4
4 Hadley 202 DISTRICT Active 4 |

3 HS - North BUILDING Active o4 |
4 HS - South BUILDING Active 4 7
Location Type: CLASS
Mame:
Code:
Grade: | cqjact. =
®) Active (= Inactive
| o Insert | | » Cancel
¥ Reskie CLASS ALGAP | 12 Active ra
¥ Reskie CLASS ALGEE 12 Active rd

All location types display a field for Name. Locations also provide an additional Code entry option.
Classes also provide a Grade selection list (0-12).The first time you view the View/Manage
Locations page, all locations default to Active.

6. Enter values for the available fields, as specified below.

a. Name (text box entry) - required for all locations. Enter a unique name for the location.
Tip: Follow your school's or district's existing naming conventions.

b. Code (text box entry) - recommended for all locations. Required when Name is duplicated (or
Name and Grade, for classes) for the same parent location.

Page |9 ©2019 Riverside Assessments, LLC. All Rights Reserved.
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View/Manage Locations
™ Show Inactive Locations
Name | Type | Code | Graue| 5tatus| Adr.# Edit| Del.
4 | UAT SYSTEM SYSTEM | 34 Active 4 |
» — Hadley 201 DISTRICT Active 4
4 — Hadley 202 DISTRICT Active 4 7
b — HS- North BUILDING N Active 4
4 — HS-South BUILDING p Active 4
b Reskie CLASS [ALGAP| 12 Active P
¥ — Reskie CLASS JALGEB| 12 Active #

c. Grade (drop-down selection, 0-12) - available for classes. Defaults to zero (0). Identifies unique
class when Name and Code are duplicated at the class level for the same parent location.

Notes:

Grade entries cannot be changed after a class has been added to the hierarchy. If you must
change a grade level for a class, you must delete the current location and re-enter the Name
and the new Grade for the location.

All new locations are added with a status of Active. To change an active location to an inactive
one, use the Edit (pencil) feature. (See Edit Locations.)

7. Click the Insert button when you have finished entering information for the location.

4 Hadley 202 DISTRICT Active < ./*
3 HS - North BUILDING Active <4 ./*
Fi HS - South BUILDING Active <4 ./‘

Location Type: CLASS
MName: Blair
Code: | NGAR
Grade: |11 -
® Active (= Inactive
|I " Insert | | % Cancel
3 Rezkie CLASS ALGAP 12  Active ./*
3 Rezkie CLASS ALGEB 12  Active p A

Your new location appears in the hierarchy level you chose in Step 5.

Page |10
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Note: Classes under the same parent location display in order of Grade first, then Name. See
example below.

a L Hadley District 202

HE - Morh

HS - South
Jansky
Zellar
Blair

Stein
Reskie

Reskie

DISTRICT

BUILDING M
BUILDING S

CLASS
CLASS
CLASS
CLASS
CLASS

BIOSC

FREMC
LHNGAR
ARTSC
ALGAP
ALGEB

8. To add another location, repeat Steps 5 - 7.

Page |11
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Search for Locations

Data Package: Any Role: Account Holder or Administrator

To search for a location:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Locations.

Hello Tamara Frisdman

Fiesources | Help | Sign out

Crvenview Azssessments Proctoring/Scanning ~ Reports Administration ~

Mansges Students

Manzgs

Getting Assistance
What's new with DataManager?

[ 7o hae ay questns arnge Manage Locations

e DataM &
Welcome to a New DataManager anger support C

. . . - - anage Rostering
It is & pleasure to bring you this new lock and feel Peonec 1- 877 - 246 - B357 : -

for DataManager Updates to the login and overview soreens,
digital resources library, test event pages, report oreation

Emall Contact: nelp@riersis Manage OMR

The Manage Locations page opens.

MANAGE LOCATIONS

View/Manage Locations
Click on this link to search for and add/edit’'delete locations.

Export Prepopulated Location Template

Export a lecation import template prepopulated with all of the lecations you aleady
have entered in DataManager. You can use this template to help prepare future
imports wsing the exact locstion names you hawve entered previoushy.

Location Import Template
C hoose this aption to download a template for wploading lo cations.

Badk

3. Click View/Manage Locations. The top levels of your locations appear in the View/Manage
Locations table.

- View/Manage Locations T srow vacte Losaons
4 Hadiey SYSTEM Acihe - .f‘
. Hadky 201 | CISTRICT ace
k Hadley 202 | DISTRICT Ace |+

Back

4. Search for a location by opening and closing sub-locations in the hierarchy. Click the right arrow (

E|) to expand a node in the hierarchy. Click the down arrow (E‘) to collapse a node in the
hierarchy.

Page |12 ©2019 Riverside Assessments, LLC. All Rights Reserved.
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View/Manage Locations
Name | Type | Coda | Gral
4 Hadley SYSTEM
4~ Hadley District 201 DISTRICT
— HS East BULDING  E
r— HSWest BUILDING
4— Hadley District 202 DISTRICT
4- HS-Horth BULDING N
L At Studio CLASS

Note the following display rules to help you find a location:

e All locations loaded, entered, and saved in the system appear in this table, including historical
locations that may be used for longitudinal reporting.

e To search for locations that have been inactivated (in addition to all active locations), click the
Show Inactive Locations check box.

View/Manage Locations [ Show Inactive Locations
Name | Type | Code| Grﬂ-de| Status | Adu| Edit | Del.
4 Hadley S STEM Active 4+
» — Hadley - 200 DISTRICT nactive 4
» — Hadley 201 DISTRICT Active 4
» — Hadley 202 DISTRICT Actve 4+
» — ISADIST Contract DISTRICT nactive 4 7
Back

e Locations that share a parent location appear in alphabetical order by Name under the parent
location, with the exception of class-level (bottom-level) locations. Class-level locations under the
same parent location are ordered numerically by Grade, then alphabetically by Name.

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



DataManager System Administration User Guide

View/Manage Locations
Hame | Type Code
4— Hadley SYSTEM
4~ Hadley District 201 DISTRICT
— HES East BULDING  E
»— HSWest BUILDING
4— Hadley District 202 DISTRICT
4 HS-Harth BULDING N
L At Studio CLASS
4— HS - Soulh BULDING &
Jansky CLASS BIDSC
Zellar CLASS FREMNC
Blair CLASS LNGAR
Stain CLASS ARTSC

| Grade

10
10
1
11

Page | 14
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Edit Locations

Data Package: Any Role: Account Holder or Administrator

You can edit the name, code, class level (where relevant), and active/inactive status of a location
using the Edit feature.

Important:

e Locations that appear in the hierarchy table include historical locations that may be used for
longitudinal reporting. These locations can be edited/inactivated, provided they (and the
locations residing underneath them) are not associated with any open test events or assignments.
They cannot, however, be deleted.

e Do not modify class names to reflect staff changes. Doing so will overwrite the class names in
reports from previous test administrations with the new class name. Instead, inactivate the
former classes and add the new classes.

Example 1:

Ms. Smith and Mr. Jones have retired and been replaced by Ms. Clark and Mr. Addison. To
update the locations, you must first inactivate the locations "Smith" and "Jones," and then add
Clark and Addison to the system as new locations.

Example 2:

Ms. Shea taught grade 3 last year but now teaches grade 4. To update the location, add
"Shea" as a grade 4 class location, and then edit Ms. Shea’s staff/user record to associate her
with the new location. (Inactivate the location of Shea, grade 3.)

To edit a location:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Locations.

Hello Tamara Frisdman

Fiesources | Help | Sikgn out

Crverview Azzessments - Proctoring/Scanning ~ Reports Administration ~

Manage Students

Manggs

Getting Assistance
What's new with DataManager?

Manage Locations

UpcEez: I Ipou Fve 3y Questions or nge
e Datad ]
Welcome to a New DataManager anager Support O i .
- - anage Rostering
It is & pleasure to bring you this new loock and feel PRong 1 - 577 - 245 - 5357 : -

for DataManager Updates to the login and overview soreens,
digital resources library, test event pages, report oreation

Emall Contact nelnfriersik h‘ara-;a OMR

The Manage Locations page opens.

Page |15 ©2019 Riverside Assessments, LLC. All Rights Reserved.
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MANAGE LOCATIONS

View/Manage Locations
Click on this link to search for and add/edit’'delete locations.

Export Prepopulated Location Template

Export a lecation import template prepopulated with all of the locations you aleady
have entered in DataManager. You can use this template to help prepare future
imports wsing the exact location names you have entered previoushy.

Location Import Template
C hoose this option to download a template for wploading lo cations.

Badk

3. Click View/Manage Locations to open the locations hierarchy table.

- View/Manage Locations T srow vacte Losaons
4 radiy SYSTEM Ade | 4 A
v Hedey201 | DISTRICT e |+
3 Hadiy 212 | DISTRICT e |+ |

Back

4. Use the arrows to browse to the location that you want to edit. See Searching for Locations for
detailed instructions.

5. Click the pencil icon (B) in the row of the location you want to edit.

¥ Hadley 201 DISTRICT acte | 4| 7
4— Hadky 20 DISTRICT A+ 2
4 —| HES- Narm BULDING A | 4| &
o Lan CLASS 1 At
| Musk CLASS a Ache #
- HS-S0um BLLDING Ace | 4|
The form for the location opens below the entry.
Fiadiey 2012 DISTRICT [T
al-| HE-Nam BLILDING atie 4
v A CLASS a At 4
Location Type: CLASS
Wame: Art
Coge
Gt
® Aot () nacthe
| o Uipdate || xczwu|
b Musk cLass a Acte A

Note: The Grade field, present at the class-level only, cannot be changed after the initial entry of
the class in the locations hierarchy.

Page |16 ©2019 Riverside Assessments, LLC. All Rights Reserved.
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6. Make edits to the location. See Adding Locations for details about fields. (To inactivate a location,

click the Inactive selection near the bottom of the form.)

7. Click the Update button. (Click Cancel to close the form without saving changes.)

HS - Morm

ke A
Lecation Type: CLASS
Namer |

Cot | wRT
Erate

) Adhe @) Inacthe

I-xupuelxc:m

ELILDING
CLASE

The locations hierarchy table reloads, and your edits appear for the location you edited.

Note: If you inactivated a location, it will not appear in the hierarchy table until you select the

Show Inactive Locations check box.

View/Manage Locations v snow nactie
4 | LAT SYSTEM SYSTEW kTl Ache | 4 |
¥ [~ APPLE DIST DISTRICT A | 4 S
b | Hadley 201 COSTRICT ache | 4 | P
4 || Hodiey 200 COSTRICT ace | 4+ | A
4 — HE-Nom ELILDING Ache | 4 |
b A CLass ART a rEcihe & ]
3 a A ra
b — HS-Souh BULDING Ade | 4+ | P

Page |17
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Delete Locations

Data Package: Any Role: Account Holder or Administrator

Note: Locations that appear in the hierarchy table include historical locations that may be used for
longitudinal reporting. These locations may be inactivated but not deleted.

To delete a location:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Locations.

Hello Tamara Frisdman

Fesources | Help | Sign out

Crverview Assessments Proctoring/Scanning ~ Reports Administration ~

Manage Students

Mansgs

Getting Assistance
What's new with DataManager?

Manage Locations

e TTATE I 0 v 3y Questions or nge
e DataM &
Welcome to a New DataManager anager Support O e
- - G nage stering
It is & pleasure to bring you this new look and feel Phone: 1 - 577 - 246 - 5337 Nage Roclenng

for DataManager Updates to the login and overview soreens,

digital resources library, test event pages, report creation Emall Contact: nelp@riersk Manage OMR

The Manage Locations page opens.

MANAGE LOCATIONS

View/hManage Locations

Click on this link to search for and addiedit’delete bocations.

Export Prepopulated Location Template

Export a location import template prepopulated with all of the locations you aleady
have entered in DataManager. You can use this template to help prepare future
imports wsing the exact location names you have entered previoushy

Location Import Template

G hoose this option to downboad a template for wploading lo cations.

Badk

3. Click View/Manage Locations to open the locations hierarchy table.

- View/Manage Locations T soow vt Losaons
4 radiy SYSTEM A | 4 A
v Hemey:01 | DISTRICT e |+
r Hadiy 212 | DISTRICT e |+ | F

Back

4. Use the arrows to browse to the location that you want to delete. See Searching for Locations for
detailed instructions on finding a location.

Page |18 ©2019 Riverside Assessments, LLC. All Rights Reserved.
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5. Click the delete icon () in the row of the location you want to delete.

Viewaa“agE Locations ¥ Show Inactive Locations
Hame Type Code | Grade | Status | Add| Edit| Del
4 AT SYSTEM SYSTEM .| Active <4
» — Hadley-200 DISTRICT Inactive == ./
b — Hadley 201 DISTRICT Active <4
4 |— Hadley 202 DISTRICT Active <4
4 |— H3-Morth BUILDIMNG Active | 4= 7
Art CLASS ART O Inactive P E
v — Music CLASS 0 Active r
4 — HS-South BUILDING Active 4

Note: Only locations that display a delete icon () in their row can be deleted. Classes
containing students, test events, or test assignments cannot be deleted.

A confirmation box appears.

6. Click OK to confirm the deletion. The location is removed from the hierarchy.
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Export Prepopulated Templates

Data Package: Any Role: Account Holder or Administrator

Exporting a prepopulated template allows you to review the existing locations in your system.

To export a prepopulated location template:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Locations.

Hello Tamara Frisdman

Fiesources | Help | Skgn out

Crverview Assessments Proctoring/Scanning ~ Reports Administration ~

Manage Students

Manggs

Getting Assistance
What's new with DatalManager?

[P i you e &y questins ornge. Manage Locations

e DataM ]
Welcome to a New DataManager anager Support C

: : . - - anage Fostering
It is & pleasure to bring you this new loock and feel PRone 1-877 - 245 - 5357 - -

for DatalMsnsger Updates to the login and overview soeens,
digital resources library, test event pages, report ocreation

Emall Contact nelo@riersis Manags OMR

The Manage Locations page opens.

MANAGE LOCATIONS

View/Manage Locations
Click on this link to search for and add/edit’'delete locations.

Export Prepopulated Location Template

Export a lecation import template prepopulated with all of the locations you aleady
have entered in DataManager. You can use this template to help prepare future
imports wsing the exact location names you have entered previoushy.

Location Import Template
C hoose this option to download a template for wploading lo cations.

Badk

3. Click Export Prepopulated Location Template, and follow your browser's prompts to open and
save the template file.
The template file is in a comma-separated-values (.csv) format that opens in Microsoft Excel’. This
file contains all previously added locations, including historical locations entered from previous
administrations of paper-and-pencil tests submitted to Riverside Insights Scoring Service.
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Training S DM Distric Boatwright School
Training 5 DM Distric Boatwright School
Training S DM Distric Boatwright School
Training 5 DM Distric Boatwright School
10 Training S DM Distric Boatwright School

WD DD | | (W | R

@“ H ) ~ (M -~ |: ExportUserLocations.csv [Read-(
N11 v K |
A B C (B] E F &
System * District/AISchool/Bu School/Bu Class Grade Addr
Training 5 DM District
Training 5 DM Distric Boatwright School 3800

Fairbanks 12 - Twelv
John'walt 2 - Two
Kindergar K - Kinder;
Math (1) 7- Seven
Math (2] 7- Seven

3800

If changes are needed, do one of the following:

e Submit the changes in a .csv file through your SFTP site (see Updating Location Data section in the

Creating and Submitting Data Files guide.

e Make the changes manually using the options on the Manage Locations page.

CAUTION:

Longitudinal reporting uses these historical locations. Locations can be inactivated but should not be

deleted.
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Chapter 4. Managing Staff/Users

About Managing Staff/Users

Before staff members and teachers can use DataManager™, administrators must set up a profile for
each user. The profile contains identification information, such as first and last names and email
addresses. The profile links each user to one or more locations and assigns each user a role, such as
administrator, teacher, or proctor. See Understanding Roles and Permissions for more information
about roles.

Initially, your district loads staff user profiles by creating and submitting a staff/user data file to
Riverside Insights, which then uploads the file to DataManager. See Creating and Submitting Data
Files for more information.

After the initial creation of staff/user profiles, the Manage Staff page allows you to add, edit, and
delete staff/users, such as administrators, teachers, and proctors. You can also run a report from this
page that allows you to view a staff user's last date accessing the system and the number of times a
user has logged in to the system.

Page |22 ©2019 Riverside Assessments, LLC. All Rights Reserved.



DataManager System Administration User Guide

Add Staff/Users

Data Package: Any Role: Account Holder or Administrator

To add a staff/user:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Staff.

Helk e ——

Resources | Help | Skgno

Creerview Azzessments Proctoring/Scanning ~ Reports Administration ~

Manage Students

Manage Staff
Getting Assistance {t"‘;

[ P
R Ty e Iy cusstons or nge | MENEDE Locations

What's new with DataManager?

The Manage Staff page opens.

MANAGE STAFF

Add Staff/Users

Click on this link to add a staff.

S earch/Edit Staff/Users

Click on this link to search for and edit staff.

Usage Report

Click on this link to see who has accessed the sy stem

Export Staff Users
Click to Export a list of staff users with all the details you aleady have
entered in DataManager.

Badk

3. Click Add Staff/Users on the main area of the page. The Create/Edit User form opens. Fields with
an asterisk (*) are required.

Add Staff
First Name: * | (None)
Middle Name: | (Noneg)
Last Name: = | (Mone)
Email Address: * | (Mong)
Gender: | (Nong)
Active User: * | Yes
Foles: * | (Mone)

Location: * | (Moneg)
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4. Click (None) to make fields editable, and then type in the boxes as follows:
- First Name, Middle Name (Optional), Last Name

- Email Address: The staff/user will use this email address to log on to DataManager.

Gender (Optional)

Active User: Defaults to Yes. Selecting No prevents the user from accessing DataManager.

Roles: Determines access to information and actions. For more information, see
Understanding Roles and Permissions.

Location: Places the user within your district's hierarchical structure for setting up,
administering, and reporting on assessments. Use the following tips:

o Click the right arrow (El) to expand the hierarchy, the down arrow (E') to collapse the
hierarchy.

o Select the check boxes for one or more locations.
5. Do one of the following.

— Click Save. A User Saved confirmation message appears. Click Save to finalize the new user
and open a new blank Add Staff page.

— To return to the Manage Staff page without adding the user, click the Back button.
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Search for Staff/Users

Data Package: Any Role: Account Holder or Administrator

To search for a staff/user:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Staff.

Helk " ———

Fesaurces | Help | Skgno

Crverview Assessments v Proctoring/Scanning ~ Reports Administration ~

Manage Students

Manage Staff
Getting Assistance v\[t?

What's new with DataManager? Jarnams | oratiome
Liocipta: Tryareg oo e 3y cousetiorss of e Manage Locations

The Manage Staff page opens.

MANAGE STAFF

Add Staff/Uisers

Click on this link to add a staff.

Search/Edit StaffiUsers

Click on this link to search for and edit staff.

Usage Report

Click on this link to see who has accessed the sy stem

Export Staff Users
Click to Export a list of staff users with all the detsils you aleady have
entered in DataManager.

Badk

3. Click Search/Edit Staff/Users on the main area of the page. The Search Staff page opens. Fields
with an asterisk (*) are required.

Search Staff

First Mame | (Mong)
Last Mame | (Nong)
LogonlD | (Mone)

Location® | (Mong)

Search Staff

4. Specify the criteria for the search by doing the following:

— (Optional) In the First Name, Last Name, and/or LogonID (user email address) fields, click
(None) and then type all or part of the value in the box.
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— In the Location field, click (None) and select a location from the hierarchy list.

Search Staff

First Name | (None)
Last Name | (None)
LogonlD | (None)

Location™ | | sunnydale High School East (SHSE) |

# ) DM District
' Boatwright School
Library Studies (LS)
Pillman Elementary
Riverside Elementary
Riverside Middle
School 1
School 2
School 3
Sunnydale High School East (SHSE)
Sunnydale High School East (SHSE-1)

OO0 000C

O

5. Click Search Staff. A list of staff members that meet your search criteria appears below the search
request.

Search Staff

First Name | (Mone)
Last Mame | (Mone)
LagonlD | (None)
Location® | Sunnydale High School East (SHSE)

Search S5taff

Result Count: 2

First Name Last Name LogonlD Location Actions

Rupert Giles rgiles@district201_edu Sunnydale High School East(S Edit Delete

Jane Smith Janesmith23@district201.edu Special Projects(SP) Grade 10 Edit Delete
Dre 11 D
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Edit Staff/User Information

Data Package: Any Role: Account Holder or Administrator

To edit staff/user information:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Staff.

Helk " ———

Fesaurces | Help | Skgno

Crverview Assessments v Proctoring/Scanning ~ Reports Administration ~

Manage Students

Manage Staff
Getting Assistance v\[t?

[ —— P S —
[ oo e 3y cousetiorss of e Manage Locations

What's new with DataManager?

The Manage Staff page opens.

MANAGE STAFF

Add Staff/Uisers

Click on this link to add a staff.

Search/Edit StaffiUsers

Click on this link to search for and edit staff.

Usage Report

Click on this link to see who has accessed the sy stem

Export Staff Users
Click to Export a list of staff users with all the detsils you aleady have
entered in DataManager.

Badk

3. Search for the staff member that you want to edit. See Searching for Staff/Users for instructions.
DataManager returns one or more users matching your search criteria. (See sample table below.)

Result Count: 3
First Last LogoniD Location Actions
Mame Mame
) ) ) L ) i Edit | Re-send Activation
Jane Smith janesmith23@district201.edu  Multiple Locations Email | Delste
Karen Smith ksmith(@rivercity org Lawrence Grade 3 Edit | Delete
Monica Smith msmith@riversidecity.org Lawrence Grade 3  Edit | Delete
Qre o D

4. In the Actions column for the staff member you want to edit, click Edit. The Edit Staff page opens.
Fields with an asterisk (*) are required.
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Edit Staff
First Name: * | Bria
Middle Mame: | (Mone)
Last Mame: *| Smith
Email Address: *| bsmith@email.com
Gender: | (Mone)
Acfive User: * | Yes
Roles: *| Teacher
Location: * | Riverside Elementary
Reporting Keys: | (Mone)
Reports Access: | All

(Bacl:jl (Res-et Fasﬁwurd:l (Save)

5. Update the staff/user information as necessary. See Adding Staff/Users for information on
required fields. Note the following:

— Toreset a user's password, click the Reset Password button. A confirmation message appears.
An email is automatically sent to the user with a link allowing the user to reset the password.

— In the Reporting Keys field, click any key to view more details and activate its check box. Clear
or select check box(es) to change the user's ability to create reports for this test.

— Inthe Reports Access list, click All or any existing test events to view a list of available tests; in
the drop-down list that opens, click [All], [None], or individual check boxes to clear or select
the ability of this user to access reports.

Reporting Keys: RIS966

Reports Access:

¥ CogAT 2014 Fal I¥ Fall 2015 Demo Testing for Canada
W' district-wide W Event1s

" July CogAT Testing ¥ oM June deployment smoke test
¥ ELA Form © 2015 ¥ Logramos 2014

¥ Wath Form A 2015 ¥ Math Form B 2013

6. Do one of the following.

— Click Save. A User Saved confirmation message appears. Click Ok to finalize edits to the user's
record.

— To return to the Search Staff page without editing this user's record, click the Back button.
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Delete Staff/User Profiles

Data Package: Any Role: Account Holder or Administrator

To delete a staff/user profile:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Staff.

Crverview Assessments v Proctoring/Scanning ~ Reports Administration ~

Manage Students

Manage Staff
Getting Assistance v\[t?

[T I you Peve 3y cusstions of nes  Manage Locations

What's new with DataManager?

The Manage Staff page opens.

MANAGE STAFF

Add Staff/Uisers
Click on this link to add a staff.

5earch/Edit Staff/lsers

Click on this link to search for and edit staff.

Usage Report

Click on this link to see who has accessed the sy stem

Export Staff Users
Click to Export a list of staff users with all the detsils you aleady have
entered in DataManager.

Badk

3. Search for the staff member you want to delete. See Searching for Staff/Users for instructions.

4. In the Actions column for the user you want to delete, click Delete. A confirmation box appears.

5. Click OK to delete the staff/user, and then OK to confirm the deletion. The user is removed from
the search results area.
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Are you sure you would like to delete this
User? If Test Events/Rosters/Assignments are
mapped to this User, they will also be deleted.

User deleted successfully

[ o< |
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Staff Usage Report

Data Package: Any Role: Account Holder or Administrator

Usage reports provide you with staff users' last login dates as well as the number of times users have
logged on to DataManager. When you create the report, you can filter by users and locations. The
report itself can be sorted by any of its headings (see below).

To run a staff usage report:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Staff.

Helkg e ———

Resources | Help | Skmo

Crverview Assessments Proctoring/Scanning ~ Reports Administration ~

Manage Students

Manage Staff

Getting Assistance
What's new with DataManager?

impime. ez i vou Py guestions or pee Mi2nage Locations

The Manage Staff page opens.

MANAGE STAFF

Add StaffflUsers
Click on this link to add a staff.

Search/Edit StaffiUsers

Click on this link to search for and edit staff.

Usage Report

Click on this link to ses who has acocessed the sy stem

Export Staff Users
Click to Export a list of staff users with all the details you aslready have
entered in DataManager.

Badk

3. Click Usage Report. The Usage Report page appears with four available filters (only Location is
required).
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Usage Report
First Mame (None)
Last Mame (Mone)
LogonlD (None)
Location® (Mone)

4. Specify the criteria for the report by doing the following:

— (Optional) In the First Name, Last Name, and/or LogonID (user email address) fields, click

(None) and then type all or part of the value in the box.

— In Location, click (None) and select a location from the hierarchy list.

Usage Report

First Mame | (Mone)
LastMame | (Mone)
LogonlD | (Mone)
Location® | Boatwright Schoaol
Search Staff |
Result Count: 32 =
Mame Raole LastLogin < Mumber ofti
Boatwright School Administrator John  Administrator 100232015 20
Boatwright School Boatwright Proctor1  Proctor 04/03/2015 0
Boatwright School Dialton Holly Administrator  10/07/2015 4
Boatwright School DeCarlo kKevin Administrator 10182015 0

By default, results sort by Name. You can click the up or down arrows in the header of any

column to sort by ascending or descending values of that field.
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Chapter 5. Managing Rosters

About Managing Rosters

A roster is the relationship between students and their locations. This relationship determines the
groups in which students can be tested and the way data will be reported.

DataManager™ allows you to create one or more rosters for specific reporting purposes. The
scenarios described below will help you decide whether you need a single roster or multiple rosters.

Single Roster

If your school system requires a single reporting structure for all class locations, then you will need a
single roster that associates each student with a class location. For example, if your school system is
planning to administer lowa Assessments Form G to all third graders at Emerson, Longfellow, and
Whittier elementary schools, and you want the results reported by classroom teacher in each
building, you would need a single roster that associates each student with a single classroom
teacher.

Multiple Rosters

If your school system requires a custom reporting structure for each class location, then you must
assign multiple rosters that associate students with multiple class locations. For example, your school
system is planning to administer the Riverside Interim Assessments for English Language Arts (ELA)
and the Riverside Interim Assessments for Math in the same testing window, and you want results
reported by teacher. You would need one roster that associates students with their language arts
teachers and another roster that associates students with their math teachers.

Riverside Insights creates rosters for your organization using the location, staff, and student data files
you submit. See Creating and Submitting Data Files for more information. After the initial creation of
rosters, the Manage Rosters page allows you to add, edit, delete, export, deactivate, and activate
rosters.
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Add Rosters

Data Package: Online Testing Role: Account Holder or Administrator

To add a roster:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Rostering.

g/Scanning v Reports Administration ~

Manage Students

Manage Staff

Mana

Manage Rostering

The Manage Rostering page opens. Fields with an asterisk (*) are required.

MANAGE ROSTERING
Agd Wew Rostar
Dz Crestea” | JR— |
Roster Name* | |
== Reguired Fleld
Updats Exis ting R oster
At s Rosters
FRioster Kams Date Crasiad L=st Lipdatad Action
Argyle Test EH32019 Add 3 studant) Renama /! Egart/
De-Acthatz
Aszessment Ming and Sakes | 3192015 5202018 Add a3 student! Rename ! Expart !
2018 De-AthEe
Azzesoment Sanices 2013 372018 BE2019 Add 3 studem) Renama /! Egon !
De-Acthatz
Fall 2019 C-ogaT testing T8 132019 Add a3 student! Rename ! Expart !

3. In the Date Created box, type or use the calendar to enter the creation date for the roster. The
date defaults to the current date.

4. In the Roster Name box, type a unique name for the roster.

Note: You can use any combination of alphanumeric characters, special characters, and spaces.
For example, you can name a roster "Springfield Elementary - 2014" or "Middleton District -
04/15/15." A maximum of 30 characters is allowed.
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5. Click Add Roster. A confirmation message appears at the bottom of the Add New Roster section
of the page. The new roster is added in alphabetical order to the list of Active Rosters.
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Add Students to Rosters

Data Package: Online Testing

Role: Account Holder or Administrator

To add a student to a roster:

1. From the top navigation bar (of any page), select Administration > Manage Rostering.

g/Scanning

Reports

Administration -~

Manage Students

Manage Staff

Mana

Manage Rostering

The Manage Rostering page opens.

MANAGE ROSTERING
Agd Wew Rostar
Dz Crestea” | JR— |
Roster Name* | |
== Reguired Fleld
Updats Exis ting R oster
At s Rosters
FRioster Kams Date Crasiad L=st Lipdatad Action
Argyle Test EH32019 Add 3 studant) Renama /! Egart/
De-Acthatz
Aszessment Ming and Sakes | 3192015 5202018 Add a3 student! Rename ! Expart !
2018 De-AthEe
Azzesoment Sanices 2013 372018 BE2019 Add 3 studem) Renama /! Egon !
De-Acthatz
Fall 2019 C-ogaT testing T8 132019 Add a3 student! Rename ! Expart !

2. Locate the roster to which you want to add a student and, in its row, click Add a student.

The Add Student page opens. Fields with an asterisk (*) are required.
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Add Student

Roster * | [Select Roster -

Location / Class O System 1

Grade
First Name * | {(None)
Last Mame * | {(Mone)
Middie Mame | (None)
Unigue Student Id * | (None)
DOB (MMDDYYYY) " | (Mone)
Gender * | (Mone)

Ethnicity - Hispanic ar | (None)
Lafimo

Race Al
Program Codes | All

* Required fiskds

| Back | | Add another | | Save Student |

3. In the Roster list, select the name of the roster to which you want to add the student.

4. 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 (E|)to expand the hierarchy.

Click the down arrow (|Z|)to collapse the hierarchy. The Grade field automatically displays the
grade number based on the class-level location.

5. Enter student information by clicking (None) for a field and typing or selecting a value.

— For the Unique Student Id field, the student identification code may be up to 10 characters in
length and use any combination of alphanumeric characters, blanks, and dashes.

- Inthe DOB (MM/DD/YYYY) field, 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.

6. Do one of the following:

— If you have other students to enter, click Add Another. The new student is added to the
system, and a new blank form appears.

— If you are finished adding students, click Save Student, and then click the Back button to
return to the Manage Rostering page.

Page |37 ©2019 Riverside Assessments, LLC. All Rights Reserved.



DataManager System Administration User Guide

Rename Rosters

Data Package: Online Testing Role: Account Holder or Administrator

To rename a roster:

1. From the top navigation bar (of any page), select Administration > Manage Rostering.

g/Scanning Reports Administration -~

Manage Students

Manage Staff

Mana

Manage Rostering

The Manage Rostering page opens.

MANAGE ROSTERING
A New Rister
Diate C rested” | ERE T |

Roster Name* | |

“ = Reguired Fleld

Updats Exis ting R oster
At s Rosters

Fiosler Mams Dt Cresned Last Lipdated Action

Argyle Test 8132019 Add 3 studant ! Remame ! Export !
Di=-Acthanz

Aszessment Ming and Sakes | 3192015 5202019 A0d 3 student! Rename ! Export!

2Ma De-Acthaie

Azsessment Senices 2018 T2 a ana09 Add ashudent ! Remame ! Egpart !
Di=-Acthanz

Fall 2019 C-ogaT 1esting 7019 8132019 A0d 3 student! Rename ! Export!

2. In the Update Existing Roster area, locate the active roster you want to rename.

3. In the Action column, click Rename. The Rename Roster page opens.
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Rename Roster

Roster Name® | | 201516 Out of District Rostar

Gavscrangs) (canee)

* = Required Field

Associated Test Events

Test Event Hame  Test Event Assessment Type Test Event Date
Language Fall 2015 Interim Asssssments for ELA MA32015

4. In the Roster Name field at the top, type a new name for the roster.

Note: You can use any combination of alphanumeric characters, special characters, and spaces.
For example, you can name a roster "Springfield Elementary - 2014" or "Middleton District -
04/15/15." A maximum of 30 characters is allowed.

5. Click Save Changes. A Roster Upload Results message confirms that the roster has been renamed.
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Export Rosters

Data Package: Online Testing Role: Account Holder or Administrator

You can export roster information to a .csv file, which can be opened in a spreadsheet program, such
as Microsoft Excel’. The file lists student information, such as name, birthday, and student ID, which
are necessary for students to log in for online testing. This allows you to verify the current list of
students and help prepare for test administration.

To export a roster:
1.

2. From the top navigation bar (of any page), select Administration > Manage Rostering.

g/Scanning Reports Administration -~

Manage Students

Manage Staff

Mana

Manage Rostering

The Manage Rostering page opens.

MANAGE ROSTERING
Agd M e Roster
Date Creaied* | JR— |
Roster Name* | |
== Reguired Fleld
Updats Existing R oster
Activ e Rosters
Riostar Kama Datle Crasted L=st Lipdated Action
Argyle Test R lead L] Add 3 student) Rename ! Exart!
De-Acthatz
Azsessment Mg and Falks | 3M92018 S202019 Add 3 studamt ! Rename /! Eqpor !
2015 De-AnhEe
Azzezzment Sandces 2013 T8 ae20a Add 3 studem) Remame /! Egpon!
De-Acthatz
Fall 2019 CogAT testing TiER2019 132019 Add 3 studamt ! Rename /! Eqpor !

3. In the Update Existing Roster area, locate the roster you want to export. You can export roster
information from the Active Rosters and Inactive Rosters lists.

4. In the Action column, click Export.

5. Follow your browser's prompts and instructions to download or open the file.
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Deactivate Rosters

Data Package: Online Testing Role: Account Holder or Administrator

When you deactivate a roster, you will no longer be able to select it when you set up new test
events. Typically, you deactivate a roster when the data becomes outdated, such as the beginning of
a new school year.

For example, in the current school year, students in grade 3 are associated with specific grade and
class assignments. In the next school year, most (if not all) students will advance to grade 4 and will
be associated with new grade and class assignments. Before you can create a new test event to
administer tests in the next school year, you will need to submit a new Student Data File with the
new grade and class assignments to Riverside Insights so your roster will be accurate (see Creating
and Submitting Data Files or more information). You should also deactivate the outdated roster so it
is no longer available to select when you are creating the new test event.

To deactivate a roster:

1. From the top navigation bar (of any page), select Administration > Manage Rostering.

g/Scanning Reports Administration -~

Manage Students

Manage Staff

Mana

Manage Rostering

The Manage Rostering page opens.

MANAGE ROSTERING
A0 Wew Foster
EEEEF | OBNIHIS |
Rosler Name* | |
“ = R eguired Fleld
Updats Existing R oster
Lt e Rosters
Roster Name Date Crested Lasi Updated Action
Angyle Test aM32019 #Add 3 stwdem ! Renama /! Egon !
De-Acthaie
Aszessment Ming and Salkes | 3M2013 5/202019 #dd a student ! Rename / Expart/
2013 De-Acihaie
Azzessment Senices 2013 32018 82019 #Add 3 stwdem ! Renama /! Egon !
De-Acthaie
Fall 2019 CogAT testing Tr2aE019 BH32019 #dd a student ! Rename / Expart/
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2. Inthe Update Existing Roster area, locate the roster you want to deactivate in the Active Rosters

list.
Updats Existing Rostsr
Active Rosters
RioEter Name Dte Coresned L=s1 Lipdzed Action
-Ropcamarne iowa n22ns 14205 Add a studeni ! Remame ! Eqpan ! De-Acihaie
2014 liorwa Fall Foosher Q22014 1072015 Add a sludeni ! Remame ! Eqpan ! De-Acihaie
201516 Ot of Dikstrict Rosler | 9152015 Add a sludent ! Remame ! Eqpan ! De-Acihaie
AISD Rosher 2015-16 (D) aaa04 1023215 Add a sludeni ! Remame ! Eqpan ! De-Acihaie
Add 3 siudenl ! iRemame ' Eqan [ De-Acihaie

Inzctive Rostars
Foster Name Date Crasted L=t Upaaiad Action
Dilsfrict 085 LRI 6192014 Expari ! Acihaie
TS Rosher B4 BM92014 Expart ! Acihaie

3. In the Action column for the roster you want to deactivate, click De-Activate. The roster appears
in the Inactive Rosters list.

MANAGE ROSTERING

Add Mew Rasher
Date Created” | | jomemmis

Foster MName™

“ = Reguined Fleld

Updats Existing Rostsr

Active Rosters
Roster Name D=tz Crazizd L=zt Lipdizted Action
1-Fopcemarne owa nzams N2 A0 3 student ! Rename ! Expon | De-Aihaie
2014 lowa Fall Roster 2204 1072015 Agd 3 studen ! Rename ! Exoon | De-AZiEe
201516 Ot of Dilsirict Foster | 9H&2015 Agd 3 student ! Rename ! Exon | De-Aikae
AISD Rosher 2015-16 (D) a192014 12325 Agd 3 student ) RenEme ! Soon | De-ACEe

12
Inzctive Rostars

Foster Name Last Uindated

£12/2014
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Activate Rosters

Data Package: Online Testing Role: Account Holder or Administrator

You can reactivate a roster that was previously deactivated.

To activate a roster:

1. From the top navigation bar (of any page), select Administration > Manage Rostering.

g/Scanning Reports Administration -~

Manage Students

Manage Staff

Mana

Manage Rostering

The Manage Rostering page opens.

MANAGE ROSTERING
#0d Mew Rosker
Date Cresied* | [ — |
Roster Name* | |
“ = R eguined Fleld
Updats Existing R oster
Activ e Rosters
Riostar Kame Dafle Crasted Las1 Lipdated Action
Argyle Test BH32019 Add 3 student! Rename ! Egant!
De-Acthatz
Azsessment MiRg and Salkes | 3M92013 5202019 Add 3 studem) Remame /! Egpon!
2013 De-Acthatz
Azsessment Senices 2018 IT20158 82019 Add 3 studamt ! Rename /! Eqpor !
De-Acthatz
Fall 2019 CogAT testing T2R2019 BM32019 Add 3 studem) Remame /! Egpon!

2. In the Inactive Rosters list, locate the roster you want to activate.
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MANAGE ROSTERING

Add New Riosler
Dafte Crested” | | yoossnis

Foosher Mame™

“ = Fagulred Fleid

Updats Existing Rostsr

Active Rosters
Foaster Name Cate Created Last Uindated Action
(1-Fopcamare iowa naams 205 A0 3 studenn ! Remame ! Expon | De-Acihae
2014 lowa Fall Roster 224 107205 Agd 3 studem ! Remame | Eooon | De-Aihate
201516 Cunt of Dilstrict Foster | AMS2015 Agd 3 studemn ! Remame | Eaoon | De-Asihae
AISD Fosher 2015-16 (D) B1aa014 10Z32ms Agd 3 student ! Rename ! Eoon | De-AfihEe

1 2

Inzctive Rostars
Roster Name Dt Crestzd L=s1 Lindzned Action
Disirict 055 Lo i ] 62014 Expart ! Acihaie

3. In the Action column for the roster you want to activate, click Activate. The roster appears in the
Active Rosters list.

Updats Existing Rostsr
Lctive Restars

Fiostar Name Cate Crested Lasi Lipdated Action

01-Ropcemon: lowa N2Z2NS 2015 Add 3 shudent ! Rename | Expor | De-Acihaie

2014 lowa Fall Rosher 4204 1072015 Add 3 shudent ! Rename | Expor | De-Acihae

201516 0wt of Disirict Rosler | 9152015 Add a shudent ! Rename | Expor | De-Acihaie

ARED Roster 201516 (D) 192014 102325 #dd 3 shudent ! Rename | Expor | De-Acihae
Add 3 shucenl | Rename | Eqpon [ Ce-Acihae

Inzctive Rostars
Rosaer Mame Date Crested L=st Updaed Action
DCilstrict 065 Fir el kd EH92014 Expart | Acthats
TS Roster 2014 EH92014 Expart | Acthate
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Chapter 6. Managing Students

About Managing Students

Before you can create a test event, you must set up student records in DataManager™. Student
records are linked to specific locations so that you can search and view student test information for a
particular class, building, and district. A student's test results are reported back to the student’s
assigned location.

Initially, your district loads student records by creating and submitting a student data file to Riverside
Insights, which then uploads the file to DataManager. See Creating and Submitting Data Files for
more information. After the initial creation of student records, the Manage Students page allows
you to add, edit, and delete student records.

Unique Student ID Requirement

Each student record must have a student ID that is unique across your school system. The student ID
is a critical data element in DataManager that aids in matching student results and the accumulation
of test results over time. Student IDs are also important for ensuring prompt turnaround of score
reports following test administration.
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Add Students to Rosters

Data Package: Online Testing

Role: Account Holder or Administrator

To add a student to a roster:

1. From the top navigation bar (of any page), select Administration > Manage Rostering.

g/Scanning

Reports

Administration -~

Manage Students

Manage Staff

Mana

Manage Rostering

The Manage Rostering page opens.

MANAGE ROSTERING
Agd Wew Rostar
Dz Crestea” | JR— |
Roster Name* | |
== Reguired Fleld
Updats Exis ting R oster
At s Rosters
FRioster Kams Date Crasiad L=st Lipdatad Action
Argyle Test EH32019 Add 3 studant) Renama /! Egart/
De-Acthatz
Aszessment Ming and Sakes | 3192015 5202018 Add a3 student! Rename ! Expart !
2018 De-AthEe
Azzesoment Sanices 2013 372018 BE2019 Add 3 studem) Renama /! Egon !
De-Acthatz
Fall 2019 C-ogaT testing T8 132019 Add a3 student! Rename ! Expart !

2. Locate the roster to which you want to add a student and, in its row, click Add a student.

The Add Student page opens. Fields with an asterisk (*) are required.

Page |47

©2019 Riverside Assessments, LLC. All Rights Reserved.



DataManager System Administration User Guide

Add Student

Roster * | [Select Roster -

Location / Class O System 1

Grade
First Name * | {(None)
Last Mame * | {(Mone)
Middie Mame | (None)
Unigue Student Id * | (None)
DOB (MMDDYYYY) " | (Mone)
Gender * | (Mone)

Ethnicity - Hispanic ar | (None)
Lafimo

Race Al
Program Codes | All

* Required fiskds

| Back | | Add another | | Save Student |

3. In the Roster list, select the name of the roster to which you want to add the student.

4. 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 (E|)to expand the hierarchy.

Click the down arrow (|Z|)to collapse the hierarchy. The Grade field automatically displays the
grade number based on the class-level location.

5. Enter student information by clicking (None) for a field and typing or selecting a value.

— For the Unique Student Id field, the student identification code may be up to 10 characters in
length and use any combination of alphanumeric characters, blanks, and dashes.

- Inthe DOB (MM/DD/YYYY) field, 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.

6. Do one of the following:

— If you have other students to enter, click Add Another. The new student is added to the
system, and a new blank form appears.

— If you are finished adding students, click Save Student, and then click the Back button to
return to the Manage Rostering page.
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Search for Student Records

Data Package: Online Testing Role: Account Holder or Administrator

To search for a student record:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Students.

Hell o N = -

Resources | Help | Sign ouwt

g/Scanning Reports Administration -~

Manage Students @

The Manage Students page opens.

MANAGE STUDENTS

Add Student
Click on this link to add a student.

Search/Edit Student
Click on this link to search for and edit 3 student

Back
3. Click Search/Edit Student. The Search Student page opens.
Search Student
First Mame | (Nong)
Last Mame | (Nong)
StudentlD | (Mone)

4. Enter search criteria by clicking (None) for any of the fields and typing partial or full values.

5. Click Search Student. A list of students that meets the selected search criteria appears.
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Search Student

First Mame | (Mone)
Last Mame | smith
StudentlD | (Maone)

Result Count: 3

First Mame LastMame StudentlD
DeAngelo Smith rpc1s
Stephanie Smith boati31504
Jim Smith 00000001

Roster Mame
Boatwright Roster
Boatwright Roster
2014 lowa Roster

O e

|  Search Student |

Actions
Edit Delete Change_Log
Edit Delete Change_Log
Edit Delete Change_Log

'|011'G

Back

6. Do one of the following:

— To search for another student, enter new search criteria and click Search Student.

— If you are finished searching for student records, click Back to return to the Manage Students

page.

— To edit a student's record, delete the student, or view a student's change log, click the relevant
link in the Actions column of the search results. For further instructions, see Editing Student

Records or Deleting Student Records.

Note: The Change_Log lists all of the fields in the student's profile and includes the current
value, the previous value, the date of the change, and the user who changed the data. It is
created when the student is added to the system either by a batch file or through the Manage

Students page.

Student Information Changes

Crata
Student id
First Mame
Last Mame
Widdle Name

DOB (MM/DD
YYYY)

Gender
Roster
Location/Class

Grade

Current Value
1232
Bri
Smitt

D20272009

Fernale

[ Riverside Elementary — 07717 |

Pillman Class () Grade 4

Grade 4

[ Back to Studsnt Saarch ]

Previous Value

Bria

Smith

Q2022008

Unknown

Armstrong Gr 2
Grade 2

Changed By Changed On
Roster File

Administrator, District | 10/28/2015

Administrator, District | 10/28/2015
Roster File

Administrator, District | 10/28/2015

Administrator, District | 1002872015

Administrator, District | 10/28/2015

Administrator, District | 100268/2015
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Edit Student Records

Data Package: Online Testing Role: Account Holder or Administrator

To edit a student record:

1. Search for the student whose information you want to edit. See Searching for Student Records for
instructions.

2. In the Actions column for the student you want to edit, click Edit. The Edit Student page opens.

Edit Student
Student Id | 1012

Roster * | |Sunnydale — 11/12/2015 []

Location / Class * | gnacial Projects (SP) Grade 10

(2 DM Disrict

Grade | Grade 10
First Name * | Cordelia
Last Name * | Smith
Middle Mame | (Mone)
DOB (MMDDMYYYY) * | 12/05/2000
Gender * | Female

Ethnicity - Hispanic or | No
Latino

Face | (None)
Program Codes | (None)

* Required fields

3. Update the student information. Fields with an asterisk (*) are required. For details about the
fields on this page, see Adding Students.

4. Do one of the following.
— Click Save. A Student Saved confirmation message appears. Click Ok to confirm the edits.

— To return to the Manage Students page without editing any of the user's information, click the
Back button.
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Delete Student Records

Data Package: Online Testing Role: Account Holder or Administrator

You can delete a student from one or more rosters.

To delete a student:

1. Search for the student whose record you want to delete. See Searching for Student Records for
instructions.

2. In the Actions column for the student you want to delete, click Delete. A dialog box appears with
a list of rosters with which the student is associated.

O Roster Building Location/Class
O ISG District 06 06 12 InstrTech School InstrTech Class Grade 2
0 Hilldale_Schools Hilldale Element Thompson Grade 2

3. Select the rosters from which you want to remove the student.

4. Click OK. A message appears asking you to confirm that you want to delete the student from the
selected rosters.

5. Click OK. The student is deleted from the selected rosters, but the student record remains in
DataManager.

Note: If a student with test results is accidentally deleted from DataManager, the student's test
results will continue to be reported. You can add a student back to the system using the same

information and student ID number. DataManager will treat the student information as if it had not
been deleted.
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Chapter 7. Account Administration

About Your DataManager Account

The Manage Account Information page allows you to view and manage your purchased test
administration balances, run testing activity reports, and set notifications to alert you when your
account balance reaches certain limits. If you purchased a subscription to Riverside Interim
Assessments, you can also view current license information to determine when you should renew
your subscription.

Note: The features, actions, and links related to Testing Activity/Notifications and View License
Information are only available to Account Holders.

Understanding Test Administration Balances

For some assessment groups, test administrations are purchased before testing and appear as a
credit balance. For other assessment groups, test administrations are purchased after testing and
appear as a debit or negative balance, which is billed and reconciled after testing. For example, if you
purchase 150 online testing administrations for the CogAT Screening Form, a line item appears on
the Manage Account Information page showing the test administration balance for that assessment
group. The following guidelines explain how your balances will appear based on the assessment
group you purchased.

Manage Onlné Teshing Account informaltion

Administration

Assessment Name Balance

Action

owa Assessments Cora/Complete Manage Naotficabons / Export Tes

Pty Deetanil
CogAT Complate 75 Manage Nobficakons / Export Test
Actiaty Detail

CoghAT Scresmnng Fom 100 Manage Notficaions / Expart Test
Actraty Detail

Reversice kilenm Assassments 75 Manage Notfications | Export Test
Actraty Detail

Back |

Plain-paper Testing

e Jowa Assessments, CogAT, and CogAT Screening Form testing materials are purchased up front,
and scoring is purchased after tests are administered.

— The test administration balance begins at zero and decreases by one the first time a student’s
subtest is sent through scoring, resulting in a negative balance.

— The test administration balance does not decrease for subsequent subtests submitted for the
same student as part of the same test event; however, the test administration balance will
decrease by one when the same student tests again in a new test event.
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e Riverside Interim Assessments test administrations are added upon purchase of a testing license,
which is issued for a specific number of test administrations within a year.

— Atest administration is deducted from the balance the first time a student’s subtest is scored.

— The student can then be tested an unlimited number of times for all test events within the
same license period.

Online Testing
e Test administrations are added upon purchase for all assessment groups.

e Jowa Assessments, CogAT, and CogAT Screening Form test administrations are deducted from the
balance the first time a student’s subtest is sent through scoring. The test administration balance
does not decrease for subsequent subtests submitted for the same student as part of the same
test event; however, the test administration balance will decrease by one when the same student
tests again in a new test event.

e Riverside Interim Assessments test administrations are deducted from the balance the first time a
student’s subtest is scored. The student can then be tested an unlimited number of times for all
test events within the same license period.
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Manage Notifications

Data Package: Online Testing Role: Account Holder

When you begin administering tests to students, the test administration balance is adjusted based on
the assessment group and mode of administration (plain-paper or online testing). You can set a low-
balance threshold for each assessment group that will trigger an email alert when your test
administration balance reaches the specified level.

To manage test administration notifications:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. From the top navigation bar (of any page), select Administration > Manage Notifications. A page
appears displaying tables with your account information.

| Manage Notifications - Percentage of Administrations Remaining

Select Percent Remaining  10%
Motifications

| Manage Notifications - Number of Administrations Remaining

Select Mumber Remaining -5, 10
Noliications

3. Locate the assessment for which you want to manage notifications. Assessments are grouped by
mode of administration.

4. In the Action column, click Manage Notifications. A page appears displaying the percent and
number of remaining notifications.

| Manage Motifications - Percentage of Administrations Remaining

Select Percent Remaining  10%
Maolifications

| Manage Notifications - Mumber of Administrations Remaining

Select Number Remaining -5, 10
Noliications

5. Do one of the following:

— To set a threshold based on the percentage of test administration credits remaining, in the
Percentage of Administrations Remaining list, click the current setting and then select one or
more predefined notification threshold values. The default threshold value is five percent.

Page |55 ©2019 Riverside Assessments, LLC. All Rights Reserved.



DataManager System Administration User Guide

— To set a threshold based on the number of test administrations remaining, in the Number of
Administrations Remaining list, click the current setting, and then type up to six notification

threshold values.

Note: A notification threshold can be set to a negative value to accommodate assessment groups
in which the starting test administration balance is zero and decreases by one the first time a
student’s subtest is sent through scoring (for example, lowa Assessments plain-paper testing).

6. Click Save.

7. To manage notifications for another assessment, click Back to return to the Manage Notifications
page and click Manage Notifications.
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Export Test Activity Detail

Data Package: Online Testing Role: Account Holder

You can export a test activity detail report that shows your test administration balances for all
assessments.
To export test activity detail:

1. Sign in to your DataManager account with your Admin or Account Holder user name and
password.

2. In the left navigation menu, click Testing Activity/Notification. A page appears displaying tables
with your account information.

Manage Online Testing Account Information

Aszeszment Name Administration Balance Action

lowa Form F Core/Complete {-45} Manage Motifictns / Export Test Activity Detail
lowra Form F Survey 214 Manage Motifictns / Export Test Activity Detail
CogAT Complete -1104} Manage Motifictns / Export Test Activity Detail
CogAT Screening Form {-174} Manage Motifictns / Export Test Activity Detail
CogAT Post Screening Form {-3} Manage Motifictns / Export Test Activity Detail
Riverside Interim Azseszments 902 Manage Motifictns / Export Test Activity Detail

IManage Plain Paper Scanning Account Information

A=zsessment Name Administration Balance Action

lowa Form E Core/Complete 0 Export Test Activity Detail
lowa Form E Survey 0 Export Test Activity Detail
lowa Form F Core/Complete 0 Export Test Activity Detail
lowa Form F Survey 0 Export Test Activity Detail
CogAT Complete 1% Export Test Activity Detail
CogAT Screening Form {18} Export Test Activity Detail

Manage OMR Scanning Account Information
A=zsesszment HName Administration Balance Action

lowra Form E CorefComplete 0 Export Test Activity Detail
lowa Form E Survey -3} Export Test Activity Detail
CogAT Complete -1} Export Test Activity Detail
CogAT Screening Form 0 Export Test Activity Detail
Combined CogAT/lowa Form E 0 Export Test Activity Detail
Combined CogAT/lowa Form F 0 Export Test Activity Detail
Logramos 0 Export Test Activity Detail
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3. Locate the assessment for which you want to export test activity detail. Assessments are grouped
by mode of administration.

4. In the Action column, click Export Test Activity Detail. The Export Test Activity Detail page opens.

Search Student
First Mame | [Mone)
Last Mame | [None)

StudentD | (Mone)

Search Stedent

In the From box, type or use the calendar to enter the start date for the report range.

In the To box, type or use the calendar to enter the end date for the report range.

Click Export. Your browser responds with an Open or Save file dialog box.

© N o U

Follow your browser's prompts to open or save the file. The file is formatted as comma-separated
values (.csv), which can be opened in a spreadsheet program, such as Microsoft Excel’. The file
lists test activity information for assessments, including:

— Test group, event name, and level
— Mode of administration

— Name of your organization

— Location

— Administration activity

You can work within your spreadsheet or text application to format and view the data.

A B c [ o E | 1 K L M | N 0 | P

1 Date Test Group Test Event Name Test Level Administr District Ni Building Name Class Name Grade Withd Depos Balance
2 | 912015 lowa Form F Sun ELL lowa Testing Aug/Sep Level 12 Online Te Riverside Stephen Austir SAMS ] 1 0 -1
3 9/15/2015 lowa Form F Sur ELL Identification 2015  Level 10 Online Te Riverside Riverside Elem Richard Johnson 4 1 ] 2
4 | 9/16/2015 lowa Form F Sum ELL Identification 2015  Level8  Online Te Riverside Riverside Elem Daniel Tompkin: 2 1 0 -3
5 | 9/16/2015 lowa Form F Sun ELL Identification 2015 Level 11 Online Te Riverside Riverside Elem George Dallas 5 1 0 -4
6  9/16f2015 lowa Form F Sur ELL Identification 2015  Level9  Online Te Riverside Riverside Elem John Calhoun 3 1 0 -5
7 | 9182015 lowa Form F Sun ELL Identification 2015  Level 11 Online Te Riverside Riverside Elem George Dallas 5 1 0 -6
8 | 9/24/2015 lowa Form F Sun ELL lowa Testing Aug/Sep Level 3 Online Te Riverside Sam Houston E SHES 3 1 0 -7
9 | 9/30/2015 lowa Form F Sur ELL lowa Testing Aug/Sep Level 10 Online Te Riverside Sam Houston E SHES 4 1 0 -8
10 9/30/2015 lowa Form F Sum ELL lowa Testing AugfSep Level 12 Online Te Riverside Stephen Austir SAMS 3 1 0 -9
11| 9/30/2015 lowa Form F Sum ELL Identification 2015  Level11 Online Te Riverside Riverside Elem George Dallas 5 1 0 -10
12 10/2(2015 lowa Form F Sur ELL Identification 2015 Level 11 Online Te Riverside Riverside Elem George Dallas 5 2 0 -12
13
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View License Information

Data Package: Online Testing Role: Account Holder

Test administration licenses for lowa Assessments, CogAT and Logramos online testing are assigned
by school year, defined as 7/1-6/30, and should be used by 6/30 each year. As you purchase licenses
in the fall, they are applied to the current school year, and beginning each January you have the

option of purchasing licenses to use through the next school year. Any unused licenses will be rolled
over into the next school year as part of your district’s renewal process, and billing reconciliation for

your account will occur on an annual basis. As an Account Holder, you can view your license period
information on the View Licenses page.

To view license information:

1. Signin to your DataManager account.

2. In the left navigation menu, click View Licenses.

Note: You must be an Account Holder to see the View Licenses selection in the left navigation

menu.

(PR e S

Manage Locsaons VIEW LICENSES

Manage S ers Assessmaent Name Administration Mods Licenss Start Date  Licenss End Date
IEnage Rostert lowa Assessmants Core/Complele/Sunvey  Onling 07012010 06/3072020

laanage Siudenty CogAT Completa/ScreeningPost-Screanar  Onling Q7012018 O I02020

Teating AcviyrNolicalces. Logramas O Qr2me DEI2020
Fivarsida intanm Assassments Ciniing ORE2018 O I2015
Salings M Peelemvces

The View Licenses page opens with license information for the assessments you purchased.
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Chapter 8. Allow Additional Languages for CogAT Upper-Level Tests

Students taking the CogAT upper-level tests can receive audio and written instructions in 6 languages

in addition to English and Spanish:

Arabic
Chinese-Mandarin*
Chinese-Cantonese*
Russian

Somali

Vietnamese

*Important: Chinese Mandarin and Chinese Cantonese are two distinct dialects with different
spoken (audio) translations. Mandarin is the official spoken and written language of China;
Cantonese is spoken in Hong Kong. Your selection should reflect the audio language of your

student population.

Students testing in an additional language can toggle between that language and English, as shown

below:

Student Name: Matthew Hoy

Werbal Classibication - Lewvel 14

lai : |HI. Saamaall

Heww are these words alike?

apple  orangs pear

v

_English_[ERTRER

Sidee erayadaan isugu eqyihiin?

apple

orange

paar
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Enabling Testing in Additional Audio Languages

The Audio Language feature is available by default when your district initially sets up its account with
Riverside Insights. You must enable specific languages in your Administration settings in order for
translations to be available for users creating test sessions.

To enable one or more additional audio languages:
1. Sign in to DataManager as an Administrator or Account Holder.

2. Select the Administration link in the top navigation bar or from the Site Map at the bottom of any
page.
3. Click Settings and Preferences, then select Audio Language.

Hello Tamara Friedman

Respurces | Help | Sign out

Overview Aszessments Proctoring/Scanning ~ Reports Administration -~

Manage ing Acoess

Reparting d Manage Students
Diownikoad DFAS =

SETTINGS AND PREFERENCES
Manage OMR ScEnning Cptlons IManage Staff
Wanzge Locstions -
:H:jm LE".?”.EGE [ S Manage Locations

Maage St Users Click on this link to manage additions] langusge options for CoghT audio tests.
S er e Manage Rostering
Manage Studnts
Semings 2 Breterences Manage OMR

Scanning Settings

IManage Reports
Access

Settings and

Preferences {t"’}

The Audio Language page opens. Audio-English is set to On and cannot be changed. Audio-
Spanish defaults to On.

The remaining languages default to Off.
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