Student Login Tickets

Navigation: TEST MANAGEMENT > Manage Test Sessions > Administration > Show Sessions

o E To view or print Test Tickets for a Test Session, click the Edit/Print Ticket Status icon in the Action
column for the applicable Test Session.

o) E To print all student test login tickets for a Test Session, click the Print All Tickets icon in the Action
column for the applicable Test Session.

o) E To export the student roster and login details for a specific Test Session to a CSV file, click the Export
Details icon in the Action column.
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TEST ADMINISTRATOR GUIDELINES — Online Testing: Student Login Tickets

Student Login Tickets are secure materials and must be handled appropriately. Follow procedures for
handling, distributing, and collecting Student Login Tickets to maintain security and confidentiality of
materials.

PRIOR TO TESTING (Online Administration)

1. Ensure all students scheduled to test have a login ticket and that all student information is correct, including
online accommodations, if applicable to the assessment specified on the ticket.

2. If astudent does not have a test ticket, inform your School Test Coordinator. Do not start the test session if
all students assigned to the room do not have the appropriate test ticket.

3. If astudent is missing or has been incorrectly assigned an online accommodation, notify your School Test
Coordinator to reprint the Student Login Ticket.

4. If student information is incorrect, make note of it and notify your School Test Coordinator.

5. Separate Student Login Tickets.

WHEN STUDENTS ARE AT THEIR COMPUTER STATIONS
1. Distribute the Student Test Login Tickets to the students.
2. Ensure that students with online accommodations noted on their Student Login Tickets are seated at a
computer that has been set up to handle accommodations.
3. Instruct the students to login to the assessments using the Username and Password on their Student Login
Ticket.
4. Collect Student Login Tickets after students successfully start the scheduled assessment.

WHEN STUDENTS ARE FINISHED TESTING
Account for all Student Login Tickets after students have completed testing and return used and unused
tickets to the School Test Coordinator along with other materials and documents from the test session.
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Paper and Alternate (NAA) Administration Guidelines:
Student Login Tickets

Student Login Tickets are secure materials and must be handled appropriately. Follow procedures for handling,
distributing, and collecting Student Login Tickets to maintain security and confidentiality of materials. Student
Login Tickets will be used by the Test Administrator or School Test Coordinator to transcribe student responses
from completed assessments into the DRC INSIGHT test engine.

PRIOR TO TESTING (Paper/NAA Administration)
1. Verify with the School Test Coordinator that each student taking the NAA or paper version of the Science
and/or Summative assessments have a login ticket and student information is correct.
2. School Test Coordinators should contact the district test director if a student does not have a test ticket or
student information is incorrect.

WHEN READY TO TRANSCRIBE RESPONSES

Note: Transcribing of responses should be scheduled after a student has completed the assessment. Students are
not present during the transcribing process.

1. Use the username and password on Student Login Ticket to login to the student’s online test in DRC
INSIGHT test engine (installed on student testing device).
2. Transcribe student responses into the appropriate test part/content area.
3. Look out for common transcription mistakes —
a. Item left blank
b. Incorrect content area completed
c. Content area left blank

», h /;;“, 3 ., Welcome Training Student! The following tests have been scheduled for Training Student!
SR MZ{-‘ Before you begin testing, please y | Once instructed, click on the test link below to start the test. 6. Transcribe responses item-by-item
¢ If no additional tests are available, please select Exit to close the application. . B o T
- INSIG = Test Name: 05 7. Review items and "End Test
DRC INSIGHT Landing Page Test Session Student's Sessi + Sra 8. Confirm and "Submit” test
i . I . School Name: NV Sample Schi = £ [r L 3
Summative nteril " " 1 gt
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Accommodation(s): test responses exactly as the responses are marked in the

Alternate Scienct

If the above information is correct, please select Continue. Piease b sure that you are transcribing each student respo

space that cofresponds 1o the item number on the student's
If any of the above information is not correct, or if Color Chooser is Are you done with your test?
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4. Select test session or part e e I i Tout i -

5. Begin test

—

WHEN FINISHED TRANSCRIBING
Account for all Student Login Tickets after transcription is complete. Return test tickets and student response

collection sheets/answer sheets to the School Test Coordinator along with other secure test materials from the
test session.

SCHOOL TEST COORDINATOR
1. Verify test status in the DRC portal shows complete for each student, then destroy used Student Login
Tickets, response collection sheets/student answer sheets, and used scratch paper.
2. Return secure test books/test kits received as directed (return to DRC all secure materials received from
DRC, return to the district materials received from the district).
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