SchoolCityHelp
Managing Online Testing

» Log in to SchoolCity
Navigate to the Washoe School district website, washoeschools.net, and then...

1. Click on the “Departments” tab .
’ Popular Links ‘
then the “Assessment” P
department link. TS
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2. Cth the SChOOlCity Staff Login Assessment ;-.;“.:;;.'."n B o oo s

link found under the Popular

Llnks mendu. Calendars and Training aF
in with "SAMLT)

OR

Testing Program - Resources for Staff +

3. Click the SchoolCity link within

District and State Assessments ==
the Assessment menu located on Renaissance
the right-hand side of the screen. HReady M SchoolCity
Then, click the Staff Login link. AP Crowth - NUEA
4. Click on the F=5)[ SAML ] buttan
to log in to SchoolCity. e

TIP: If redirected to sign in to the district’s “federation” enter your Windows
username and password.

» Find the Assessment

1. Click the Launchpad “caret” at the top of the window and select the Assessments
menu option.

Launchpad ~
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Assessments

Item Banks Drashboard Reports Resources Surveys

2. Navigate to the appropriate tab for the type of assessment that you are
administering. For example, click on the “District” tab if you are administering one
of these assessments.

3. Alternative: In the All Tabs @ search box, type in the first three to four letters of

the assessment that you plan to administer. For example, HUM for Human
Development.

Manage Assessments

Subject Standard Grade/Concept Assessment Type:

Status
Al > A - Al > A Ml < reresn |

o > AlTabs~ | P Q
Recent My Assessment District  INSPECT 1
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p» Activate the Assessment
Students will not have access to an online assessment until it has been activated within
the SchoolCity website.

1. For the desired assessment, click on the corresponding “Online Admin” icon.

Start End = Created Last
Em

50 1121/2016 12/15/2016 @ Published AKO MACKAY, 11/29/2016

o !

Note: This icon is availabl

€ when “Online” has been

selected in the test setu
> P, the assessment h

published as been

o m & EQ_’E » and students have been scheduled to test.

Online Administration
2' Select the ClaSS periOd that you are Assgssmem: RR_NV_ELA_Grade4 L.1a 18-19_FormA
> X Subject ELA | Year: 2018-2019 | ltems: 6
currently testing and click the Refresh Itis 10:21 AW gpEdday. October 5, 2018

button.

3. To select all the students in the class, =
click the checkbox to the left of the “PIN”
column.

a. Click the Activate button to allow
students to see and “Take” the test
in their portal.

OR

b. If you have elected to use a “PIN” Inacti[k 50 | Activate With PIN | Inactiak | Fase |
in the test setup, the button Wﬂl/
display as Activate With PIN.
Students activated at the same
time will be assigned the same PIN.

Provide the PIN to students when
you are ready for them to test.

TIP: Activate with PIN

Requiring a “PIN” (4-digit number) for online assessments helps the test administrator control
when students can take their activated test and is recommended for assessments in which the
score 1s used to determine an academic grade or meet criteria for other high stakes decisions.
Tools and features that are “unlocked” may be modified (selected or deselected). If a test must be
reactivated, a new PIN is assigned.

. . . Pre-selects the requirement of a 4 digit 1_
On“ne AdmlnlStratlon nd PIN number for students to take an ﬂ Wednesday u

Click to view and o
edit Online Tools assessment online in the Student Portal.
By Students By Groups
) 4 Digit PIN Verification =  Unhlocked

E3 o 4 Digit PIN Verification & locked
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4. Student Supports. Once students are activated and before students log in, click the
“Online Tools” function to add text-to-speech and other online designated supports
for individual students as needed.

Status of ltems Attempted

ems: 8 =
Active 0% [0 | 01:30 © O A

Text to Speech ol

© Allow Text to Speech for
Entire Assessment

ethod: Modify Student

gh a Student’s individual

Class Roster report.

. . aS uNou
. | eave this option &%
Note: g passages i INCLCCy
t's \EP or 504 plan ©

nt.
allowed for an assessme
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» Monitor Online Testing
Several options are available to assist in monitoring students during online testing.
Select one student, several students or the entire class to utilize these options.

. Inactivate. Removes the possibility of the student being able to access the test.
. Pause. Stops the timer on the test to allow the student to take a short break.
. Resume. Select this option to resume a paused test.

= W DN =

. Stop. Use this option when you need to stop the test with the intent to resume
testing at a later time.

5. Submit Scores. When a student does not finish an assessment, use this button to
score the assessment as 1is.

6. Delete Scores. When available, deletes selected students’ scores.

Tip: Use the filter buttons to find students with specific testing status.
Click the “ALL” filter to return to viewing all students regardless of status.

E Al Inactive Il Active [l Incomplete In Process [l Completed ‘

» Unexpected Student Exits from Tests

1. If a student exits the test without completing it, reactivate the test to allow the
student to resume testing.

2. Students may inadvertently submit tests without actually completing the
assessment. If this was an actual error, you may reactivate the test to allow
students to complete it. Any hand scoring will need to be rescored.

3. If the student exits the test without submitting their final responses, select the
student and then click the “Submit Score(s)” button to force the system to score the
assessment.

» Miscellaneous Tips

1. You are not able to select students with differing statuses. Select multiple students
by clicking students individually or by filtering by status type.

2. A student or class may need more time than scheduled to -
complete the assigned test. In this case, click on the clock for
the corresponding student and add additional time here. To <
change the time for the entire class, click on the clock in the 02 A
heading area of the table. 02

02-00__ M
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» Monitoring Test Completion

1. Method 1: Administration Report.
This report will provide information on which students have tested or not tested and
the current status of not tested students. It will NOT tell you if a test has been
started, is in progress, or is completed.

a. Navigate to Assessments.

b. Select the “Administration Report” from the

= 5 < [T
dropdown menu.
ﬁ Administration Report
c. This report defaults to show how many students Access Personalizes
. . Review Assignment
completed the test as well as their names. Click =lalc
iew Student Notes

the toggle switch to view students who did not
complete the selected assessment.

Students Tested: Yes . 9 Students Tested:

d. Open the collapsed class lists by clicking on the € icon to view students and
their related status.

e. Return to the “Online Admin” to administer or submit missing student tests.

2. Method 2: Online Administration.
The online administration screen allows for you to check the status of each student
in the selected class.

a. Select a teacher and scroll through the class list. Note any student that does
not have “Complete” as their status.

3. Missing Students from Reports. Return to the online administration for the
assessment and check the status of the student. It is likely that the student did not
complete of submit their completed test.

» Accessing the Student View of the Test

When reviewing an assessment with a class, it may be beneficial to project the assessment
on a whiteboard.

1. Access the “Online Admin” button for the desired
assessment.

2. Click the title of the assessment.

Online Administration

Assessment: Grade 3_Math_SY19-20_Assessment_01
Subject: Math | Year: 2019-2020 @ Items: 14
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» Student Portal and Log In

1.

Guide students to the SchoolCity Student Portal. A shortcut is found on a student’s
desktop or find the link provided on the Department of Assessment’s SchoolCity
webpage. www.washoeschools.net/Page/5408

Students will know that they have navigated

to the correct login screen by noticing the x HL
green bar across the top of the screen and STUDENT ACCRS /* | s
“STUDENT ACCESS” heading that appears , :

above the User Name login box. Direct

students to click “Sign in with SAML”. =

Available assessments will appear within the “Take
Assessments” tile.

» Student Supports Report Manager

1.
2.

3.

N

® =N e ;

Navigate to the Report Manager. Predefined Custom PWOU  cpac  Standards St

Table Progression His
Select the Class Roster tab.

To modify the accommodations for one student, click the accommodations icon@
shown in the functions column.

. To modify the accommodations for multiple students, select multiple students, then

click the Update Accommodations ® button.

Create Group 9 Update Accommodations = 4

Showing 5 |~ | of 5 records J < . >

= JIEEXES IS

90 TestStudent Third1

Select the desired subject area for the accommodation.
Click the Create button.
Select the appropiate accommodations. Math  Other

Click the Save button when ; .
finished. Here, the option to Create -
assign the same
accommodations for other

Please confirm whether to update the ELA accommodations profile for the student.

These settings can also be applied to other accommodations profiles, fully

Subject areas is pI‘OVided. Select overwriting any existing settings in those profiles.
the other SUbjeCt areas lf Select additional profiles to update (optional):
’
appropriate, and click the Save Math
Oth
button. }
Cancel
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» Online Scoring
1. Navigate to the Assessments page as described in the “Find the Assessment” step.

2. For the desired assessment, click on the corresponding online scoring icon.
O D e e e e =
[l 1

TestTeach
InProgress  ltemBank o CoC'C" 092472018 o o@p % -
Twelfth

Note: This icon is avai
: vailable once
2 | o | 4 F astudent has submitted a test.

1 18-19: Online Practice Test 8 08/01/2018 03/01/2019

&
[ §
1

Score Online Constructed Response /
Assessment: 18-19: Online Practice Test |«
Subject: ELA | Year. 2018-2019

3. Select the class period that you are currently
scoring and click the Refresh button.

Period:

Al (Per 0, Sect 0) -

4. Score Online by Students. For each written response item:

a. Read the student’s response.
b. Type or click the appropriate rubric score.

c. Click the Teacher Feedback button to provide comments/feedback for the
student, if desired.

d. Save the scores before moving to the next student.

By ltem By Groups View Student Notes Score Review &
Show plete Stugent: | TestStudent, Fiftns - Don't forget to save your scoring. ] % Full Screen
criem# [B] 7
3. [3Points ] i T 7T 1 Type score I T®
0 6 23 Click here to provide feedback
Describe why Andrew is an honest character in the play, "A Gift for Grandfather." Be sure to use specific times in the play to support your answer.
Student Response Teacher Feedback

Alternative Option: Click the “By Item” tab to score the same item at once
for all students. Follow the same steps as described above.

By Student y Groups View Student Notes Score Review
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» Displaying Student Results

1. Caution: Know when to display student results! When students take an online
assessment, the results with correct answers may be displayed in the Student
Portal. However, you may not want the students to review their results or answers

until a later date.

a. Remove Display Results. While managing the online administration, click
on the “Advanced” tab (@). Make sure the “Display Item Details in Student
Portal” checkbox is NOT selected (@).

b. Return to the “Advanced” tab and check this box when you are ready to share

results with students.

By Students

Duration:

Default Time Increment:

Time Window:

Days Window:

Properties

H Display Item Details in Student Portal

A

Yes . Hrs.| 02 Mins. 00
Mins. 15
Start Time:| 07:00AM @  End Time: 05:00 PM @

Monday Tuesday [ wednesday [ Thursday

Select All

R e i e I
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