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School City Help 

Managing Online Testing  
 

 How to Navigate to District Assessments 

1. Click the “waffle”  at the top of the window and then the Assessments  option. 

 

2. Navigate to the District  tab.  

3. Locate the assigned ELA or math assessment. 

 

 

 

 

 How to Activate an Assessment 
Students will not have access to an online assessment until it has been activated within 

the School City website. 

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

 

 
 

2. Click the checkbox  to the left of the “PIN” 

column to select all the students in the class.  

3. Click the Activate  button to allow students 

to access the test. 
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4. Student Supports. Once students are activated and before students log in, click 

the Online Tools button   to add text-to-speech and other designated supports 

for individual students as needed.  

 How do Students Login to School City? 

1. Guide students to the School City Student Portal: 

a. A shortcut is found on a student’s desktop OR  

b. Find the “SchoolCity” link provided on WCSD’s webpage (washoeschools.net) 

under the Students and Parents menu tab.  

2. Students will know that they have navigated to the correct login screen by noticing 

the green bar across the top of the screen and the “STUDENT ACCESS” heading 

that appears above the User Name login box. 

3. Students click the SAML button to login.  

 

 

4. Available assessments will appear by selecting the Take Assessments tile. 

➔

 

Note: In an off-campus setting, 

students will be redirected to 

WCSD’s “Federation” page.  

Here, students type their 

StudentID@washoeschools.org 

email and password. 

Alternative Method: Modify student supports through a 
student’s individual profile found in the Class Roster report. This 
method assigns supports for all testing. See directions on page ??. 

mailto:StudentID@washoeschools.org
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 How to Manage Online Testing 
Options are available to assist in monitoring students during online testing. Select one 

student, several students or the entire class to utilize these options. 

 
1. Activate. Opens the assessment for students to take. 

2. Inactivate. Removes the ability for the student to access the assessment. 

3. Pause. Stops the timer on the test to allow the student to take a short break. 

4. Resume. Select this option to resume a paused test. 

5. Stop. Select this option when to stop the test with the intent to resume testing at a 

later time. 

6. Submit Scores. When a student does not finish an assessment, use this option to 

score the assessment “as is.” 

7. Delete Scores. Deletes selected students’ scores. Teachers may delete scores for only 

their own assessments. 

 

 How to Manage Unexpected Student Exits from Tests  

1. If a student exits the test without completing it, select the student and click the 

Activate button to allow the student to resume testing. 

2. Students may inadvertently submit tests without actually completing the 

assessment. If this was an actual error, the test may be activated to allow students 

to complete it. Any hand scoring will need to be rescored.  

 

Note: For district assigned assessments, contact Assessment Support to reactivate 

submitted tests. 

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. 

  

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. 
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 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 heading area of the table. 

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. 

4. 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.  

• Access the “Online Admin” button for the 

desired assessment.  

• Click the title of the assessment. 

 Student Supports 

1. Navigate to the Report Manager. 

2. Select the Class Roster tab. 

3. To modify the accommodations for 

one student, click the accommodations icon  shown in the functions column. 
4. To modify the accommodations for multiple students, select multiple students, then 

click the Update Accommodations  button. 

 

5. Select the desired subject area for the accommodation. 

6. Click the Create button.  

7. Select the appropiate accommodations.  

8. Click the Save button when finished. 

Here, the option to assign the same 

accommodations for other subject 

areas is provided. Select the other 

subject areas, if appropriate, and 

click the Save button.  

 

 

 


