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General Information

Introduction

Data Recognition Corporation (DRC) is the provider of the Idaho End-of-Course (EOC) Science 
and the Idaho Standards Achievement Tests (ISAT) Science Assessments. The Spring 2016 
EOC Science test is an NCLB participation requirement that will be administered once to 
students in grades 10–12 completing a biology and/or chemistry course. The Spring 2016 ISAT 
Science will be administered to all students in grades 5 and 7. 

This Test Administration Manual (TAM) will cover setup, practice, and administration of the 
Spring 2016 EOC Science and ISAT Science tests. Please take the time to read this manual 
and follow the procedures, as they are essential to a successful online administration of 
the assessments. This manual should be reviewed by all Technical Coordinators, Test 
Coordinators, Test Administrators, and Proctors who will participate in the Spring 2016 EOC 
Science and/or ISAT Science Assessments.

Important Notes for Spring 2016

Per Idaho’s Student Data Privacy law (Senate Bill 1296), identifying student information 
can not be shared via email.

Student Upload Process:

Beginning in 2016, districts will be responsible for uploading their student data into eDIRECT 
(https://id.drcedirect.com) using the Upload Multiple Students functionality. ISEE files will 
no longer be used as the source of student data in eDIRECT. Students may still be manually 
added to eDIRECT, but this feature captures limited student information and should be used 
only for new students who must be tested the same day as they are added. Districts adding 
students manually into eDIRECT should then upload the complete student data record before 
the testing window closes.

Districts may upload students beginning on January 25, 2016, for EOC Science and March 7 
for ISAT Science.

Invalidations and Reactivations/Unlocks:

The Idaho State Department of Education (SDE) is no longer requiring districts to complete 
the Invalidation Request Form and receive SDE approval prior to invalidating student tests. 
District Test Coordinators will approve such requests from their associated schools. For 
instructions on how to invalidate a test, see page 94. 

The Idaho State Department of Education is also no longer requiring District Test 
Coordinators to complete the District ISAT Reactivation and Pre-Authorization for Multiple Day 
Reactivations Request Form and receive SDE approval prior to unlocking student tests. Tests 
in an “In Progress” status will lock automatically at midnight each night and must be unlocked 
by the District Test Coordinator before the student may resume testing. For instructions on 
unlocking tests, see page 97.

Only District Test Coordinators or School Coordinators may invalidate or unlock a test.

NEW
!

NEW
!
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New Supported Devices:

Beginning in 2016, Chromebooks, iPads, and Android Devices will be supported for online 
testing.

Windows XP, Mac 10.6.8, and Windows Server 2003:

Windows XP and Mac 10.6.8 are no longer supported for online testing and will be blocked. 
Windows Server 2003, Windows XP, and Mac 10.6.8 are no longer supported for the Testing 
Site Manager (TSM).

Device Toolkit:

Testing devices will be configured and managed in eDIRECT using the Device Toolkit. See  
page 66 and the INSIGHT Technology User Guide for more information on the Device Toolkit.

Audio Online Accommodation:

A Testing Site Manager (TSM) with content caching is required for the audio online 
accommodation and the “Enable TTS” checkboxes must be checked within the TSM. For more 
information on configuring devices for an audio accommodation, see the INSIGHT Technology 
User Guide. Please work with your Technology Coordinator to ensure the audio online 
accommodation is correctly configured before testing begins.

Accommodated Materials:

Districts may place orders for accommodated test materials directly into eDIRECT. See the 
Ordering Accommodated Materials section of this manual (pages 48–49) for instructions. The 
windows for ordering these materials for receipt by the beginning of the testing windows are as 
follows:

 ○ EOC Science – January 4–8, 2016

 ○ ISAT Science – February 16–26, 2016

Orders for accommodated materials may continue to be placed until May 6, 2016.

Students to be Tested

End-of-Course (EOC) Science

The Spring 2016 End-of Course (EOC) Science is an operational exam that will be 
administered to all students in grades 10 through 12 who have completed a biology and/or 
chemistry course. All students will take the EOC Science on the computer unless a student’s 
Individualized Education Plan (IEP), 504, or ELP plan requires an accommodated material.

Idaho Standards Achievement Tests (ISAT) Science

The Spring 2016 Idaho Standards Achievement Tests (ISAT) Science will be administered to all 
students in grades 5 and 7.

All science students enrolled in grades 5 and 7 in regular and special education programs will 
take the ISAT Science on the computer unless a student’s Individualized Education Plan (IEP), 
504, or ELP plan requires an accommodated material.

NEW
!

NEW
!

NEW
!
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EOC Science Key Dates

SPRING 2016 EOC SCIENCE DATE

Spring 2016 manuals and installers available on eDIRECT January 4, 2016

Spring 2016 EOC Science Student Tutorials and Online Tools Trainings available  
on eDIRECT

January 4, 2016

Additional Materials available on eDIRECT to order accommodated materials Beginning January 4, 2016

Deadline to order accommodated materials (in order to receive by the start of 
the testing window)

January 8, 2016

eDIRECT Test Setup available Beginning January 25, 2016

Districts may begin to upload student data Beginning January 25, 2016

Test Tickets available for printing Beginning January 25, 2016

Review student roster for testing and update status as needed  
(i.e., Accommodation, Withdrawn)

Beginning January 25, 2016

Confirm all accommodations are properly marked in eDIRECT prior to printing 
Test Tickets

Beginning January 25, 2016

Attend Spring 2016 Regional Trainings February 1–5, 2016

Spring 2016 accommodated test materials arrive in district Beginning February 1, 2016

Confirm with Technology Coordinators that all devices designated for audio 
accommodation have been set up prior to testing

Beginning February 1, 2016

Spring 2016 EOC Science test window begins February 8, 2016

Final day to order accommodated materials May 6, 2016

Last day for paper/pencil testing May 13, 2016

Return of all accommodated test materials By May 13, 2016

Complete participating student data records must be uploaded into 
eDIRECT by

May 20, 2016 4 p.m. MST

End of Spring 2016 EOC Science test window May 20, 2016 4 p.m. MST

eDIRECT Test Setup closes May 20, 2016 4 p.m. MST

Parent Brochures arrive in district May 23, 2016

Final Individual Student Reports posted on eDIRECT June 3, 2016

Remaining School/District/State Reports posted on eDIRECT June 17, 2016

All Parent Brochures and Individual Student Reports are provided to  
parents/guardians of students at the discretion of the district

June 24, 2016
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ISAT Science Key Dates

SPRING 2016 ISAT SCIENCE DATE

Attend Spring 2016 Regional Trainings February 1–5, 2016

Additional Materials available on eDIRECT to order accommodated materials Beginning February 16, 2016

Spring 2016 manuals and installers available on eDIRECT* Beginning February 16, 2016

Deadline to order accommodated materials (in order to receive by the start of 
the testing window)

February 26, 2016

Spring 2016 ISAT Science Student Tutorials and Online Tools Trainings available  
on eDIRECT

February 29, 2016

eDIRECT Test Setup available Beginning March 7, 2016

Districts may begin to upload student data Beginning March 7, 2016

Test Tickets available for printing Beginning March 7, 2016

Review student roster for testing and update status as needed  
(i.e., Accommodation, Withdrawn)

Beginning March 7, 2016

Confirm all accommodations are properly marked on eDIRECT prior to printing 
Test Tickets

Beginning March 7, 2016

Spring 2016 accommodated test materials arrive in district Beginning March 21, 2016

Confirm with Technology Coordinators that all devices designated for audio 
accommodation have been set up prior to testing

Beginning March 21, 2016

Spring 2016 ISAT Science test window begins March 28, 2016

Final day to order accommodated materials May 6, 2016

Last day for paper/pencil testing May 13, 2016

Return of all accommodated test materials By May 13, 2016

Complete participating student data records must be uploaded into 
eDIRECT by

May 20, 2016 4 p.m. MST

End of Spring 2016 ISAT Science test window May 20, 2016 4 p.m. MST

eDIRECT Test Setup closes May 20, 2016 4 p.m. MST

Parent Brochures arrive in district May 23, 2016

Final Individual Student Reports posted on eDIRECT June 3, 2016

Remaining School/District/State Reports posted on eDIRECT June 17, 2016

All Parent Brochures and Individual Student Reports are provided to  
parents/guardians of students at the discretion of the district

June 24, 2016

* Note: ISAT Science and EOC Science use the same manuals and installers. If you have 
already installed the Testing Site Manager (TSM) and INSIGHT for EOC Science, you do not 
need to re-install them for ISAT Science.
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Scheduling the Spring 2016 EOC Science and ISAT Science Assessments

For scheduling purposes, each subject will take about 90 minutes to complete. Students who 
finish early may read or sit quietly until the end of the test session.

Each subject consists of one part and requires only one Test Ticket. Under no circumstances 
should a test be started unless there is enough time to complete it. Students may be given 
additional time if needed, but additional time must be given as an extension of the same 
testing period, not at a different time.

All students must complete a test within one school day.

Required Assessment Materials

The INSIGHT testing software should be installed on all testing devices prior to the start of 
testing. Each student taking the assessment requires a Test Ticket. These Test Tickets will be 
available to districts prior to the test administration. After each test administration, return the 
Test Tickets to the School Test Coordinator for destruction. NOTE: Every Test Ticket has a 
unique username and password. 

Keyboard shortcuts are available for students to use. These shortcuts are provided on  
page 112 and may be reproduced as necessary. The copies of these keyboard shortcuts 
are considered part of the secure testing materials and must be returned to the School Test 
Coordinator for secure storage and destruction upon completion of the online assessment.

Accommodations

Students requiring paper, large print, Braille, paper with audio CD, large print with audio 
CD, or Braille with audio CD must be coded accordingly in eDIRECT. See pages 73–74 
for information on how to code these students and pages 48–49 on how to order 
accommodated materials.

Students requiring an online audio accommodation must be coded accordingly in the Test 
Setup – Students area of eDIRECT. “Audio Online” must be chosen under the appropriate 
content area in the Accommodations tab of the Edit Student section for the student to receive 
an audio online accommodation. When audio is indicated in eDIRECT, the student’s ticket will 
display “Audio Online.” See example on page 73.
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A Testing Site Manager (TSM) is required to administer an audio online accommodation. Text-
to-Speech (TTS) must be selected within the TSM and content must be updated. The TSM 
should be downloaded and configured before setting up the Device Toolkit and downloading 
INSIGHT. You must work with your Technology Coordinator to ensure your student computers 
are set up properly for testing those students with an online audio accommodation. 

Test Security

District Test Coordinators (DTCs), School Test Coordinators (STCs), and Test Administrators/
Proctors share the responsibility for ensuring that all test materials and student responses 
are handled securely and confidentially in accordance with security procedures. The tests are 
to be administered by professional staff members who have been oriented in the proper test 
administration procedures for the EOC Science and ISAT Science assessments used in the 
school.

 ○ Nondisclosure of Test Content – The test content is not to be viewed by anyone prior 
to the test administration. Only students being tested are allowed to access the test at 
the time of testing. Once a test is started during test administration, only the student 
taking the test is allowed to view that student’s screen. No one is allowed to view 
items while a student is testing.

 ○ Secure Testing Materials – The following materials may be provided to students during 
the test administration:

 ● Scratch paper: Blank scratch paper and a writing instrument may be provided to 
students for any test

 ● Science Periodic Table of Elements (Chemistry)

 ● Test Tickets: A Test Ticket is provided for each student for each test

 ● Keyboard Shortcuts for System
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All of these materials are secure testing materials and must be distributed and 
collected in the testing area (computer lab, classroom). No test materials are to be 
accessed outside the school building except under approved conditions.

All secure materials are to be returned to the STC at the completion of testing. The DTC 
and STC are responsible for destroying all secure materials.

 ○ Test Security Agreement – All district- and school-level personnel who are working 
with any test materials must complete a Test Security Agreement. The Test Security 
Agreement can be found on page 103 of this manual. This form may be reproduced as 
necessary for your district. At a minimum, the following individuals must review and sign 
a Test Security Agreement:

 ● District Test Coordinators

 ● School Test Coordinators

 ● Test Administrators/Proctors who are in the computer lab/classroom during an 
assessment

 ● All individuals involved in transcriptions of student responses.

DTCs are responsible for these completed forms. These forms must be completed and 
stored at the district office for two years. The SDE will randomly audit these forms each 
administration.

 ○ Proctors – The assistance of a Proctor is essential. The ratio of one adult for every 12–15 
students is recommended in the testing room. Teachers’ aides may be used as Proctors, 
as long as they have been trained by the District/School Test Coordinator.

 ○ Student Test Security – Students should be encouraged to only look at their computer. 
For further security, folders may be set up around each computer screen to eliminate any 
possibility of students looking at other computer screens.
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Roles and Responsibilities

This section outlines the roles and responsibilities for Technology Coordinators, District Test 
Coordinators (DTCs), School Test Coordinators (STCs), Test Administrators, and Proctors.

Communication Plan

In January, the district personnel responsible for overseeing the online administration should 
begin planning for a successful online testing experience. The Technology Coordinator and 
the DTC (and appropriate administrative personnel) should meet to review the district’s plan 
for administration of the online assessments. They must also jointly review and discuss the 
district’s testing schedule and locations. 

A plan for efficient communication between the Technology Coordinator and the DTC about 
the online administration should be established before the scheduled testing days. This 
communication plan should include processes for STCs, Test Administrators, and Proctors 
to communicate with the Technology Coordinator and the DTC during the test administration 
window. This communication plan should be shared during training of STCs, Test 
Administrators, and Proctors.

Technology Coordinator Responsibilities

The Technology Coordinator is responsible for the following tasks: 

 ○ Attending all required training sessions and reading all assigned training materials and 
instructions for each assessment.

 ○ Creating a communication plan with the DTC to support STCs and Test Administrators 
during the scheduled testing days.

 ○ Ensuring computers and devices used for the administration of the online test meet the 
minimum system requirements and are configured to support computer testing. 

District Test Coordinator Responsibilities

The DTC and STC are responsible for providing testing access to all of the schools and/or 
administrators. Depending on the size of the district, these responsibilities can be performed 
by one DTC or by several STCs. 

The DTC is responsible for the following tasks:

 ○ Attending all required training sessions and reading all assigned training materials and 
instructions for each assessment.

 ○ Distributing the communication plan to all STCs prior to testing.

 ○ Providing training to all STCs involved in the online administration. 
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 ○ Working with the Technology Coordinator to ensure that online testing access is provided 
to all schools within the district.

 ○ Providing eDIRECT Test Setup permissions to appropriate STCs, Technology 
Coordinators, and other school personnel needing access to Test Setup. 

 ○ Maintaining signed Test Security Agreements.

School Test Coordinator Responsibilities

The STC is responsible for the following tasks:

 ○ Attending all required training sessions and reading all assigned training materials and 
instructions for each assessment.

 ○ Working with the Technology Coordinator to ensure that online testing access is provided 
to all of the appropriate computers within the school.

 ○ Providing training to all Teachers, Test Administrators, and Proctors who will be involved 
in the online administration.

 ○ Printing Test Tickets for students. 

 ○ Accounting for and securely destroying all Test Tickets and scratch paper. 

 ○ Returning signed Test Security Agreements to the DTC.

Test Administrator/Proctor Responsibilities

Before Testing

Individuals responsible for proctoring the EOC Science and ISAT Science tests shall:

 ○ Attend all required training sessions and read all assigned training materials and 
instructions for each assessment proctored.

 ○ Become familiar with this manual.

 ○ Read and sign the Test Security Agreement; return it to your STC.

 ○ Obtain your testing schedule from the STC. This should include a plan for students who 
need additional time (tests must be completed the same day in which they began).

 ○ Provide a positive test-taking environment.

 ○ Maintain confidentiality concerning secure assessment content (i.e., questions, passages, 
and individual student results).
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 ○ Inspect the testing location and remove or cover any aids or prompts that might 
potentially assist students with answering any questions on the assessments. 

 ○ Ensure that all students will have a comfortable and adequate workspace.

 ○ Place a “Testing—Do Not Disturb” sign outside the testing location.

During Testing

Persons responsible for proctoring the EOC Science and ISAT Science tests shall:

 ○ Ensure interruptions in testing are avoided.

 ○ Ensure at least one trained test proctor is in the testing room at all times.

 ○ Administer the test, reading word-for-word the specific Spring 2016 End-of-Course 
Science or Spring 2016 ISAT Science Directions for Administration sections in this 
manual.

 ○ Observe students, once testing has begun, to ensure students are engaged with the 
assessment and working independently. 

 ○ Provide breaks as needed, based on students’ needs and test proctor judgment.

 ○ Document and report immediately any testing irregularities and breaches in test security 
to your School Test Coordinator. 

After Testing

Persons responsible for proctoring the EOC Science and ISAT Science tests shall:

 ○ Collect and account for student test materials (i.e., scratch paper) prior to releasing the 
student from the testing location.

 ○ Return all student test materials to the STC. Any materials provided during the testing 
session are considered secure.
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Test Administration

Prepare for Testing

Test Administrators are required to follow the district’s test security procedures. Before testing 
begins, make sure to have all of the materials needed for testing. You should also read through 
this Test Administration Manual (TAM) prior to testing day. 

All Test Administrators will need: 

 ○ A copy of the Test Administration Manual

 ○ A copy of the Idaho INSIGHT Technology User Guide

 ○ A copy of the Test Administration Manual for Accommodated Materials (if applicable)

 ○ One computer or device for each student

 ○ Test Tickets for each student (your STC will provide these prior to testing)

 ○ A “Testing—Do Not Disturb” sign for the door (not provided)

Make sure that Test Tickets are stored in a secure, locked location prior to test administration. 

Prepare Testing Location

Provide a testing location that has comfortable seating, sufficient workspace, and good 
lighting. Arrangements for rooms and seating should be announced in advance in order to 
eliminate confusion when testing begins. The room where students take the test should be as 
free from outside disturbance as possible. Students should be seated so they have enough 
room and will not be able to copy other students’ answers. Visual aids and clues such as 
posters about assessment-related topics should be removed or covered and remain hidden 
throughout the administration of all tests. 

Post a “Testing—Do Not Disturb” sign on the door to prevent interruptions. For large groups it 
is advisable to have one adult assistant for every 12–15 students tested, in addition to the Test 
Administrator. 
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Test Materials

Scratch Paper

Blank scratch paper and a writing instrument may be provided to students for any test.

Science Periodic Table

The End-of-Course Chemistry test has a periodic table provided online. A paper version is 
located on page 111 of this manual. This may be photocopied and distributed to students.

Keyboard Shortcuts for System

Keyboard Shortcuts can be found on page 112 and may be copied and reproduced as 
necessary.

Test Tickets

Students will need a Test Ticket to access each subject test. Test Administrators may distribute 
tickets in the way that works best for students and Proctors. Test Proctors must be informed 
about individual students’ accommodations.

The Test Tickets are activated once a student logs in with his/her username and password. 
Once the student completes a test (clicks “End Test”) the Test Ticket becomes inactive. 
Students who are “bounced” or “kicked out” of the system without officially ending the test 
can sign back into the test on the same day using their same Test Ticket.

Under no circumstances should a test be started unless there is enough time to complete 
it. Students may be given additional time if needed, but additional time must be given as an 
extension of the same testing period, not at a different time (unless required by a student’s 
IEP).
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Tutorials and Online Tools Training

Tutorials

The EOC Science and ISAT Science student tutorials provide step-by-step instructions on 
how to navigate the online system and give detailed explanations about the key features of the 
software. A tutorial should be reviewed at least once by Test Proctors who will supervise any 
of the EOC Science and ISAT Science administrations and by students in advance of their first 
test day. Allow students to repeat a tutorial as often as desired and needed. 

Students should review the tutorials before completing the Online Tools Training (OTT), 
described on page 14. It has been proven beneficial for schools to schedule a tutorial session 
for students immediately before at least one Online Tools Training session.

NOTE: For the actual online test, all students may use the highlighter, cross-off tool, and color 
chooser as shown in the tutorials and Online Tools Training. These tools are not considered to 
be testing accommodations.

If a school has capacity issues with the computer labs, the tutorials may be presented to 
school personnel and students in a classroom using an LCD projector and a single Internet 
connection.

Instructions for Accessing the Tutorials

The Idaho Online Assessments Student Tutorials can be accessed either through eDIRECT 
or through a link that will appear on the computer desktop when the testing software is 
downloaded. To access the student tutorials through eDIRECT follow the directions below.

	Select General Information under Test Setup.







	Click the Idaho Online Assessments Student Tutorial tab.

	Click the Play Tutorial action button. 

	Select the tutorial you would like to view.

	Select Play All or choose from different sections within the tutorial.
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The tutorial will walk students through the software and tools that will be available. In the 
tutorial, the student can move forward as directed or jump around if desired. A menu at the left 
of the page allows the student to select specific sections for review. 

Online Tools Training (OTT)

The online testing engine contains a training component—the Online Tools Training (OTT)—
which simulates the testing environment. The primary purpose of the training session is for the 
students to try out the testing software and tools before the “real” administration of the tests. 
Test Proctors and students are strongly advised to participate in a training session and become 
familiar with the testing tools and the online system features before the students sit for the 
actual online tests.

The items in the training session have been chosen to demonstrate various computerized 
testing features. The training sessions are not scored and no score reports are generated. 

All schools should complete the Online Tools Training prior to the testing window to 
ensure that all components of the system are configured and operating correctly.

Instructions for Accessing the Online Tools Training

1 Click on the ID Online Assessments icon on the computer desktop. The main page of the 
ID Online Assessments will appear.

2 Select “Online Tools Training” under either the ISAT Science or EOC Science logos on the 
main page.

3 Choose a subject.

4 If an audio accommodation is required, choose Audio. Otherwise, select Standard.

NOTE: To access the audio version of the OTT, a TSM must be installed. Audio will not be 
available through the public version of the OTT.

5 Enter the Username and Password noted on the sign-in screen.

6 Click Sign In and follow the instructions on the screen.

7 The online software includes a summary page that indicates which items have been 
answered and items the student left blank.

A shaded oval indicates the student answered the question. It does not mean the student 
answered the question correctly. A white oval indicates the student did not answer the 
question. It does not mean the student answered the question incorrectly.
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8 To end an Online Tools Training, click Review/End Test. Next, click the End Test button. 
The system will ask you to confirm you have answered all questions. When you are ready, 
click on End Test. Follow the on-screen instructions to close your test.
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Spring 2016 End-of-Course Science Directions for Administration

Administration of the EOC is an important professional responsibility. The usefulness of the 
test results depends on the accuracy of each student’s performance. Experience shows that 
student performance is highly dependent upon the student’s motivation and attitude toward 
the test, the preparedness of the Test Administrator, the physical arrangements for testing, and 
adherence to instructions. To ensure accurate and reliable results, the Test Administrator must 
become thoroughly familiar with the procedures described in this manual before administering 
the test.

When students arrive at the test site (computer lab, classroom, etc.), each student is to be 
given the Test Ticket for the subject being tested.

The student’s Test Ticket provides all of the login information needed to begin testing. Please 
verify each student receives his/her correct Test Ticket (student name is on each ticket).

Students may use scratch paper while taking the EOC. Have scratch paper available for 
students to use.

As a reminder: Once a test is started, only the student taking the test is allowed to view that 
student’s screen. No one is allowed to view or copy items while a student is testing.

In order to ensure accurate achievement results, it is essential that all Test Administrators 
follow the same procedures when administering the test. Follow the script provided below for 
administering the EOC Science test.

Read aloud word for word the material that is printed in bold type and preceded by the word 
“Say.”

The material that is italicized is information for you and should not be read to the students. 

Read the directions to the students exactly as they are written, using a natural tone and 
manner. If you make a mistake in reading a direction, stop and say, “No, that is incorrect. Listen 
again.” Then read the direction again. Be sure students understand the directions and how to 
respond. Be careful not to inadvertently give hints or clues that indicate an answer. Begin the 
test when all students are present.

Say: Today you will take the Spring 2016 End-of-Course (say subject) test. Give this test 
your best effort. You will have enough time to read and answer all the questions. 
Some questions will be easy; others will be more difficult. Be sure to read the 
directions to each item first, then the item, and finally, read ALL of the answer 
choices. If you really do not know the answer to a question, use your best test-
taking skills to eliminate some answer choices. Then, choose the best answer of 
the ones that remain. Remember there is no penalty for guessing.

To move on to the next question, click the “Next” button in the lower right corner 
of the screen.
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The test will take about 90 minutes to complete; however, it is not timed and you 
will be given time to finish.

When you come to the end of the test, click on “Review/End Test” at the bottom 
left of the screen. You will be taken to the Review page. From this page you can go 
back to check your answers and change your answers if necessary. Make sure you 
have answered all questions before ending the test. Once you have completed the 
test, click “End Test.” The pop-up box will ask you to confirm you are finished. If 
you are finished, click “End Test.” If you want more time to review your test, click 
“Return to Review.” Once you click “End Test” you may NOT go back into the test. 
Make sure you check all of your answers before closing your test. On the final 
screen, click “Exit.”

If you have any concerns once the test has started, raise your hand and the Test 
Administrator (Proctor/Teacher) will come to you. The Test Administrator (Proctor/ 
Teacher) is not allowed to provide you with any additional information during the 
test. The Test Administrator (Proctor/Teacher) cannot help you with any words.

When you come to the end of your test, please sit quietly until the Test 
Administrator (Proctor/Teacher) provides additional instructions.

Are there any questions?

Answer student questions as needed.

Say: If you do not feel well and may not be able to complete the test today, please tell 
me now.

Pause for response.

Say: If your parents have scheduled an off-campus appointment and will be coming to 
pick you up today during school hours, please tell me now.

Pause for response.

Say: We will begin by accessing the test site. Double-click the ID Online Assessments 
icon on your desktop. You should see the main page for the End-of-Course and 
ISAT Programs on your screen. Click on “Test Sign In” under EOC. You will see the 
Sign In page. Is there anyone who does not see the Sign In screen?
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Assist students as needed.

The next step will be to have the students enter their username and password. The students 
should already have their Test Ticket with them.



Idaho EOC Science and ISAT Science TAM – Spring 2016 Page 19

Copyright © 2016 by the Idaho State Department of Education

Say: You are now on the Sign In screen. Enter your username and password exactly as 
you see them on your Test Ticket.

Administrators may help students type in this information. This information is unique to each 
student and each test.

Say: Click on “Sign In” to move to the next screen.

Pause.

Say: This is the Welcome screen. Please check that your name appears at the top of 
the screen. Then check that your Test Name, Test Session, and EDUID are correct. 
If everything is correct, click “Continue.” If your information is not correct, please 
raise your hand.

Assist students as needed.
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Say: You are now on the screen that shows the name of the test you are scheduled to 
take. If you do not see this, please raise your hand. 

Assist students as needed.

Say: We are now ready to begin the test. Please click on (say test subject). Once you 
have clicked on the (say test subject) link, the Directions Page screen should open. 
Is there anyone who does not see the Directions Page screen?

Assist students as needed.
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Administering the Idaho End-of-Course Biology Test

Say: The Idaho End-of-Course Biology assessment has one part.

We will take a moment to read the directions together. Please follow along as I 
read aloud.

Note: Be sure you have looked at the EOC Student Tutorial and the Biology Online 
Tools Training (OTT) before taking the test.

All of the items are multiple-choice. Each multiple-choice question has four 
answer choices.

Read these directions carefully before beginning. To look at these directions again, 
click on the Help button and choose the Test Directions tab.

Answering Questions

Read each question carefully and choose your answer.

For each multiple-choice question, first, find the answer to the question. Then, 
choose the correct answer by clicking on the answer bubble using the Pointer tool.

 ● Only one of the answer choices provided is correct.

 ● To change an answer, use the Pointer tool to choose a different answer. 

Click on the Flag button if you are not sure of the answer to a question.

It will mark the question so you know to go back and answer the question later.

Navigation

1. Use the Next and Back buttons to move from question to question or page to 
page.

2. Finally, when you have answered all the questions, click on the  
Review/End Test button at the bottom of the screen.

 ● You may check your work by selecting questions from the list that 
appears on the screen.

 ● When you have finished and have checked your answers, follow the 
directions on the screen to exit.
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Helpful Hints

 ● There is no time limit to finish the test.

 ● Only one question at a time will appear on the screen.

 ● If you need to go away from your computer, click on the Pause button. Click 
on the Resume button to continue. If you are away from your computer for 
more than 20 minutes, you will need to log back in.

 ● To see your progress on the test, click on the Review/End Test button. You 
may go to any question by selecting it from the list that appears on the 
screen.

 ● Use tools such as the Cross-Off, Highlighter, Sticky Note, Magnifier, Line 
Guide, and Calculator to assist you during the test.

 ● Click on the Help button to find more information.

This screen shows an image to check if your computer screen is set up correctly. 
You should see three shaded circles below. Please raise your hand if you do not 
clearly see three circles.

Assist students as needed.

Say: We are now ready to begin the test. Please click the “Begin The Test” button.

While students are working, walk around the room to see that they are following directions and 
are not looking at any other student’s test. Do not give help on specific test questions. 

As students complete the test, please follow your school’s plan for dismissing students.
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Administering the Idaho End-of-Course Chemistry Test

Say: The Idaho End-of-Course Chemistry assessment has one part.

We will take a moment to read the directions together. Please follow along as I 
read aloud.

Note: Be sure you have looked at the EOC Student Tutorial and the Chemistry 
Online Tools Training (OTT) before taking the test.

All of the items are multiple-choice. Each multiple-choice question has four 
answer choices.

Read these directions carefully before beginning. To look at these directions again, 
click on the Help button and choose the Test Directions tab.

Answering Questions

Read each question carefully and choose your answer.

For each multiple-choice question, first, find the answer to the question. Then, 
choose the correct answer by clicking on the answer bubble using the Pointer tool.

 ● Only one of the answer choices provided is correct.

 ● To change an answer, use the Pointer tool to choose a different answer. 

Click on the Flag button if you are not sure of the answer to a question.

It will mark the question so you know to go back and answer the question later.

Navigation

1. Use the Next and Back buttons to move from question to question or page to 
page.

2. Finally, when you have answered all the questions, click on the  
Review/End Test button at the bottom of the screen.

 ● You may check your work by selecting questions from the list that 
appears on the screen.

 ● When you have finished and have checked your answers, follow the 
directions on the screen to exit.
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Helpful Hints

 ● There is no time limit to finish the test.

 ● Only one question at a time will appear on the screen.

 ● If you need to go away from your computer, click on the Pause button. Click 
on the Resume button to continue. If you are away from your computer for 
more than 20 minutes, you will need to log back in.

 ● To see your progress on the test, click on the Review/End Test button. You 
may go to any question by selecting it from the list that appears on the 
screen.

 ● Use tools such as the Cross-Off, Highlighter, Sticky Note, Magnifier, Line 
Guide, Calculator, and Periodic Table to assist you during the test.

 ● Click on the Help button to find more information.

This screen shows an image to check if your computer screen is set up correctly. 
You should see three shaded circles below. Please raise your hand if you do not 
clearly see three circles.

Assist students as needed.

Say: We are now ready to begin the test. Please click the “Begin The Test” button. 

While students are working, walk around the room to see that they are following directions and 
are not looking at any other student’s test. Do not give help on specific test questions. 

As students complete the test, please follow your school’s plan for dismissing students.
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Administering the Idaho End-of-Course Biology Test with an Audio 
Accommodation

Say: The Idaho End-of-Course Biology assessment with an audio accommodation has 
one part.

We will take a moment to discuss how to use the audio features. Please click on 
the Stop button, located at the bottom of the screen, while I explain these features.

The audio will start automatically on each new page. 

Using the Audio Controls

 ● To play the audio, click on the Play button.

 ● To pause the audio, click on the Pause button. Clicking on the Play button 
after a pause will continue the audio from the place where it was put on 
pause.

 ● To stop the audio, click on the Stop button. Clicking on the Play button after 
a stop will replay the audio from the beginning.

 ● To start the audio from a certain point, click on the Starting Points button. 
Click on the blue circle where you wish the audio to start.

Using the Audio Settings

 ● To adjust the audio settings, click on the Options button and then select 
Audio Settings.

 ● To adjust the volume of the audio, move the slider control. Move the control 
towards the plus sign to increase the volume, or towards the minus sign to 
decrease the volume.

 ● To adjust the speed with which the text is read, move the slider control. 
Move the control towards the plus sign to increase the speed, or towards 
the minus sign to decrease the speed.

 ● The Follow Along feature highlights the word as it is being read. This feature 
is automatically turned on. To turn the Follow Along feature off, click the box 
to remove the check mark. To turn the feature back on, click the box again. 

Please take a moment to listen to the audio. To do this, click on the Play button at 
the bottom of the screen. If you cannot hear the audio, please raise your hand. If 
you can hear the audio, remove your listening device and sit quietly. 

Allow students to test the audio. Assist students as needed.



Page 26 Idaho EOC Science and ISAT Science TAM – Spring 2016

Copyright © 2016 by the Idaho State Department of Education

Say: We will take a moment to read the directions together. Please follow along as I 
read aloud.

Note: Be sure you have looked at the EOC Student Tutorial and the Biology Online 
Tools Training (OTT) before taking the test.

All of the items are multiple-choice. Each multiple-choice question has four 
answer choices.

Read these directions carefully before beginning. To look at these directions again, 
click on the Help button and choose the Test Directions tab.

Answering Questions

Read each question carefully and choose your answer.

For each multiple-choice question, first, find the answer to the question. Then, 
choose the correct answer by clicking on the answer bubble using the Pointer tool.

 ● Only one of the answer choices provided is correct.

 ● To change an answer, use the Pointer tool to choose a different answer. 

Click on the Flag button if you are not sure of the answer to a question.

It will mark the question so you know to go back and answer the question later.

Navigation

1. Use the Next and Back buttons to move from question to question or page to 
page.

2. Finally, when you have answered all the questions, click on the  
Review/End Test button at the bottom of the screen.

 ● You may check your work by selecting questions from the list that 
appears on the screen.

 ● When you have finished and have checked your answers, follow the 
directions on the screen to exit.
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Helpful Hints

 ● There is no time limit to finish the test.

 ● Only one question at a time will appear on the screen.

 ● If you need to go away from your computer, click on the Pause button. Click 
on the Resume button to continue. If you are away from your computer for 
more than 20 minutes, you will need to log back in.

 ● To see your progress on the test, click on the Review/End Test button. You 
may go to any question by selecting it from the list that appears on the 
screen.

 ● Use tools such as the Cross-Off, Highlighter, Sticky Note, Magnifier, Line 
Guide, and Calculator to assist you during the test.

 ● Click on the Help button to find more information.

This screen shows an image to check if your computer screen is set up correctly. 
You should see three shaded circles below. Please raise your hand if you do not 
clearly see three circles.

Assist students as needed.

Say: We are now ready to begin the test. Please put on your listening devices and click 
the “Begin The Test” button. 

While students are working, walk around the room to see that they are following directions and 
are not looking at any other student’s test. Do not give help on specific test questions. 

As students complete the test, please follow your school’s plan for dismissing students.
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Administering the Idaho End-of-Course Chemistry Test with an Audio 
Accommodation

Say: The Idaho End-of-Course Chemistry assessment with an audio accommodation 
has one part.

We will take a moment to discuss how to use the audio features. Please click on 
the Stop button, located at the bottom of the screen, while I explain these features.

The audio will start automatically on each new page. 

Using the Audio Controls

 ● To play the audio, click on the Play button.

 ● To pause the audio, click on the Pause button. Clicking on the Play button 
after a pause will continue the audio from the place where it was put on 
pause.

 ● To stop the audio, click on the Stop button. Clicking on the Play button after 
a stop will replay the audio from the beginning.

 ● To start the audio from a certain point, click on the Starting Points button. 
Click on the blue circle where you wish the audio to start. 

Using the Audio Settings

 ● To adjust the audio settings, click on the Options button and then select 
Audio Settings.

 ● To adjust the volume of the audio, move the slider control. Move the control 
towards the plus sign to increase the volume, or towards the minus sign to 
decrease the volume.

 ● To adjust the speed with which the text is read, move the slider control. 
Move the control towards the plus sign to increase the speed, or towards 
the minus sign to decrease the speed.

 ● The Follow Along feature highlights the word as it is being read. This feature 
is automatically turned on. To turn the Follow Along feature off, click the box 
to remove the check mark. To turn the feature back on, click the box again. 

Please take a moment to listen to the audio. To do this, click on the Play button at 
the bottom of the screen. If you cannot hear the audio, please raise your hand. If 
you can hear the audio, remove your listening device and sit quietly. 

Allow students to test the audio. Assist students as needed.
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Say: We will take a moment to read the directions together. Please follow along as I 
read aloud.

Note: Be sure you have looked at the EOC Student Tutorial and the Chemistry 
Online Tools Training (OTT) before taking the test.

All of the items are multiple-choice. Each multiple-choice question has four 
answer choices.

Read these directions carefully before beginning. To look at these directions again, 
click on the Help button and choose the Test Directions tab.

Answering Questions

Read each question carefully and choose your answer.

For each multiple-choice question, first, find the answer to the question. Then, 
choose the correct answer by clicking on the answer bubble using the Pointer tool.

 ● Only one of the answer choices provided is correct.

 ● To change an answer, use the Pointer tool to choose a different answer. 

Click on the Flag button if you are not sure of the answer to a question.

It will mark the question so you know to go back and answer the question later.

Navigation

1. Use the Next and Back buttons to move from question to question or page to 
page.

2. Finally, when you have answered all the questions, click on the  
Review/End Test button at the bottom of the screen.

 ● You may check your work by selecting questions from the list that 
appears on the screen.

 ● When you have finished and have checked your answers, follow the 
directions on the screen to exit.
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Helpful Hints

 ● There is no time limit to finish the test.

 ● Only one question at a time will appear on the screen.

 ● If you need to go away from your computer, click on the Pause button. Click 
on the Resume button to continue. If you are away from your computer for 
more than 20 minutes, you will need to log back in.

 ● To see your progress on the test, click on the Review/End Test button. You 
may go to any question by selecting it from the list that appears on the 
screen.

 ● Use tools such as the Cross-Off, Highlighter, Sticky Note, Magnifier, Line 
Guide, Calculator, and Periodic Table to assist you during the test.

 ● Click on the Help button to find more information.

This screen shows an image to check if your computer screen is set up correctly. 
You should see three shaded circles below. Please raise your hand if you do not 
clearly see three circles.

Assist students as needed.

Say: We are now ready to begin the test. Please put on your listening devices and click 
the “Begin The Test” button. 

While students are working, walk around the room to see that they are following directions and 
are not looking at any other student’s test. Do not give help on specific test questions. 

As students complete the test, please follow your school’s plan for dismissing students.
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Spring 2016 ISAT Science Directions for Administration

Administration of the ISAT Science tests is an important professional responsibility. The 
usefulness of the test results depends on the accuracy of each student’s performance. 
Experience shows that student performance is highly dependent upon the student’s motivation 
and attitude toward the test, the preparedness of the Test Administrator, the physical 
arrangements for testing, and adherence to instructions. To ensure accurate and reliable 
results, the Test Administrator must become thoroughly familiar with the procedures described 
in this manual before administering the test. 

When students arrive at the test site (computer lab, classroom, etc.), each student is to be 
given the Test Ticket for the subject being tested.

The student’s Test Ticket provides all of the login information needed to begin testing. Please 
verify each student receives his/her correct Test Ticket (student name is on each ticket).

Students may use scratch paper while taking the ISAT Science test. Have scratch paper 
available for students to use.

As a reminder: Once a test is started, only the student taking the test is allowed to view that 
student’s screen. No one is allowed to view or copy items while a student is testing.

In order to ensure accurate achievement results, it is essential that all Test Administrators 
follow the same procedures when administering the tests. Follow the script provided below for 
administering the ISAT Science tests. 

Read aloud word for word the material that is printed in bold type and preceded by the word 
“Say.”

The material that is italicized is information for you and should not be read to the students.

Read the directions to the students exactly as they are written, using a natural tone and 
manner. If you make a mistake in reading a direction, stop and say, “No. That is incorrect. 
Listen again.” Then, read the direction again. Be sure students understand the directions and 
how to respond. Be careful not to inadvertently give hints or clues that indicate an answer. 
Begin the test when all students are present. 

Say:  Today you will take the Spring 2016 Idaho Standards Achievement Test for Grade 
(say grade) Science. Give this test your best effort. You will have enough time to 
read and answer all the questions. Some questions will be easy; others will be 
more difficult. Be sure to read the directions to each item first, then the item, and 
finally, read ALL of the answer choices. If you really do not know the answer to a 
question, use your best test-taking skills to eliminate some answer choices. Then, 
choose the best answer of the ones that remain. Remember, there is no penalty for 
guessing. 

To move on to the next question, click the “Next” button in the lower right corner 
of the screen. 
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The test will take about 90 minutes to complete; however, it is not timed and you 
will be given time to finish.

When you come to the end of the test, click on “Review/End Test” at the bottom 
left of the screen. You will be taken to the Review page. From this page you can go 
back to check your answers and change your answers if necessary. Make sure you 
have answered all questions before ending the test. Once you have completed the 
test, click “End Test.” The pop-up box will ask you to confirm you are finished. If 
you are finished, click “End Test.” If you want more time to review your test, click 
“Return to Review.” Once you click “End Test,” you may NOT go back into the test. 
Make sure you check all of your answers before closing your test. On the final 
screen, click “Exit.”

If you have any concerns once the test has started, raise your hand and the Test 
Administrator (Proctor/Teacher) will come to you. The Test Administrator (Proctor/
Teacher) is not allowed to provide you with any additional information during the 
test. The Test Administrator (Proctor/Teacher) cannot help you with any words.

When you come to the end of your test, please sit quietly until the Test 
Administrator (Proctor/Teacher) provides additional instructions.

Are there any questions?

Answer student questions as needed.

Say: If you do not feel well, and may not be able to complete the test today, please tell 
me now.

Pause for response.

Say: If your parents have scheduled an off-campus appointment and will be coming to 
pick you up today during school hours, please tell me now.

Pause for response.

Say: We will begin by accessing the test site. Double-click the ID Online Assessments 
icon on your desktop. You should see the main page for the ISAT and End-of-
Course Programs on your screen. Click on “Test Sign In” under ISAT. You will see 
the Sign In page. Is there anyone who does not see the Sign In screen?
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Assist students as needed.

The next step will be to have the students enter their username and password. The students 
should already have their Test Ticket with them.
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Say: You are now on the Sign In screen. Enter your username and password exactly as 
you see them on your Test Ticket.

Administrators may help students type in this information. This information is unique to each 
student and each test. 

Say: Click on “Sign In” to move to the next screen.

Pause.

Say: This is the Welcome screen. Please check that your name appears at the top of 
the screen. Then check that your Test Name, Test Session, and EDUID are correct. 
If everything is correct, click “Continue.” If your information is not correct, please 
raise your hand.

Assist students as needed.
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Say: You are now on the screen that shows the name of the test you are scheduled to 
take. If you do not see this, please raise your hand. 

Assist students as needed.

Say: We are now ready to begin the test. Please click on (say test subject). Once you 
have clicked on the (say grade and test subject) link, the Directions Page screen 
should open. Is there anyone who does not see the Directions Page screen?

Assist students as needed.
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Administering the Idaho ISAT Grade 5 or 7 Science Test

Say: The ISAT grade (say grade) science test has one part. 

We will take a moment to read the directions together. Please follow along as I 
read aloud. 

Note: Be sure you have looked at the ISAT Student Tutorial and the Grade (say 
grade) Science Online Tools Training (OTT) before taking the test. 

All of the items are multiple-choice. Each multiple-choice question has four 
answer choices. 

Read these directions carefully before beginning. To look at these directions again, 
click on the Help button and choose the Test Directions tab.

Answering Questions

Read each question carefully and choose your answer. 

For each multiple-choice question, first, find the answer to the question. Then, 
choose the correct answer by clicking on the answer bubble using the Pointer tool. 

 ● Only one of the answer choices provided is correct.

 ● To change an answer, use the Pointer tool to choose a different answer. 

Click on the Flag button if you are not sure of the answer to a question. 

It will mark the question so you know to go back and answer the question later.

Navigation

1. Use the Next and Back buttons to move from question to question or page to 
page.

2. Finally, when you have answered all the questions, click on the  
Review/End Test button at the bottom of the screen. 

 ● You may check your work by selecting questions from the list that 
appears on the screen.

 ● When you have finished and have checked your answers, follow the 
directions on the screen to exit. 
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Helpful Hints

 ● There is no time limit to finish the test.

 ● Only one question at a time will appear on the screen.

 ● If you need to go away from your computer, click on the Pause button. Click 
on the Resume button to continue. If you are away from your computer for 
more than 20 minutes, you will need to log back in.

 ● To see your progress on the test, click on the Review/End Test button. You 
may go to any question by selecting it from the list that appears on the 
screen.

 ● Use tools such as the Cross-Off, Highlighter, Sticky Note, Magnifier, Line 
Guide, and Calculator to assist you during the test.

 ● Click on the Help button to find more information. 

This screen shows an image to check if your computer screen is set up correctly. 
You should see three shaded circles below. Please raise your hand if you do not 
clearly see three circles.

Assist students as needed. 

Say: We are now ready to begin the test. Please click the “Begin The Test” button.

While students are working, walk around the room to see that they are following directions and 
are not looking at any other student’s test. Do not give help on specific test questions. 

As students complete the test, please follow your school’s plan for dismissing students.
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Administering the Idaho ISAT Grade 5 or 7 Science Test with an Audio 
Accommodation

Say: The ISAT grade (say grade) science test with an audio accommodation has one 
part. 

We will take a moment to discuss how to use the audio features. Please click on 
the Stop button, located at the bottom of the screen, while I explain these features.

The audio will start automatically on each new page.

Using the Audio Controls

 ● To play the audio, click on the Play button.

 ● To pause the audio, click on the Pause button. Clicking on the Play button 
after a pause will continue the audio from the place where it was put on 
pause.

 ● To stop the audio, click on the Stop button. Clicking on the Play button after 
a stop will replay the audio from the beginning.

 ● To start the audio from a certain point, click on the Starting Points button. 
Click on the blue circle where you wish the audio to start. 

Using the Audio Settings

 ● To adjust the audio settings, click on the Options button and then select 
Audio Settings.

 ● To adjust the volume of the audio, move the slider control. Move the control 
towards the plus sign to increase the volume, or towards the minus sign to 
decrease the volume.

 ● To adjust the speed with which the text is read, move the slider control. 
Move the control towards the plus sign to increase the speed, or towards 
the minus sign to decrease the speed.

 ● The Follow Along feature highlights the word as it is being read. This feature 
is automatically turned on. To turn the Follow Along feature off, click the box 
to remove the check mark. To turn the feature back on, click the box again. 

Please take a moment to listen to the audio. To do this, click on the Play button at 
the bottom of the screen. If you cannot hear the audio, please raise your hand. If 
you can hear the audio, remove your listening device and sit quietly. 

Allow students to test the audio. Assist students as needed.
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Say: We will take a moment to read the directions together. Please follow along as I 
read aloud.

Note: Be sure you have looked at the ISAT Student Tutorial and the Grade (say 
grade) Science Online Tools Training (OTT) before taking the test.

All of the items are multiple-choice. Each multiple-choice question has four 
answer choices.

Read these directions carefully before beginning. To look at these directions again, 
click on the Help button and choose the Test Directions tab.

Answering Questions

Read each question carefully and choose your answer.

For each multiple-choice question, first, find the answer to the question. Then, 
choose the correct answer by clicking on the answer bubble using the Pointer tool.

 ● Only one of the answer choices provided is correct.

 ● To change an answer, use the Pointer tool to choose a different answer. 

Click on the Flag button if you are not sure of the answer to a question.

It will mark the question so you know to go back and answer the question later.

Navigation

1. Use the Next and Back buttons to move from question to question or page to 
page.

2. Finally, when you have answered all the questions, click on the  
Review/End Test button at the bottom of the screen.

 ● You may check your work by selecting questions from the list that 
appears on the screen.

 ● When you have finished and have checked your answers, follow the 
directions on the screen to exit.
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Helpful Hints

 ● There is no time limit to finish the test.

 ● Only one question at a time will appear on the screen.

 ● If you need to go away from your computer, click on the Pause button. Click 
on the Resume button to continue. If you are away from your computer for 
more than 20 minutes, you will need to log back in.

 ● To see your progress on the test, click on the Review/End Test button. You 
may go to any question by selecting it from the list that appears on the 
screen.

 ● Use tools such as the Cross-Off, Highlighter, Sticky Note, Magnifier, Line 
Guide, and Calculator to assist you during the test.

 ● Click on the Help button to find more information.

This screen shows an image to check if your computer screen is set up correctly. 
You should see three shaded circles below. Please raise your hand if you do not 
clearly see three circles.

Assist students as needed.

Say: We are now ready to begin the test. Please put on your listening devices and click 
the “Begin The Test” button. 

While students are working, walk around the room to see that they are following directions and 
are not looking at any other student’s test. Do not give help on specific test questions. 

As students complete the test, please follow your school’s plan for dismissing students.
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eDIRECT Administration Information

This section discusses eDIRECT, the interface to the administrative functions of the DRC 
INSIGHT Online Learning System. The audience for this section is both eDIRECT end users 
and eDIRECT administrators.

The first part of this section describes how to access and log on to eDIRECT, as well as some 
of its more common menu functions and options for end users.

This section discusses the various administrative tasks that District Test Coordinators (DTCs), 
District Technology Coordinators, and School Test Coordinators (STCs) can perform using 
eDIRECT.

System Access

The online testing system can be accessed via eDIRECT at https://id.drcedirect.com. DTCs 
will be sent a password to log into eDIRECT if they have not already been given access. DTCs 
have the responsibility to set up additional district- and school-level users in their districts. 

Permissions Available in the DRC Online Testing System

The following table contains descriptions of the eDIRECT permissions or functions that are 
available with the DRC online testing system.

DRC will provide active district-level users these permissions. It is the District Test 
Coordinator’s responsibility to make sure their district and school users are given the 
appropriate permissions.

https://id.drcedirect.com


Page 42 Idaho EOC Science and ISAT Science TAM – Spring 2016

Copyright © 2016 by the Idaho State Department of Education

PERMISSION ALLOWS USERS TO: 

Documents – View Allows user to view documents to which they have access

Administrator Allows user to add/edit user accounts and profiles

Administrator – Set Password Allows user to specify a password for a user

Materials – Additional – Primary Window
Allows user access to Additional Materials during the primary 
window

Materials – Additional – View/Edit
Allows user to enter, view, and modify Additional Materials 
orders via the Client Entry screen

Reports – View District Files Allows user to view district reports

Reports – View School Files Allows user to view school reports

Status Reports – District Reports Allows access to district-level Status Reports 

Online Testing Statistics Provides access to Online Testing Statistics Reports

Online Testing – Secured Resources Allows user to view secured online testing downloads 

Students – Search/View
Allows user to search/view student data and download 
search results

Students – Add/Edit
Allows user to add/edit students and student data for the 
purposes of testing online

Students – Download Students
Allows user to download a list of student information for all 
students in a school

Students – Upload
Allows user to upload a list of students and student data for 
the purposes of testing online

Test Session – Search/View 
Allows user to search/view test sessions and download 
search results

Test Session – Add/Edit Allows user to add, edit, and delete test sessions

Test Session – Status Summary Allows user to view testing status summary information

Test Tickets – View/Print
Allows user to print student test login tickets and view 
individual ticket statuses

Test Tickets – Invalidate/Validate
Allows user to invalidate or validate a student’s test for the 
purposes of flagging the test results as invalid

Test Tickets – Unlock
Allows user to unlock student test login ticket after a 
student's test status is “Completed” or the student test login 
ticket is “Locked”

Test Tickets – View Questions Attempted
Allows user to see hover text over the Status column – the 
text “x of y Questions Attempted” will be displayed in the 
hover text.

Test Setup – Device Toolkit
Allows user to configure a computer or other approved 
device to use for testing.

Test Setup – Primary Window Allows user access to Test Setup during the primary window.

Test Setup – View Student Status Allows user to view test status by student

View Online Results Allows user to view, download, or save Online Results Report.

View Reports – Download – District/
School

Allows user to download all reports for a district or school for 
an administration.

NEW
!
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The eDIRECT Main Page

To display the eDIRECT main web page, enter the URL https://id.drcedirect.com in your 
supported browser. When the main eDIRECT page displays, the General Information menu is 
displayed in the upper left with two options: Minimum Browser Requirements and Documents.

	Click Log On to log on to eDIRECT.

	Click Minimum Browser Requirements to display a list of the web browser 
requirements needed to use DRC web pages and web-based applications.

	Click Documents to display the Documents page. From this page you can select, open, 
and download various documents, including manuals and presentations.

	Click Test Setup to display general information about test setup, or to download and use 
online tutorials.








Minimum System Requirements

The Idaho End-of-Course (EOC) Science and Idaho Standards Achievement Tests (ISAT) 
Science assessments will use DRC’s INSIGHT test engine. The minimum system requirements 
for Windows and Macintosh computers, as well as Chromebooks, iPads, and Android devices 
can be found in the INSIGHT Technology User Guide. If the computers or devices in your 
school or district do not meet these requirements, you should first attempt to upgrade the 
systems to meet the requirements. If that is not possible, you should investigate alternative 
testing locations that have computers or devices that meet these requirements. 

https://id.drcedirect.com
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Minimum Browser Requirements

When you select Minimum Browser Requirements from the General Information menu of the 
eDIRECT website, a page displays listing browser requirements, with links to browser pages 
and additional information.

Logging On to eDIRECT for the First Time

To log on to eDIRECT, you must have a username and a password. When an administrator 
creates a user, the user receives an automatically generated email from eDIRECT containing 
the user’s initial username (their email address) and their temporary password. Use this 
username and password to log on to eDIRECT for the first time.

NOTE: Within five days of receiving the email with the temporary password, you must log in 
using your temporary password and change it. After five days, the password expires and the 
account must be reset.

	Click Log On at the top right corner of the eDIRECT home page.

	To log on to eDIRECT, enter your email address as your username in the Email Address 
field.

	Copy and paste the temporary password from the email you received into the Password 
field.

	Click Log On to log on, or Cancel to cancel the process.







When you log in to eDIRECT for the first time using your temporary password, you are 
prompted to change the password.
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	Enter your new password into the New Password field in the First Time Log On page. 
The new password must contain nine or more characters, including both uppercase 
and lowercase letters and at least one number. It cannot include any part of the email 
address.

	Re-enter the new password in the Confirm New Password field.

	Select a security question from the Question drop-down menu, enter your answer in the 
Answer field, and click Save.
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Forgetting a Password or Temporary Password Expired

 ○ If a user forgets their password, or does not log in with their temporary password within 
five days, they must contact their District Test Coordinator (DTC).

 ○ If a DTC forgets their password, or does not log in with their temporary password within 
five days, they must contact DRC Idaho Customer Support at 1-866-572-2050 to reset it.

 ○ When a password is reset, an email is sent to the user to notify them and provide a new 
temporary password.

Security and Confidentiality Agreement for DRC Applications

The final step in the initial login process is to read and acknowledge the Security and 
Confidentiality Agreement for DRC Applications. You must agree to the conditions of this 
agreement in order to use eDIRECT. Print the agreement if you want to have a copy.

	Read the Security and Confidentiality Agreement for DRC Applications and check the  
I Agree checkbox.

NOTE: You cannot continue to use eDIRECT without checking this checkbox.

	After you have agreed to the Security Agreement, click Continue.

	Click Print to print the Security Agreement.
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The General Information Menu

When you log into eDIRECT, the General Information menu is displayed in the upper left side 
of the main page. This menu has three options: Minimum Browser Requirements, Security 
Agreement, and Documents.

	Click Minimum Browser Requirements to display the Web Browser Requirements page, 
which details the eDIRECT web browser requirements for all three operating systems: 
Windows, Mac (OS X), and Linux.

	Click Security Agreement to display the Security and Confidentiality Agreement for DRC 
Applications. You can read and print the agreement from the page that displays.

	Click Documents to display the Documents page. From this page you can select, open, 
and download various documents, including manuals, memos, and Microsoft PowerPoint 
presentations.
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Ordering Accommodated Materials in eDIRECT

The accommodated materials available for these administrations are paper versions, large 
print versions, and Braille versions for each grade and subject. Audio CDs are available for 
all subjects and can be provided in addition to paper, large print, and Braille materials. The 
student’s Individualized Education Program (IEP) will determine which accommodated versions 
are needed for this administration.

These materials are considered accommodations and are only available for special education, 
English Language Learners (ELL), and Section 504 students. Special accommodations may be 
necessary when administering the test to these students. Please check the student’s IEP, ELP, 
or 504 Plan for special accommodations that may be needed.

IMPORTANT NOTE: No human readers will be allowed. If a student using paper, large print, 
or Braille needs a test read to him/her, an audio CD must be used.

Districts will order accommodated materials through eDIRECT. To receive orders by the 
beginning of the testing window, please enter your accommodated materials orders no later 
than the following dates:

 ○ EOC Science – January 8, 2016

 ○ ISAT Science – February 26, 2016

	Log into eDIRECT at https://id.drcedirect.com.

	Click on the Materials tab on the left side of the screen to display the Materials menu.

	Click Additional Materials.






https://id.drcedirect.com
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	Once you are in the system, select your administration (EOC Science or ISAT Science), 
district, and school and then click the Add Order button to begin placing your order. You 
can also check the status of orders that have been placed with the Find Orders button.



Please note the following:

 ○ The former Test Administration Manual and Test Coordinator Manual for Accommodated 
Materials have been combined into one manual, referred to as the Test Administration 
Manual for Accommodated Materials.

 ○ Electronic copies of the Spring 2016 Test Administration Manual for Accommodated 
Materials will be available in eDIRECT under General Information – Documents on 
January 4, 2016.

 ○ Paper copies of the Spring 2016 Test Administration Manual for Accommodated 
Materials will be available to be shipped with your order upon request.

Once the order is reviewed, DRC will contact the District Test Coordinator by phone for 
required student information. DRC will send these materials to arrive in districts beginning 
February 1, 2016, for EOC Science and March 21, 2016, for ISAT Science, depending on when 
the order is received. No orders for accommodated materials will be accepted after  
May 6, 2016.

In addition to ordering accommodated materials through eDIRECT, you must identify each 
student in Test Setup in eDIRECT by subject for each accommodated material needed by  
May 13, 2016. Further information on editing a student’s accommodations can be found on  
pages 73–74 in the “Editing Accommodations” section of this manual.

NEW
!
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The Manage Users Menu

When you log into eDIRECT, the Manage Users menu is displayed in the middle left side of the 
main page, below the General Information menu. This menu has three options: My Account, 
Change My Password, and User Administration.

	Click My Account to display the My Account page. Use this page to update your user 
name, email address, mailing address, phone numbers, and security question.

	Click Change My Password to display the Change My Password page. From this page 
you can specify, confirm, and save a new password.

	Click User Administration to perform various user administration tasks: 

 ● Edit a user’s contact information

 ● Change permissions for one or more users

 ● Reset a user’s password

 ● Activate or inactivate one or more users

 ● Add one or more users to the system
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Editing and Updating a User’s Contact Information

From the Manage Users menu, you can select the User Administration option to edit a user’s 
contact information, edit their permissions, reset a user’s password, inactivate a user, activate 
a user, add a single user, or upload multiple users.

	To edit a user’s contact information, click on the Edit User tab, use the various drop-
down menus and fields to enter search criteria to help locate the user, and click Find 
User.

	In the Action column, click the View/Edit icon  to display the Edit User dialog box.

	From the Contact tab, update the required fields and any other fields you need to 
change, and click the Save button.
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Editing a Single User’s Permissions

From the Edit User tab, users with the “Administrator” permission may add or remove 
permissions for users who have the same or fewer permissions.

	To edit a user’s permissions, click on the Edit User tab, use the various drop-down menus 
and fields to enter search criteria to help locate the user, and click Find User. In the 
Action column click the View/Edit icon . The user displays in the Edit User window.

	Click the Permissions tab to display the Permissions dialog box. In the Action column, 
click the View/Edit icon .Insert D – Editing a Single User’s Permissions 
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	When the Permissions dialog box displays, select permissions from the Available 
Permissions list to add to the user, or select permissions from the Assigned Permissions 
list to remove from the user. Use the Add Selected  or Remove Selected  arrows to 
change the permissions, and click the Save button.

 ● To select multiple permissions in sequence, hold down the Shift key while you 
select them.

 ● To select multiple permissions that are not in sequence, hold down the Ctrl key 
while you select them.

 ● Use the Add All  and Remove All  arrows to add or remove all permissions.

 ● Click the Clone from Another User icon  to copy another user’s set of 
permissions.

	Click Save when you are finished to save your changes, or Cancel to cancel them.
Insert E – Editing a Single User’s Permissions 2 
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Editing Multiple Users’ Permissions

	To edit permissions for multiple users, click on the Edit User tab, use the various drop-
down menus and fields to enter search criteria to help locate the users, click Find User 
to display a list of users, and select the Profiles tab.

	Check the checkbox in the left hand column for each user profile you want to edit.

	Click the Assign Permissions or Remove Permissions button and adjust the 
permissions using the arrows when the Assign Permissions or Remove Permissions 
dialog boxes display (see “Editing a Single User’s Permissions” for details).

	Click Save when you are finished to save your changes, or Cancel to cancel them.Insert F – Editing Multiple User’s Permissions 1 

 






    Insert G – Editing Multiple User’s Permissions 2 
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Resetting a User’s Password

If a user forgets their password, or does not log in with their temporary password within five 
days, they must contact their District Test Coordinator (DTC) or School Test Coordinator (STC).

If a DTC forgets their password, or does not log in with their temporary password within five 
days, they must contact Idaho Customer Support (866-572-2050 or  
Idahosupport@datarecognitioncorp.com) to reset it.

When a password is reset, an email is sent to the user to notify them and provide a new 
temporary password (see “Logging On to eDIRECT for the First Time” for details).

	To reset a user’s password, click on the Edit User tab, use the various drop-down menus 
and fields to enter search criteria to help locate the user, and click Find User.

	In the Action column, select the Reset User icon  for the user whose password you 
want to reset.

	When the Reset User dialog box displays, click Reset User to reset their password, or 
Cancel to cancel the process.







mailto:Idahosupport%40datarecogntioncorp.com?subject=
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Inactivating a User

You can inactivate eDIRECT users that are currently active. When a user is inactivated, they are 
unable to access eDIRECT (to reactivate a user, see “Activating a User”).

NOTE: When a user is inactivated they do not receive an email.

	To inactivate a user, click on the Edit User tab, use the various drop-down menus and 
fields to enter search criteria to help locate the user, and click Find User.

	In the Action column, select the Inactivate icon  for the user you want to make 
inactive.

	When the Inactivate User dialog box displays, click Inactivate to make them inactive, or 
Cancel to cancel the process.
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Activating a User

You can activate an eDIRECT user that is currently inactive so they can access eDIRECT 
again (to inactivate a user, see “Inactivating a User”). When they are activated, an email is sent 
to them to notify them that their account has been reset and provides their new temporary 
password.

	To activate a user, click on the Edit User tab, use the various drop-down menus and 
fields to enter search criteria to help locate the user, and click Find User.

	In the Action column, select the Activate icon  for the user you want to make active. 
When the user is activated, the following message displays: The user has been 
activated.
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Adding a User

When you add a user, specify the permissions they will have. You can only grant them 
permissions that you currently have.

	To add a user, from the Manage Users menu select the User Administration option and 
click on the Add Single User tab.

	Fill out the required fields and required options from the drop-down menus.

NOTE: A required field or menu option has a red asterisk (*) next to it.

	Select the permissions needed from the Available Permissions box and click the  
Add Selected  arrow. Clicking the Add All  double arrow will add all available 
permissions.

	Click Save.
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Adding Multiple Users

You can add multiple users to eDIRECT at once. To add multiple users, you must upload a file 
that meets certain file layout requirements. For help or more information about this process, 
click the File Layout and Sample File from the Upload Multiple Users tab.

	To add multiple users, from the Manage Users menu select the User Administration 
option and click on the Upload Multiple Users tab.

	Select the appropriate administration and click Browse... to select the file to upload.

	Click Upload when you are ready.

NOTE: If there are errors in the file, a message displays containing details about the 

errors. You must resolve the errors and repeat steps  and .Insert M – Adding Multiple Users 
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The Reports Menu

From the Reports menu, eDIRECT users can download status reports and reports detailing 
online testing statistics. Users can also use the View Online Results functionality to view 
students’ preliminary test scores.

View Online Results

The View Online Results functionality allows users with this permission to view or download 
students’ preliminary score results.

Status Reports

eDIRECT provides status reports that you can use to track testing activity for a test 
administration in a particular district and school. During testing, these reports are updated daily 
at the end of each testing day. The following table lists and describes each report.

REPORT DESCRIPTION

Daily Student Status Report

Each student that logs into a test appears on this report. 
This report shows the times the test was started and 
submitted; whether or not the Test Ticket has been 
invalidated; and a comment field to manually enter 
comments on the printed report.

As the report name suggests, this is a daily report and will 
not contain any historical test activity for the student.

Cumulative Student Status 
Report

This report displays all students in a test session, 
regardless of whether they have started the test session 
or not. Shows the test status for each student, including 
the times the test was started and submitted; whether 
or not the Test Ticket has been invalidated; assigned 
accommodations; and a comment field to manually enter 
comments on the printed report.

Daily District Report of 
Testing Status by School

This report displays the number of tests started and the 
number of tests ended for a district and school, or a 
grade and subject level.

Weekly District Report
This report displays the number of tests started and the 
number of tests ended at a district level for each week of 
testing.

NEW
!

NEW
!
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Viewing Status Reports

	Select Status Reports from the Reports menu to display the Status Reports page.

	You can use the Administration, District, and School drop-down menus to filter the 
display. Then, you can select any status report to display.

	Click the Open Report icon  to display a report. See “Status Reports” for a 
description of the available status reports.





 





For Spring 2016, the following Status Reports will also be available:

Title Description

Daily District Report of 
Testing Status by School

Displays the number of tests started and the number 
of tests ended for a district and school, or a grade and 
subject level.

Weekly District Report
Displays the number of tests started and ended at a 
district level for each week of testing.

NEW
!
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Online Testing Statistics Reports

You can display Testing Statistics reports by subject/grade or by district/date.

	Select Online Testing Statistics from the Reports menu to display the Online Testing 
Statistics page.

	You can view the previous day’s reports, or a cumulative set of reports.

	You can view reports by subject and grade, or by district and date.

	Click Export to export a report in a comma-separated values (.csv) format to download 
into a spreadsheet.
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eDIRECT Test Setup

Test Setup

The ID Online Assessments system uses Test Setup to manage student information required to 
administer any of the online assessments.

Test Setup is Web-based and does not require a software installation to operate. Test Setup is 
accessed via eDIRECT and requires an Idaho eDIRECT account and appropriate permissions.

This section provides information about how to access Test Setup and provides details about 
its components.

Accessing Test Setup

	Go to the ID eDIRECT Web site at https://id.drcedirect.com.

	Log On with your email and password.

	Click on Test Setup on the left menu.



Test Setup Instructions

Throughout Test Setup there are built-in instructions for using each feature. Any time you see 
+Instructions, click on the plus sign and the instructions expand for further reading. 

https://id.drcedirect.com
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Grid Functionality

Throughout Test Setup, any time a grid is displayed, it is organized and arranged based on 
default settings. The information displayed in the grid can be rearranged by clicking on a 
column header, or by clicking on and dragging the column to a new position so the order in 
which the columns are displayed changes. 
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General Information

From the General Information option of the Test Setup menu, eDIRECT users can download 
INSIGHT and the Testing Site Manager (TSM), and display and use the online tutorials.

	Select General Information from the Test Setup menu to display the Test Setup 
General Information page.

	Click the About tab to display the Welcome to the DRC INSIGHT Online Learning 
System message.

	Click the Downloads tab to download the Testing Site Manager (TSM) and INSIGHT. See 
the INSIGHT Technology User Guide for details about test setup and configuration.

	Click the Idaho Online Assessments Tutorial tab to view and work with the online 
tutorials.
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Device Toolkit

The Device Toolkit uses the concept of ORG Units to organize and manage devices. A Device 
Toolkit ORG Unit is a logical method of grouping your devices for testing with DRC INSIGHT 
that makes sense for your environment. Use the Device Toolkit to create and delete ORG Units, 
add devices to ORG Units, move devices between ORG Units, remove devices from ORG 
Units, and create ORG Unit configuration files. Further information is available in the INSIGHT 
Technology User Guide.

Loading Student Data into eDIRECT

Beginning in Spring 2016, districts will be responsible for loading student data into eDIRECT 
for the ISAT Science and EOC Science assessments. No student data will be uploaded into 
eDIRECT from ISEE, so the student data uploaded by the districts will be used for both testing 
and reporting. Therefore, the importance of accurate student data cannot be overstated.

It is recommended that data for students who will be taking the ISAT Science or EOC Science 
assessments be loaded into eDIRECT through Upload Multiple Students whenever possible. 
Individual student records may also be added manually into eDIRECT. However, it is strongly 
recommended that students be added manually only when they are new to the district and 
must test that day. A complete student record should then be added into eDIRECT through 
Upload Multiple Students.

Upload Multiple Students File

The Upload Multiple Students file will take the place of the ISEE file for the purpose of 
uploading student data into eDIRECT. For EOC Science, the Upload Multiple Students 
functionality will be available from January 25, 2016, until May 20, 2016. For ISAT Science, 
the Upload Multiple Students functionality will be available from March 7, 2016, until May 
20, 2016. Users with appropriate permissions will be able to upload or edit student data using 
the Upload Multiple Students file.

Note: You may use Upload Multiple Students to edit student information once the initial Upload 
Multiple Students File has been submitted.

Uploading or Editing Student Data Using the Upload Multiple Students File:

	Select Students from the Test Setup menu to display the Manage Students page.

	Click the Upload Multiple Students tab.

	Use the Sample File as a guide for creating your Upload Multiple Students file with 
your student data. Refer to the File Layout for guidance on formatting rules, acceptable 
values, and required fields.

	To upload student data, select the Administration for which you would like to upload 
student information. 

NEW
!

NEW
!
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	In the File field, browse to find your Upload Multiple Students file.

	Click Upload.

Insert J – Loading Student Data 

 

Add Students 

Insert K – Add Students here 











Add Students

In addition to adding student data using Upload Multiple Students, student records may be 
added or edited manually in eDIRECT. It is strongly advised that users utilize the Upload 
Multiple Students functionality whenever possible to maintain data integrity. When a 
student is added to eDIRECT manually, a complete student record must be submitted for the 
student through Upload Multiple Students before the testing window closes. When adding 
a student to eDIRECT manually, the preferred method is to add the student directly to a test 
session. This will automatically set the student as an online tester.

To add a new student directly to a test session, follow these steps:

	Under Test Setup select Test Sessions.

	Enter desired search criteria and click Show Sessions.

	Click the View/Edit action button  next to the test session you would like to add a new 
student to.

	To add a new student to the test session, click New Student. The Add Student window 
will appear.

	Enter the student’s information into the fields on the Student Detail, Demographics, and 
Accommodations (if applicable) tabs.

	Click Save. The student will be automatically placed into the test session.
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NOTE: Student Detail, Demographics, and Test Sessions can be viewed and edited by 
double-clicking the student name.







New students can also be added to Test Setup by accessing the Students tab. To add a 
new student without adding them to a test session, follow these steps:

	Select Students under the Test Setup tab.

	Select the Administration to which you would like to add the student.

	Select the student’s District and School.

	Click the Add Student button at the bottom of the page.

	Enter the student’s information as applicable into the fields on the Student Detail, 
Demographics, Testing Codes, and Accommodations tabs.

	Click Save. The student will then need to be added to a test session to be able to test 
online.
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Note: Students who are added to eDIRECT through the Students tab in Test Setup MUST 
be added to a test session before they may test. See page 83 for instructions on how to 
add a student to a test session. 

Manage Students

Once student information is uploaded, eDIRECT users can view and edit student information 
within the Students option of the Test Setup menu. Search for students to perform the 
following tasks:

 ○ View and edit demographic information about the student

 ○ Mark the accommodations the student is using

 ○ Mark the testing codes for a student

 ○ View the test sessions for which the student is currently enrolled and their status

Prior to test administration, verify all participating students are in Test Setup with associated 
test sessions.

Helpful Hint: To quickly update student demographics in Test Setup, double click on the 
student name on the screen where you are currently working.

To search for students, follow these steps:

	Select Students from the Test Setup menu to display the Manage Students page.

	Select the Administration you would like to search. If applicable, select the District and/
or School. Enter any other desired search criteria: Student Last/First Name, EDUID, 
Grade, Content Area, or Test Sessions.

	Click Find Students. To clear your search and start over, click Clear.
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To export search results, follow these steps:

	Search for students.

	Click Export to Excel.

NOTE: Only the search results will be exported to Excel.



To download a complete student list for a school, follow these steps:

	Select Students under the Test Setup tab.

	Select the Administration you would like to search.

	If applicable, select the District and/or School.

	Click on Download Students.
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Editing a Student’s Information

You can perform the following tasks from the Edit Student window: 

 ○ Modify a student’s demographics (the Student Detail) 

 ○ Edit a student’s testing accommodations (see “Editing Accommodations” on  
pages 73–74)

 ○ Edit a student’s testing codes (see “Editing Testing Codes” on page 77)

 ○ View the test sessions for which the student is enrolled (see “Editing Student Test 
Session Detail” on page 78)

 ○ View the student’s test session status information (see “Student Status” on page 80)

Student Detail

To view or edit a student’s information, do the following:

	Click on the Students link from the Test Setup menu and select your search criteria.

	Click the Find Students button. 

	Click the View/Edit icon  in the Action column for the student whose information you 
want to edit.

	In the Edit Student window, edit the information in the Student Detail tab.

	Click Save to save your changes; Cancel to cancel them.
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Editing Accommodations

Students requiring paper, large print, Braille, paper with audio CD, large print with audio CD, 
Braille with audio CD, or audio online must be coded accordingly in eDIRECT. 

Audio Online

When audio online is indicated for a student in eDIRECT, the student roster and the student’s 
Test Ticket will display “Audio Online.” The audio accommodation must be entered before 
student Test Tickets are printed. Audio will be unavailable to the student if the ticket does not 
specify “Audio Online.”

NOTE: No human readers are allowed, so if a student needs the test read to him/her, audio 
online or audio CD with an accommodated material (paper, large print, or Braille) must be used.

NOTE: A Testing Site Manager (TSM) with content caching is required for the audio online 
accommodation and the “Enable TTS” checkboxes must be checked within the TSM. For more 
information on configuring devices for an audio accommodation, see the INSIGHT Technology 
User Guide. Please work with your Technology Coordinator to ensure the audio online 
accommodation is correctly configured before testing begins.

Paper Accommodations

Students requiring paper, large print, Braille, paper with audio CD, large print with audio CD, 
Braille with audio CD, or audio online must be marked accordingly in eDIRECT. These students 
will need to be marked for their accommodation in eDIRECT.
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To view or edit a student’s accommodations, do the following: 

	Click on the Students link from the Test Setup menu and select your search criteria.

	Click the Find Students button. 

	Click the View/Edit icon  in the Action column for the student whose information you 
want to edit.

	In the Edit Student window, edit the information in the Accommodations tab. Check the 
student’s accommodation under the content area in which the student is testing.

	Click Save to save your changes; Cancel to cancel them.
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Coding Withdrawn Students

Withdrawn Students

Students who move between districts prior to or during the testing window must be coded 
correctly in eDIRECT. Students moving from your district prior to or during the testing window 
must be coded “Withdrawn” within eDIRECT for all subjects that have not been attempted. 
Students moving to your district during the testing window must be coded “Withdrawn” within 
eDIRECT for all subjects attempted at the previous district.

Example #1: A student may have moved into your district during the testing window, and 
the student attempted the biology test at their previous district. This student must be coded 
“Withdrawn” for biology. The student can attempt chemistry (if applicable) within your district.

Example #2: A student moves to another district prior to attempting a test. This student must 
be coded “Withdrawn” for all applicable subjects.

Example #3: A duplicate student record is accidentally entered via eDIRECT. The incorrect 
student record must be coded “Withdrawn” for each applicable subject.

To code students with “Withdrawn” status:

	Log in to eDIRECT. 

	Click on Students in the Test Setup menu. 

	Choose the correct administration and any other information needed to identify the 
student and click on Find Students.

	Select the box to the left of the student’s last name and click the View/Edit icon  under 
the Action column.

	Click the Testing Codes tab.

	In the correct content-area column, click the drop-down arrow in the Not Tested/Invalid/ 
Withdrawn row.

	Select Withdrawn.

	Click Save.
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Editing Testing Codes

Students who are unable to test due to absence, medical reasons, parent refusal, student 
refusal, or suspension must be coded in eDIRECT. Tests may also be invalidated in this area.

	Click on the Students link from the Test Setup menu and select your search criteria.

	Click the Find Students button. 

	Click the View/Edit icon  in the Action column for the student whose information you 
want to edit.

	In the Edit Student window, edit the information in the Testing Codes tab.

	Click Save to save your changes; Cancel to cancel them.
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Editing Student Test Session Detail

To view or edit a student’s Test Session Detail, do the following: 

	Click on the Students link from the Test Setup menu and select your search criteria.

	Click the Find Students button. 

	Click the View/Edit icon  in the Action column for the student whose information you 
want to edit. The Edit Student window displays.

	From the Edit Student window, click on the Test Sessions tab, and then click on the  
Edit/Print Ticket Status icon . The Testing Status window displays.

	From the Testing Status window you can print one or more student Test Tickets in the 
test session, reset one or more Test Tickets in the test session, invalidate student test 
results (see “Invalidating a Test” beginning on page 94 for details), or unlock student 
Test Tickets (see “Unlocking a Student’s Test Ticket” on pages 97–98 for details).
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View Test Sessions to Which a Student Is Assigned

	Select Students under the Test Setup tab.

	Select the Administration you would like to search.

	If applicable, select the District and/or School.

	Perform a search to find the student.

	Click the View/Edit Student icon  in the Action column to the right of the selected 
student.

	Select the Test Sessions tab.

	To cancel and return to the Manage Students page, click Cancel.
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Student Status

From the Student Status window you can view the online testing status of one or more 
students for a specific district and school. The window displays the following information:

 ○ The student’s name and grade 

 ○ The content area of the test 

 ○ The student’s status regarding the test session:

STATUS DESCRIPTION 

Not Started The student has not started the test. 

In Progress The student is taking the test. 

Completed The student has finished the test. The start time, end time, and 
length of the test session are also displayed if the student has 
completed a test. 

Locked At the end of each day, all students with a status of In Progress 
are automatically locked. 

To view student status, follow these steps:

	Select Student Status from the Test Setup menu to display the Manage Students page.

	To view the test status for students, select a district and school from the Manage 
Students window, as well as any other fields to filter the information, and click the Find 
Students button. The Student Status window displays.
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Test Sessions/Student Test Tickets

Test sessions are used to assign students to an assessment and to generate a Student 
Test Ticket. Students use information on their ticket to sign in to the actual Idaho Online 
Assessment.

From the Test Sessions window, you can view all of the test sessions for a specific district or 
school. The window displays the status of the session—Not Started, In Progress, Completed, 
or Locked. 

STATUS DESCRIPTION 

Not Started* The test session has not started. 

In Progress The test session is in progress. 

Completed** The test session is finished. The start time, end time, and length 
of the test session are also displayed. 

Locked At the end of each day, all sessions with a status of In Progress 
are automatically locked. 

*A status of Not Started means that no student in the session has started the test.

**A status of Completed means that all of the students in the session have completed the test.

NOTE: Students flagged as taking accommodated paper, large print, and Braille tests will be 
assigned by DRC to a special paper test session titled “Paper/Pencil Test Session DRC Use 
Only.” This test session is for DRC internal use only. Students taking accommodated tests (with 
the exception of audio online) do NOT need a Test Ticket and districts should NOT print Test 
Tickets or rosters from this test session.
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Adding a Test Session

You can create a new test session and add students to it.

	Click on the Test Sessions link from the Test Setup menu and select an administration, 
district, and school (these fields are required to add a test session). 

	Click the Add Session button at the bottom of the page. The Add Test Session window 
displays. 

	Enter the required information (indicated by a red asterisk [*] next to the field). 

	Enter other student search criteria. 

	Click the Find Students button. 

	Select a student from the Available Students list. 

NOTE: To select multiple students in sequence, hold down the Shift key while you select 
them. To select multiple students that are not in sequence, hold down the Ctrl key while 
you select them. 

	Use the Add Selected , Remove Selected , Add All , and Remove All  icons 
with the Available Students and Students in Session lists to select one or more students 
to remove from or add to the test session. 

	Click Save or Save & Add Another.
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Adding Students to a Test Session

After you have added a test session, you also can add new students to it. For instructions  
on adding existing students to a test session, see “Viewing and Editing a Test Session” on  
page 84.

	Click the New Student button to add a student who is new to your district directly to the 
test session. The Add Student window displays. 

	Enter the student’s information into the fields on the Student Detail, Accommodations, 
and Testing Codes tabs.

	Click Save. The student you added is automatically placed in the Students in Session list.

NOTE: You can display and edit a student’s details, accommodations, testing codes, and 
test sessions by double-clicking on the student’s name.

NOTE: Students may be assigned to only one test session at a time. Students must be 
removed from their old test session before they can be assigned a new test session within 
a content area.
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Viewing and Editing a Test Session

You can view existing test sessions to see which students are enrolled in them. You also can 
add or remove students. 

 ○ To move a student to a different session, you must remove the student from their current 
session before adding them to the new session. Change any applicable information (see 
“Editing a Student’s Information” on page 72), and then add them to the new session.

To view or edit a test session, do the following:

	Click on the Test Sessions link from the Test Setup menu and select your search criteria.

	Click the Show Sessions button.

	Click the View/Edit icon  in the Action column to display the Edit Test Session 
window.
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	Click the Find Students button.

	Double-click to edit a student’s information, or use the Add Selected , Remove 
Selected , Add All , and Remove All  icons with the Available Students and 
Students in Session lists to select one or more students to remove from or add. 

NOTE: To select multiple students in sequence, hold down the Shift key, select the 
students, and click the mouse button. To select multiple students that are not in a 
sequence, hold down the Ctrl key, select the students, and click the mouse button.

	Click Save to save your changes; Cancel to cancel them.

NOTE: You can display and edit a student’s details, accommodations, testing codes, and 
test sessions by double-clicking on the student’s name.
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Exporting a Test Session

You can export the details of a test session as an Excel file (.xls) to save, view, edit, or print in a 
spreadsheet.

	Click on the Test Sessions link from the Test Setup menu and select your search criteria. 

	Click the Show Sessions button.

	Click the Export Details icon in the Action column for the test session that you want to 
export. The test session details are exported to an Excel file (.xls) that you can save, view, 
edit, or print.
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Copying a Test Session

You can use an existing test session as a template to create and edit a new test session.

	Click on the Test Sessions link from the Test Setup menu and select your search criteria. 

	Click the Show Sessions button to display the Testing Status window. 

	Click the Copy Session icon  in the Action column for the test session that you want 
to copy.





The Add Test Session window displays.

	Enter a name for the session in the Session Name field.

	Edit the required information to match your new session, and add or remove students if 
necessary.

	Click Save to save your changes; Cancel to cancel them.
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Deleting a Test Session

You can delete a test session if necessary (optional).

	Click on the Test Sessions link from the Test Setup menu and select your search criteria. 

	Click the Show Sessions button. 

	Click the Delete icon  in the Action column for the test session you want to remove. 
The Confirm Delete dialog box displays. 

	Click Delete to delete the test session; Cancel to cancel the process.
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Viewing Test Session Status Details

The test session status display provides the following information: each student’s Test Ticket 
status, the time the student started the test, and the time the student completed the test. You 
can use this information to verify that all of the students in a session have completed their 
tests.

To view the status of a test session, do the following:

	Click on the Test Sessions link from the Test Setup menu and select your search criteria. 

	Click the Show Sessions button. 

	Click the Edit/Print Ticket Status icon  in the Action column for the test session 
details you want to view. The details for the test session you selected display in the 
Testing Status window.
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Displaying a Test Session Status Summary

The Test Session Status Summary provides users with the ability to view summary information 
about any of the testing that is occurring within their district or one school at a time. School- 
level users can only view summary information for their school. 

To display a Test Session Summary report, do the following:

	Click on the Test Sessions link from the Test Setup menu and select your search criteria. 

	Click the Show Sessions button. 

	Click the Status Summary tab.
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Printing Test Tickets and Rosters

Before the school’s scheduled administration window begins, Test Administrators must receive 
the Test Tickets that contain student usernames, passwords, and test sessions. Students do 
not need Test Tickets for the student tutorials or the Online Tools Trainings (OTTs).

NOTE: Test Tickets will be available for printing beginning January 25, 2016, for EOC and  
March 7, 2016, for ISAT Science. Once printed, all Test Tickets become secure materials and 
must be stored in a secure, locked location. Students will need a Test Ticket for each subject 
test. Students using paper accommodations instead of testing online do not need Test Tickets. 
Each student should be given his/her Test Ticket upon entering the testing area (computer lab 
or classroom). The Test Tickets should not be distributed to students prior to test day.

You can print Test Tickets for the students in a test session. You can either print all of the Test 
Tickets for all of the students in a session, or you can select specific students and print their 
Test Tickets.

To print Test Tickets for the students in a test session, do the following: 

	Click on the Test Sessions link from the Test Setup menu and select your search criteria. 

	Click the Show Sessions button. 

	To print all of the tickets for the test session, click the Print All icon  in the Action 
column for the test session you want to print tickets for. A PDF version of the Student 
Test Session Ticket displays that you can view, save, and print.
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	To print selected Test Tickets, click the Edit/Print Ticket Status icon  in the Action 
column for the test session you want. In the Testing Status window, select one or more 
students by clicking the checkbox next to their name in the Select column. Then, click 
the Print Selected button.
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Student Test Ticket

The Student Test Ticket always indicates an administration date, name of the assessment, 
student name, EDUID, accommodation (if applicable), username, and password.

Student Test Roster

In addition to the Student Test Tickets, a Student Test Roster will print. The Student Test Roster 
lists the students in the test session.
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Invalidating a Test

Beginning in 2016, the District Test Coordinator no longer needs to obtain SDE approval 
to invalidate a test. It is the District Test Coordinator’s responsibility to invalidate the test 
in eDIRECT.

The EOC Science and ISAT Science administrations must adhere to the Test Coordinator’s 
Guide for Federal and State Assessments. If the Test Administrator or Proctor believes the 
integrity of the EOC Science or ISAT Science has been compromised, the test booklet and 
answer document should be collected and the student removed from the testing location.  
The District Test Coordinator no longer needs to fill out an invalidation form. The principal 
must be notified of the situation. The District Test Coordinator is responsible for invalidating the 
test. Possible reasons to consider invalidating a test are:

 ○ The student receiving help from another student;

 ○ The student randomly marking answers without reading the presented material;

 ○ The student refusing to take or continue the test;

 ○ Test Administrators, Proctors, or other adults in the room explaining test items to 
students;

 ○ Test Administrators, Proctors, or other adults in the room reading words or passages to 
students;

 ○ Test Administrators, Proctors, or other adults in the room pointing to or suggesting the 
correct response; or

 ○ Copying or any other modifying of the test booklet.

NEW
!
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To invalidate a test:

	Log into eDIRECT.

	Click on Students under Test Setup.

	Choose the administration, subject, and any other information needed to identify the 
student and select the View/Edit icon  displayed for the student.

	Click on Testing Codes in the blue box.

	Click on the drop-down arrow next to the Not Tested/Invalid/Withdrawn option.

	Select Invalid Test.

	Click Save.
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Invalidating a Test Ticket

You can invalidate a Test Ticket, which invalidates the student’s test. The student cannot 
continue testing and cannot be given a new Test Ticket, but all student data is saved. If a 
decision is made to allow the student to continue testing, you can use the Validate function to 
validate the Test Ticket again. Typically, you invalidate a Test Ticket when a testing irregularity 
occurs and the student’s score is no longer valid. 

Important: SDE permission is no longer needed before invalidating a student’s test.

To invalidate a test, use one of the following options.

Invalidating a Test Ticket through the Test Session:

	Click on the Test Sessions link from the Test Setup menu and select your search criteria. 

	Click the Show Sessions button. 

	Click the Edit/Print Ticket Status icon  in the Action column for the student’s test 
session. The Testing Status window displays.

	Click the Invalidate icon  for the student you want to invalidate.

	When the Confirm Invalidate dialog box displays, click Invalidate to invalidate the 
student’s Test Ticket; Cancel to cancel the process.

NOTE: If the decision is made to validate the student again, you would follow the same 

process, but you click the Validate icon  in .
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Reactivating/Unlocking Student Tests

Districts will no longer need to submit reactivation/unlock requests to the SDE for 
approval. Beginning in 2016, reactivating/unlocking students’ tests is a district decision. 
Only District Test Coordinators and School Test Coordinators may unlock a test.

Unlocking a Student’s Test Ticket

There are two situations where you must unlock a student’s Test Ticket to make it active again:

 ○ A student exited the test by using the End Test function in INSIGHT. If they need to log 
back into the test, their Test Ticket must be unlocked. When they log in after the ticket is 
unlocked, they can use the login information from their original Test Ticket.

 ○ Either the student exited the test by using the Pause/Exit function, or they were inactive 
on the system for more than twenty minutes and INSIGHT removed them from the test. 

 ● If this happened on the same day as their first login, the student can log in using 
their original login information and their Test Ticket does not need to be unlocked.

 ● If this happened on a day after their first login, the student’s Test Ticket must be 
unlocked. After it is unlocked, they can log in using their original login information 
from the previous day.

In all of these situations, INSIGHT saves the student’s data.

NOTE: Student Test Tickets with an “In Progress” status will automatically lock at 
midnight each night as a security measure. The Test Ticket must be unlocked on the day 
the student will resume testing. Once the Test Ticket is unlocked, students may use their 
original Test Ticket information to log into the test and resume testing.

NEW
!
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To unlock one or more Test Tickets, do the following:

	Click on the Test Sessions link from the Test Setup menu and select your search criteria. 

	Click the Show Sessions button. 

	Click the Edit/Print Ticket Status icon  in the Action column for the students’ test 
session. The Testing Status window displays.

	Click the Unlock icon  for the student whose ticket you want to unlock. 

	To unlock more than one student ticket, check the checkbox in the select column for 
each student and click the Unlocked Selected button.

	To unlock all of the student tickets, just click the Unlock All button—you do not need to 
select any students.
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Pause Functionality

During the test administration, if a student needs to leave the computer lab/classroom for 
a short break (e.g., restroom break, office visit, etc.), the student should click on the Pause 
button. A countdown, beginning with 20 minutes, appears on the screen notifying the student 
of the time left before the system automatically exits the test.

If the test is not resumed within 20 minutes, the student has to log back in to finish the test. 
If re-entry is the same day the student originally logged into the test, the student must login 
again using the Test Ticket information to regain access to the test. On a subsequent day, the 
system requires the Student Test Ticket be unlocked prior to the student logging back in to the 
assessment.

NOTE: When a student logs back in after a test has timed out, all answer choices, cross-offs, 
sticky notes, or flags will be saved.

Inactivity

After 20 minutes of inactivity, the INSIGHT software will automatically exit the test. The student 
will then have to log back in to finish the test. If it is still the same day the student originally 
logged into the test, the software will only require the original student login for the student to 
regain access to the test. On a subsequent day, the system requires the Student Test Ticket be 
unlocked prior to the student logging back in to the assessment.

NOTE: When a student logs back in after a test has timed out, all answer choices, cross-offs, 
sticky notes, or flags will be saved.

Loss of Internet Connectivity

Student responses are sent to DRC servers frequently, including after each question is 
answered. If a student’s computer loses Internet connectivity during testing, a message 
appears to notify the student. The student is unable to continue testing until Internet 
connectivity is restored.

It is NOT recommended that a student who has lost connectivity log in to another computer to 
complete testing. If there is a brief connectivity problem, the student should remain at his or 
her current computer until the connectivity issue is resolved.

If the connectivity issue is resolved within 15 minutes, the student may receive an error 
message stating that there may be responses stored in the TSM. This is because the TSM has 
stored the student responses as intended. These responses must be sent before the student 
can resume testing. If this error message occurs, one of two options should be followed:

1. The Technology Coordinator can check the Testing Site Manager (TSM) to manually send 
the student’s responses.

2. The student may wait 15 minutes for the responses to send automatically before logging 
into and resuming the test.
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Appendices
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Idaho State Testing Security Agreement

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page may be photocopied.
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Code of Ethics Policy
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Keyboard Shortcuts for System

These keyboard shortcuts may be copied from this book and reproduced as necessary. The 
copies of these keyboard shortcuts are considered part of the secure testing materials and 
must be returned to the School Test Coordinator for secure storage and destruction.

System Shortcuts

KEYBOARD 
SHORTCUT

FUNCTION

Tab Transfers the focus from one button to the next (from left to right). The focus is 
indicated by a red box around the selected tool or function button when the Tab key is 
pressed.

Shift + Tab Transfers the focus from one button to the next (from right to left). The focus is 
indicated by a red box that appears around the selected tool or function button when 
the Tab key is pressed.

Enter/Space Bar Activates the tool or function highlighted by the red box. Pressing the Enter key or 
Space Bar a second time deactivates the tool or function (with the exception of tools 
that keep the focus, such as Sticky Notes).

Esc Closes the Magnifier and Help [? button] when activated. If the red box is activated and 
the ESC key is pressed while on the tool bar without having any tools activated, the red 
box will move to the pointer button.

ABCD, abcd Selects an answer option on a multiple-choice question. Entering one of the letters 
fills or un-fills the letter bubble before each answer option. Both upper and lower case 
letters can be used.

Alt + X Exits the system from each page that has an Exit button.

Ctrl + {Left, Right, 
Up, Down arrows}

Moves any pop-up tool like the Help [? button] around the screen. (Does not work with 
Sticky Notes.)

Ctrl + Minus 
(Numerical Row)

Rotates the active tool 1 degree.

Up/Down Arrows Moves the cursor up and down through a list of choices (questions on the Review/End 
Test page).

Enter Selects the highlighted test question from the Review/End Test page.

Selects Sign In button after Username and Password are entered.

Selects Continue from the Student Verification Page.

Selects the Go To Page number within the quick navigation drop down arrow.

Ctrl + Tab Switches between multiple active pop-up tools on the screen.

Alt—R Activates the Review/End Test button and moves the user to the Review page of the 
test.

Alt—P Activates the Pause button and pauses test.

Alt—F Activates the Flagged button and marks an item as flagged or removes flag from an 
item.

Alt—B Activates the Back Button and moves student back a question.

Alt—N Activates the Next button and moves the student forward a question.
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Idaho Student Data Privacy Law
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