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Purpose:

The purpose of this self-instructional module is for the learner to successfully
schedule an Administrative Assessment in Science using the Plato/Lightspan
software.

This module was created for your own enrichment and will be available to you
as a resource for your future needs. The screen shots within this module are
meant to be a guide and to represent similar screens you will see on your
computer.

You will need the following items to complete this module:
1. This printed module
2. A computer with Internet access.
3. Your Plato/Lightspan client ID number, your user ID and password.

If you are ready to schedule an assessment, let’s get started!

***Before you begin, please check with your Computer Resource Teacher to ensure the class list is
current. Students that are added after you schedule the test will need to be assigned the test
individually.
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Having
trouble
logging in?
Contact your
Computer
Resource
Teacher for

<1 assistance.
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End.ofschoolyear data management date: 20070629
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Enid.alschool. user Kaep and ther 1o studends
and instucton.
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"I you have any concerns shout these selections, plaase contact your Diatricl Administrator

Step #3: Type in your user ID
and password. Your user ID
should be your first initial and
last name. Your password
should also be your first initial
and last name.

Click Continue.

Step #4: When this page
comes on the screen, scroll
down and click ok.
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With the end of the school year fast approaching, now is the time for
District Administrators o0 review student, classtoom, and schaol reporis
and make derisions sbout the management of data for next year, On Friday,
May L1th, 2007 PLATO eduTest Assessment version 5.5 will be released.
This telsase will activats the Anrmal Data Management Tools within the
Account Management section of your aceount, This interface will allow
District Administzators to make data decisions for the next school year

Teachers should work with their School Adniristrators, and School
Administrators should work with theis District Administraors on any end-
of year ot susumet school tssting plans to snsurs thet both the closs out
dats and closs out options selected by the District Administrators ars
compatible with the plans of the Sthool Principals and teachers using this
product during the summer months

District/schools that plan to use data uploads or continuous data uploads
should contact FLATO Suppott to discuss additional eonsiderations before
finalizing theit closeout. These decisions affect ths closeout procedures for
the end of this schanl year
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Test Administration

v%n.m salect, and scheduls s assessment

Account Management
View and manage elasaronm and uses fommation

a Report Browser

View toet peenie fur all aeeesemente

Tools & Professional Development

Access reference matenals, online tutonals, end cusomes sapport

Step #5: In the top left
corner, click on the words
“Main Menu.”

Step #6: On the Main Menu
page, click on the words “Test
Administration.”
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Step #7: Click on “Schedule
Published Tests.”

Step #8: In the Blue
Test Pack box, click on
“NEWHO015 Tests.”
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Step #9: Choose the subject
and grade level in which you
would like to schedule a test.
Click on the appropriate grade
level.
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Step #10: In the
Test Series Box,
click on the
appropriate test.




"D eduTeat.com  Microsofl Internet faplarer

Fie

'.Z%- em -0

g
Wew  Favortes  Tosk  Hep ar

W @G Pwen Frroww @ 3-45 W -[JE BB A X

p— ssres v (60 inis *

ddcrerss | ] heto:)fd1 7 edurest
Google |G~
X - ¢

oo @ B - € tomerks= B istioded W Geck =y Autotnk - | Se0dip= D seting=

wlsachwet - 2 iE- - @ | Evel - Gty vahoot = 0 Shoooin - ol Gomes < &3 Mask = B eewers - »

Log Out

@Schedule Published Test: View or Continue Schedulin

Test Series Information
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Test & Schedule Information
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Step #11: You should be
on the page titled
“Schedule Published Test:
View or Continue
Scheduling.” When you
see this page, click on the
words, “Schedule Test
Series.”

Step #12: Beside the word
“Sessions” is a scroll down menu.
Please select “2.”

Click on Submit
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T T — ) Step #13: When you reach this page
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immediately after the 10™ day of school.
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It has been suggested to open the test
Qi September 10 and close the test
Session Start Date Stop Date December 10.

1 B[] 10 (] 2007 [xe] Dec [ 10 [xe] 2007 [v]
2 [Feb [xe] 01 [x] 2008 [oe] My [] 31 [xe] 2008 [x]

*Note: Session 2 will take place
between the months of February and
May. Don't forget to change the year to
2008!

Click Continue.
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LA Step #14: Make sure that “no”
Is selected.

Log Out

@:esl Serles: Select Printability

S Y 07 Ml M e Click Continue.

Mk the tests in 1hds test sesies printable by users other then youself?

Ot Tests wre awadable for printing by classroom teschers whe have schaduled this
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- will type the name of the

- report in the textbox. The

name of the Science report will

e be

S “NHCS Science 8.”

ReporiName:  (HCS Soence §

*Note: The name of the
report should be the same as
the test name.
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Step #16: Please select
the number 3 in the pull
down arrow box.

Click Continue.

Step #17: Check to
make sure the following
numbers match the
description.

High Need 50%
Moderate Need 70%
Low Need 100%

Click Continue
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Yo canfillin some or all of the fields to namow your search, or you can leave all
fields blank and click Comtinue to wiew the entire list

Classroom ID: [ |

Classroom Description: | |

Classroom Grade:

School:

Al nights resenved. PLATOR is 3 registerad trademark of PLATD Leaming, Inc.
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Step #18: When you
reach this page, leave
the first two fields
blank. Beside “School”
scroll down and find
your school.

Click Continue.
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Step #19: On this page, the
classes that you wish to select
must have a check mark beside
the name. To de-select a class,
simply click on the checked box.

*Note: You may click on the
words “Select All” and “Select
None” at the top right corner.

Click Next.
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Step #20: Click
Next again.

Step #21: Select “1 Week”
and click Continue.
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%T&El Series: Auto-Assign Students

Wanld you like 1o auto-sssign the students for the classieonss yon selectod so teachers da not
hawo to schodile these sessions?

* You may auto-ass thir classenams you seliciod

= Teachars will bagin sesing 5 schadulas when the session's natificatian window opans

= This wall anly accur for $essions whats stam date is in the fturs

= Schedules will not begin appearing for teachers untd fomormew moming

+ Thig will only occur once. To update or change what you have done, you will need to edil your
schedule and select yes again

@ Yt - Automatically aseign studerts in the selacted claserooms for the selected seasion dates

) No- Do not sutomatically assign studants in the selected ciagstooms for the selected sezsion
diles,

Review Session Assignability
Axmgnable Senxxion Brare Dare Hrop Dare
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@Waw & Manage an Administrative Series Schedul

Test Senves Infoumation
Series Nume: HHCS Betence T
Description:
Sesslans: 2
Teuis: 2
Creaed By: welhnm
Chasses Selecied: »

Actions Seccion Teet Name  Revicion Start Tiate Stop Diate

Copy afith
Oende Horth

Qe 1 Standwds. | TOLLAD HT-1210

Step #22: Make
sure “Yes” is
selected to
automatically assign
students.

Click Continue.

Congratulations!
You have
successfully
scheduled an
assessment!
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1dote: Flease click the View Schedule Strueture lnk for more information on "Not Available™.

Manage Schedule

Edit Schedule Data
Change the number of sessions, the start and stop dates, and the notification
time

Add Classrooms
£4d classronms to the scheduls

Remove Classrooms
Remove classrooms from the schedule

Delete Schedule & Associated Data
Delete this schedule and all associated reports

View Series Design
Tiew the reporting categoties used in this Lest sexies

View Schedule Structure
Tiew scheduling information associated with this test series

Copy and Edit Series
Copy and Edit this series

Edit Series

To make changes to the
assessment or the schedule,
click on “Edit Schedule Data”
below Manage Schedule.

To delete the test schedule click
on “Delete Schedule and
Associated Data.”




Quick Reference Guide for Scheduling an Assessment using Plato/Lightspan

Step #1: Open your Internet browser and type the following address in the address bar.
www.edutest.com

Step #2: When you seen the screen to your left, type the following into the Client ID text box.
newh015
Click Go.
Step #3: Type in your user ID and password. Your user ID should be your first initial and last name. Your password should also be your first initial and last
name.
Click Continue.
Step #4: Scroll down and click ok.
Step #5: In the top left corner, click on the words “Main Menu.”
Step #6: On the Main Menu page, click on the words “Test Administration.”
Step #7: Click on “Schedule Published Tests.”
Step #8: In the Blue Test Pack box, click on “NEWHO015 Tests.”
Step #9: Choose the subject and grade level in which you'd like to schedule a test. Click on the appropriate grade level.

Step #10: In the Test Series Box, click on the appropriate test.

Step #11: You should be on the page titled “Schedule Published Test: View or Continue Scheduling.” When you see this page, click on the words,
“Schedule Test Series.”

Step #12: Beside the word “Sessions” is a scroll down menu. Please select “2.”
Click on Submit
Click Submit again.

Step #13: When you reach this page you want to choose the time periods in which you want both tests to be taken.
*Note: Session 1 should be given immediately after the 10" day of school. It has been suggested to open the test September 10 and close the
test December 10.
*Note: Session 2 will take place between the months of February and May. Don't forget to change the year to 2008!
Click Continue.



Step #14: Make sure that “no” is selected.
Click Continue.

Step #15: On this page you will type the name of the report in the textbox. The name of the report will be
“NHCS Science 8.”
*Note: The name of the report should be the same as the test name.

Step #16: Please select the number 3 in the pull down arrow box.
Click Continue.

Step #17: Check to make sure the following numbers match the description.
High Need 50%
Moderate Need 70%
Low Need 100%
Click Continue

Step #18: When you reach this page, leave the first two fields blank. Beside “School” scroll down and find your school.
Click Continue.

Step #19: On this page, the classes that you wish to select must have a check mark beside the name. To de-select a class, simply
Pox *Note: You may click on the words “Select All” and “Select None” at the top right corner.
Click Next.
Step #20: Click Next again.
Step #21: Select “1 Week” and click Continue.
Step #22: Make sure “Yes” is selected to automatically assign students.
Click Continue.
Congratulations! You have successfully scheduled an assessment!

To make changes to the assessment or the schedule, click on “Edit Schedule Data” below Manage Schedule.
To delete the test schedule click on “Delete Schedule and Associated Data.”

click on the checked



