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Testing Day

t-

As a CASAS eTests Online Proctor, you serve a very
important role on testing day. All proctors participating
in testing must do their part to maintain a controlled
testing environment that will allow test-takers to

perform to the very best of their abilities. \
£

Proctors should follow the same procedures before, LR
during, and after conducting a testing session. Following r

these procedures assures the validity of test results and i L—‘ i
reduces the likelihood of confusion or error during test

administration.

Step 1: Prepare to Test

All proctors should arrive early at the testing lab.
One certified proctor must be present for every 20-25 test-takers.

Adjust room temperature and ventilation for comfortable conditions.

Ll .

Turn on proctor station (including monitor). For details, see Steps to Manage Testing Sessions.
a. Launch web browser and enter the CASAS eTests Online URL for your state.*
- *eTests Online — https://etestsonline.org/

- *California — eTests Online — https://ca.etestsonline.org/

- *Miami Dade - eTests online — https://etestsonline.org/MiamiDade

- *Washington — eTests Online — https://etestsonline.org/Washington/
Click “Sign In” button and enter log in credentials
Select “Testing Session” menu

a0

Click “Start” for selected Testing Session(s)
e. Click “Add Station” to activate testing stations for testing
5. Turn on testing stations (including monitors), and position mouse and keyboard appropriately.

For details, see Steps to Administer Tests.

a. Clear workspace areas of any clutter.

b. Launch web browser and enter the CASAS eTests Online URL for your state.*
c. Click “Administer Test”

d. Click “Run” for CASASTests.exe file to connect to the CASAS-hosted server
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Step 2: Greet Test-Takers as They Arrive

1. Identify the test-taker as an individual scheduled to test for that respective date.
2. Review proper identification to confirm each test-taker scheduled to test.

a. Test-takers not personally known to the proctor should show photographic
identification before test administration can begin. Acceptable photo identification
includes but is not limited to driver's licenses, government identification cards,
passports, military identification, and school ID.

b. If the test-takers' identity is in question, canceling the test is at the discretion of the
proctor.

i. Proctors may notify the testing lab coordinator, if available, who may verify this
person’s identity. If the testing lab coordinator is not available to confirm a test-
takers' identify or verify the individual is scheduled to test for that respective
date, the proctor may cancel the test based on personal doubt.

3. Remind test-takers to use the restroom and get a drink prior to test time.

4. After test-takers are seated, have them clear the workspace surface area of all personal
belongings.

5. Remind test-takers that no notes or reference materials of any kind or in any form may be used
during the test.

6. Test-takers must turn off any electronic device such as phones, pagers, calculators, and
dictionaries.

7. Some testing labs may require test-takers to leave all personal belongings in a secure location
before entering the testing area.

a. Prior to the scheduled testing session, the proctor should determine if this is a local

policy and follow accordingly.

Step 3: Initiate the Testing Event

1. The test-taker’s identification code is requested on the testing station welcome screen. This code
will be assigned to the test event (i.e., student and test records).

2. Confirm both the test-taker and identification code are valid and accurate for the test-taker
being tested.

3. Direct test-takers through the process of completing demographic information displayed on the

testing station screen. Refer to Data Collection Details if needed. If complete demographic

information is not previously recorded in the online system, students will respond to data

collection screens before the test begins.
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4. Ask test-takers if they have any questions before the test begins.
5. Registered stations not being used during testing must remain closed.

6. Remain in the testing lab with test-takers at all times.

Step 4: Provide a Fair and Ethical Testing Environment during Testing

1. After demographic information is completed, the test-taker is presented with a Test Menu.
a. The proctor is responsible for ensuring the appropriate test is selected.
2. Go through practice items together with test-takers, making sure everyone understands how
to respond to test items and navigate through the test.
3. Direct the test-taker to begin the test.
Maintain vigilant supervision of the testing lab at all times during test administration.
5. Observe and monitor test-takers.
a. Be aware of test-taker progress during the test. If necessary,
i. Advise test-takers moving too slowly to continue making progress, or
ii. Advise test-takers moving too quickly to pay careful attention to the items.
6. Monitor for books, electronic devices, and talking.
a. Test-takers should not have access to reference materials or devices during the test.
7. Testitems:
a. No portion of any display or test item may be read to any test-taker.
b. Symbols may not be read or explained, words may not be defined, and hints or
clarifications may not be given.
8. No conversation among test-takers is permitted.
a. The proctor also is not allowed to provide interpretation or explanation of any test items
Or answers.
9. If a test-taker believes that none or more than one of the given multiple-choice answers is
correct, he or she must choose the most appropriate response.
10. Do not hover over test-takers as this might make them nervous.
11. Only when absolutely necessary should a test-taker be permitted to leave during the testing to
use the restroom.
a. Only one person is permitted to leave at a time.
12. Test-takers who have diabetes or who have other eating/snacking schedule needs must be

accommodated.

Step 5: Perform Follow-Up Duties after Testing

1. Test-takers who finish the test do not need to wait until others are finished. They should raise
their hand to summon the proctor.
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a. Go to the test-taker’s testing station and either print the Personal Score Report or exit the
application and dismiss the test-taker.
b. Don’t forget to collect and destroy scratch paper at the end of a math test.
2. Do not discuss test results with the test-taker while continuing to proctor the testing session.
Quietly inform the test-taker to discuss results with his or her program trainer/instructor.
3. If a test-taker is scheduled to take more than one test, allowing a short break is recommended.
a. However, this should occur only if the testing lab permits. Initiate the next test event
following the same procedures as previously described.
4. As test-takers finish their tests and are dismissed, reset each computer workspace area for the
next proctored session.
5. EXIT the testing application on each station after all testing is finished. (This is a test security
requirement).
6. STOP the testing session(s). (This is a test security requirement).
7. Print a list of test-takers tested during your proctored session and submit to the testing lab
coordinator or other designee — if this is a proctor-designated responsibility at your testing lab.
a. Proctors are not permitted to modify, change, alter, or tamper with test data.
8. LOG OUT of the Management Console when all testing is finished. (This is a test security
requirement).
9. Secure the testing lab, and do anything necessary to prepare the lab for the following day or

next time when testing is scheduled.

General Reminders

Password

e Protect the proctor password. Be careful that test-takers do not see or hear the proctor's
password, when logging on at the beginning of the testing session, or when it is necessary to
access the Management Console.

¢ Do not leave the password written on anything test-takers may find.

Environment

e Provide a comparable test environment for all test-takers.

¢ Ensure the same information is given to all test-takers.
Timing

e Every test-taker should be allowed sufficient time to complete the test.

¢ Follow recommended test-timing guidelines.
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Choosing answers

e If a test-taker struggles with the mouse to select answers, the up- and-down arrow keys may
be used.
e If a computer workstation is equipped with touch-screen technology, the test-taker can

choose an answer by touching the screen.
Breaks

e If the testing lab allows breaks during testing: use the Ctrl + E key-command to pause the
test and stop the test-timer, and then select “return” to resume the test.
e Between test administrations: have the test-taker log out to secure the test event and then

log back in to begin the next test.

Suspended tests

o If a test was suspended and then resumed, the test will return to where the test-taker

stopped testing and the test-timer will resume.
Display problems
e If any test item does not display correctly, try refreshing the screen.
Test Item problems

e If any test item appears to be missing answers, questions, or instructions, try refreshing the

screen.
Testing Irregularities

e Report any test irregularity to the testing lab coordinator.
e When a testing irregularity cannot be resolved locally, please submit a Testing Irregularity
Report (TIR) within the same day of the occurrence, or the next day at the very latest. This

information will be used to investigate the issue.
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Steps to Manage Testing Sessions
Overview

o Certified proctors are responsible for managing Sessions and Stations registered in the lab
where they are administering tests.

e Proctors should follow the same procedures before, during, and after testing sessions.

¢ Following these procedures assures the validity of test results and reduces the likelihood of
confusion or error during test administration.

e Before Going Live! Proctors should understand four basic steps:

1. Sign In - to the Management Console

2. Start - testing sessions

3. Administer Tests — on registered computers
4. Stop - testing sessions

e Each step represents test security built in to using CASAS eTests Online.
e Proctors manage sessions through the Management Console.

e Proctors may have multiple sessions active simultaneously to deliver tests according to the
session description.

e The recommended practice when managing sessions is for proctors to add stations to any active
session on an ad-hoc basis for maximum test security and flexibility in using any station to
deliver any type of test to any type of student (new, current, returning) for any program at any
time.

o If testing sessions are scheduled closely throughout the day, they may remain active provided a
proctor remains in the lab at all times.

e Proctors may suspend a session without stopping the session if they need to take a break or
leave the lab if no one is testing.

¢ Not stopping or suspending a session leaves open the opportunity for anyone to take a test in a
non-proctored environment which poses a risk to test security.
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Note! For training with the Rolling Hills Adult School (RHAS) Simulation Server, use the following:
% https://etestsonline.org/RollingHills/
% Agency ID: 4908

% User: proctor (1, 2, 3...50)@rhas.org (example: proctor8@rhas.org)

% Password: proctor

% Stations must be registered to administer tests. See Registering Computers.

Description

e Access the Management Console.

O - @I || €T CASAS eTests RHAS - Simul... % | @JJCASAS ellests RHAS - Simulati.. }-— —

TE Client (Install) Help \

atestsonline orgrolling

3 ne
I e hps

e Launch the web browser and enter the CASAS

! *
Ty I ——— eTests Online URL for your state.

> *eTests Online — https://etestsonline.org/

\ - *California — eTests Online —
eTe si.s@ https://ca.etestsonline.org/
Sassasspeentt s — - *Miami Dade - eTests online —
e o [ Signin https://etestsonline.org/MiamiDade
/ - *Washington — eTests Online —
https://etestsonline.org/Washington/
o Click Sign In.
2. |4F "\ | o From Application Management Login,

Agency(/Site): 4908

User: proctor23@rhas.org o Enter Proctor credentials.

Password: sscccee

* User: proctor##@rhas.org.

Unauthorized access to personally
identifiable information is a violation
of state and federal law.

* Password: proctor.

o Click Login.

3. e From Application Management,

Test Results o Click Testing Sessions.

Testing Stations
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Step
4.

Screen Description
Testing Sessions e Because the list of Testing Sessions may be
quite lengthy, it is recommended that Proctors
Filter the list and search for sessions that are
only available —

o Atthe Site, and

o Inthe Lab where they are assigned to
administer tests.

At top left of the Testing Sessions list,
o Click the Filter down-arrow and expand the Filter to search for and minimize the list
of sessions displayed.
Click the Site-field down-arrow.

o From the drop-down menu, select the Site.

Click the Description-field down-arrow.
o From the drop-down menu,
* Select Contains.

* Enter the name or abbreviation of the LAB at your Site.

~ Filter by:

Testing Sessions

Template Name: M [Descriptinn: Contains v | AC ]
[Site: Central Library - ] [ sessions Supervised by Me
Start Date between: = and - End Date between: 2 and .

status: ¥ Inactive ¥/ panding ¥/ Active [¥] Suspended ] Expired [=] In Current Program Year

( 44 records )I Refresh| |¥set Filter:

At bottom right of the Filter,
o Click Refresh.

A filtered list of sessions should now display for your Site and Lab.

Proctors can further restrict the list of sessions by adding additional filters. For example,
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Step Screen Description ‘
o Click the Template field down-arrow.
* From the drop-down menu, select Starts with.
* Enter the name or acronym of an Instructional Program, such as ABE or ESL.
(Note training examples use a “unique” name for the instructional program template.)

—OR-

o Click the Description field down-arrow.
* From the drop-down menu, select Contains.
* Enter the type of testing such as Intake or Post-test.

o Atbottom right of the Filter,
= (Click Refresh.

o At top left of the Filter,
* (Click the up-arrow to collapse the filter.

o A filtered Testing Session(s) list should now display on your screen.

e These are the Sessions you will manage while administering tests.

v Hilter by: Tamplata Name, Desariphon,| Butt?ns at left of the Testing Sessions list are
restricted for Proctors.
o Proctors only have access to View, Start

, and Tests buttons to effectively Manage
[ME-. | Start | Tests\ Rabbit (LAB:AC - In sessions.

Ses|

View | Start | Tests |Rabbit (LAB:AC - In . . .
. ! o Coordinators have access to Edit, View,
View | Start | Tests |Rabbit (LAB:AC - In Tests, Delete, and Copy buttons.

View | Start | Tests |Rabbit (LAB:AC - Po .

. 4 e After a session is started,
View | Start | Tests | Rabbit (LAB:AC - Pr:
View | Start | Tests |Rabbit (LAB:AC - Re o The View button becomes Active.

View | Start | Tests |Rabbit (LAB:AC - Re o The Start button turns to Manage, and

\View ' Start Tests/ Rabbit (LAB:AC - Re

o The Tests button will display the
number of tests administered in the
session.

View | Start | Tests | Rabbit (LAB:AC - Practice)

View lManage] Tests JRabbit (LAB:AC - Registration)

View | Start | Tests | Rabbit (LAB:AC - Retest Same Day)
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Step Screen Description ‘
7. : : e The middle of the Testin ions li
Testing Sessions . e ' 'ddeo.t e Testing Sessions list
identifies sessions —
e Mame, Description, Site, Status O Shal‘lng the Template.
[ Sasciondiulliiana Sl m’s‘ o The Lab where sessions are available
bbi H - ke: . Lit. | Lib . . .
Rabbit (LAB:AC - Intake: Beg. Lit.) Central Library  7/1/2 Wlthln the Slte.
Rabbit (LAB:AC - Intake: Level A) Central Library  7/1/2
Rabbit (LAB:AC - Intake: Locator + Pretest) Central Library  7/1/2
Rabbit (LAB:AC - Post-test) Central Library  7/1/2 o The Description of what is delivered.
Rabbit (LAB:AC - Practice) Central Library  7/1/2
Rabbit (LAB:AC - Registration) Central Library  7/1/2 o The Site Where testlng takes place.
Rabbit (LAB:AC - Retest Same Day) Central Library  7/1/2
bbit (LAB:AC - Returning after 90+ days absence) Central Library 7/ .
e Columns are clickable to change the sort order.
e Multiple sessions may be active
simultaneously to deliver tests according to the
session description.
8. |[SEEee e Atright, the Testing Sessions list will display —
o The logged-on Proctor who starts a
I session, and
( 8 records) Refresh ResetF\Iter{
Site Start Date / Time End Date / Tim Proctor Status
Central Library ~ 7/1/2015/00:00  7/1/2016 / 00:0 Inactive o The Status Of SeSSionS.
Central Library ~ 7/1/2015/ 00:00  7/1/2016 / 00:0 Inactive
ist) Central Library 7/1/2015 / 00:00 7/1/2016 / 00:01 Inactive
Central Library  7/1/2015 / 00:00  7/1/2016 / 00:0 Inactive ° All user aCtiVity is tracked and logged in the
Central LTbrary 7/1/2015 / 00:00 7/1/2016 / 00:01 Inactive Online System SO it is important for each proctor
Central Library 7/1/2015 / 00:00 7/1/2016 / 00:01 Inactive
Central Library  7/1/2015/00:00  7/1/2016 / 00:0 Inactive to log in with his or her own credentials.
s absence) Central Library  7/1/2015/00:00  7/1/2016 / GU:UC\ Inactive A
o This helps CASAS troubleshoot any
Testing Irregularities that may occur
during live testing.
9. | e Session Status will display —

o Inactive until started.

o Suspended if

The proctor forgets to stop the session and the session times out, or

The proctor suspended the session for a break.

o Expired sessions will not show because the end date and time are in the past in which
case, you may filter to view expired sessions.
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Step Screen Description
10. | view | start | Tests | Rabbit (LAB:AC - Practice) * To manage your first session,
View | Start | Tests | Rabbit (LAB:AC - Registration)
—— ' o o Click START for the Registration session.
View l Start “ Tests  Rabbit (LAB:AC - Retest Same Day)
R g e A - isplays for Testin ion
11 A e 7 pop-up displays for Testing Sessio
s s s s i o v o O g e, Management where Proctors acknowledge
1 will faithfully execute all of my duties as a proctor for which I have been trained. oy erel . . .
1 agree to up:nld the testing n:de of ethics :na will abide by all test security procedures. responSIblhtleS and dutles for the duratlon Of the
Select maximum hours you are assigned to proctor: & Testing Session.
start |[ Cancel |
12. |7 e Proctors then specify maximum supervisory
A e ety o e e ot of g s s e
1will supefv?se each e‘:;mmee at each tesn:g station mroughuugl xﬂe duration of the (es‘nng session. hours~
1 will faithfully execute all of my duties as a proctor for which I have been trained.
T st security procedures.
Flect maximum hours you are asslgnejépmczor: :1 I ° C]ick the Hours ﬁeld down-arrow
| 3| Cauz
‘ o From the drop-down menu,
5
A * Click maximum hours assigned to
- supervise testing.
13.
Here’s the general rule for selecting the number of hours based on testing session.
o Intake: Locator + Pretest e Returning after 90+ days absence
o One modality =2 hrs. o One modality =2 hrs.
o One modality w/Registration =2 hrs. o Two modalities =3 hrs.
o Two modalities = 3 hrs.
o Two modalities with Registration =3 hrs. e Registration
o 1hr.
e DPost-test
o One modality =2 hrs. e Practice
o Two modalities = 3 hrs. o 1lhr.
e Retest Same Day
o One modality =2 hrs.
o Two modalities = 3 hrs.
14, |7 o Click Start.

1am Proctor 23 23.

1 acknowledge full responsibility for the proper conduct of managing this testing session.

1 will supervise each examinee at each testing station throughout the duration of the testing session.
T will faithfully execute all of my duties as a proctor for which T have been trained.

T agree to uphold the testing code of ethics and will abide by all test security procedures.

Select maximum hours you are w1
[Cstart_) el
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Step Screen

15.

Session Activity

Session Full Name: 2015-16 DMM (LAB:AC - Registration)

Manage

Supervise End: 5/20/2016 / 13:48
Session Start: 7/1/2015 / 00:00
Session End: 7/1/2016 / 00:00
Refresh

Central Library
Proctor 23 23
Active

Site:
Supervisor:
status:
Show Configuration

Station Full Name Student  Status Test Form Test Start Time Left Questions Last Activity Class ID

Add Stations. 0 stations listed ® Show all stations © Show only used stations ' Show only not used stations

Description
After starting the session, a Session Activity
window displays for the Proctor to —

o Monitor students as they progress
through testing,

o Manage test administration, and

o Manage testing stations.

16.

Session Activity

Session Full Name: Rabbit (LAB:AC - Registration)
Site: Central Library

Proctor 23

Active

Supervisor:
Status:

Show Configuration

Top left of the Session Activity header
displays —

o Name of the session started,

o Site, where testing is taking place,

o Proctor who started the session, and

o Status of the session.

FI Config.: [ViewJ‘ Clear
Locator/Appraisal:
V] Math Config.: | view || clear

Locator/Appraisal:

V] Listening Config.: [ViewJ‘ Clear |

Locator/Appraisal:

|/ citizenship

Click Show Configuration to view settings
effective for the session.

o This is view only and cannot be edited.

Testing Stations will deliver tests based on
configuration of the Testing Session.

At bottom of the pop-up,

o Click Close.

18. i o
Session Activity

[ Manage

Supervise End: 5/20/2016 [ 13:48
Session Start: 7/1/2015 / 00:00
Session End: 7/1[20167! 00:00
| Refresh

gistration)

Top right of the Session Activity header
displays —

o Session Start/End Dates and Times, and
o When Supervise Time ends.

Click Manage for options to —
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Step Screen Description ‘
19, || o Suspend the session if testing will
A £ il spénvie éxch eyamine at ach e Saton LGNt th et of e e seson. resume after a break period on the same
it o gk h eling e of s o i e b s ety Brcedres. day
select maximum houy " z
l Suspend || Continue || Stop | [ Cancel |
o Continue the session if
* additional supervisory time was
added to the session so that the
session does not time out before
students are finished with testing,
or
* the session was automatically
suspended by the system because
it wasn’t stopped by the Proctor.

o Stop the session if no further testing is
needed with the session or for the day.

o Cancel that thought. ©

Click Cancel.
20. | Manage may also be used by another logged-
A .':c'l'nzmzz ?jl?z;ponslblllly for the proper conduct of managing this testing session. .
1wl uperie ach craine ot eah et S trougha (et of e g sesion. on Proctor to Take Over a Session started by
1 will faithfully execute all of my duties as a proctor for which I have been trained.
1 agree to uphold the testing code of ethics and will abide by all test security procedures. another Pl‘OCtOl‘.
Select maximum hours you are a: or: 3 .
Sum«i | Frake Over islop Ccancel

o This is helpful if students are still testing
and a Proctor has to leave.

o This is also helpful so that a Session may
remain Active throughout the day and
managed by more than one Proctor
without any interruptions with testing.

21. [ s ® Shom i satons. © Shaw rty used staions © Show oy notueed satiors Bottom rlght of the Session ACthlty window

has options to —
o Add and Filter stations in the session.

Click Add Stations.
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Test Administration

‘ eTests

Step Screen Description
22, i s e From the Select Stations pop-up,
« Filter by: Site
[Refresh|
el jon Name aboral ame .
fmm_mm - —— o Check your Station.
e At bottom of the pop-up,
. o Click Add.
Select All \UnsEIeCl All 1 selected |Reset
[ =
23. i L e Your Station should now appear in the
Session Activity . .. .
Session Activity window.
Session Full Name: Rabbit (LAB:AC - Registration)
Site: Central Library . . .
Supsnvisor:  Proctor 23 * You may Remove a Station that is not in use
Status: Active . . .
[ Show configuration | from one “active” Session and add it to
Station Full Name Student Status  Test Form Test § another ”active” Session if needed.
Remnve} AC-01 (Assessment Center) | Intervene
o This is the benefit of not pre-assigning
Stations to Sessions so that Stations can
be used wherever and whenever needed.
FOR REGISTRATION ACTIVITY SKIP TO
(Data Collection Screens) Steps to Administer Tests, pg. 19
24. . . e At the Management Console,
Session Activity
s : 3 o From the Session Activity window, or
Istration Ma"age
Supervise End: 5/20/20 tw
Session Start: 7/1/2015 / 00:00 . . .
Session End: mfzmﬁ|f 00:00 o From the Testing Sessions list,
Refresh
mt‘ — !' i — e e e = Click Manage.
———— = Select Stop.

1 am Proctor 23 23.

T acknowledge full responsibility for the proper conduct of managing this testing session.

1 will supervise each examinee at each testing station throughout the duration of the testing session.
1 will faithfully execute all of my duties as a proctor for which I have been trained.

1 agree to uphold the testing code of ethics and will abide by all test security procedures.

Select maximum hours you are assigned to prgalor: -
suspend | Take ofr [ stop | [ JFancel

Testing Sessions

When finished working in the Management
Console,

o Click the back link at top right and
return to the main menu.

Return to Table of Contents | CASAS eTests Online Help Documentation
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eTestg‘ Test Administration

Screen Description

e Attopright,

o Click the logout link.

27. e This returns you to the login screen however,
you are not completely disconnected from the

application or server.

Application Management Login

e For security, exit the application at top left,

o (Click the web browser back-arrow.

28. ¢ Now you are completely disconnected from
the server and returned to the main domain

web page.

RHAS - Simulation Server

“
efests’ e

\ ¢ "4

astris sossencall
fasi 5

NOTES
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Test Administration ‘eTestg

Steps to Administer Tests

Overview

Proctors must complete certification to administer CASAS web-based tests.

Administering CASAS web-based tests requires the same testing code of ethics, adherence to
test security, and proctoring tasks as when administering paper-based tests.

All proctors must do their part to maintain a controlled testing environment that will allow test-
takers to perform to the very best of their abilities.

So that staff are prepared for live testing and to make sure no technical issues prevent tests from
being delivered, use the Simulation Server to role-play the testing process.

Administering Tests using the Simulation Server will also help staff to understand CASAS web-
based test delivery so they are prepared to assist students through the testing process.

o All protected test content is suppressed on the Simulation Server so there is no risk of
compromising test security. This includes audio as well. Practice items remain visible
and audible.

Online test administration will only take place on a registered testing station with a proctor
present.

A common mistake first-time online proctor’s make is attempting to Administer Tests before
they START sessions, or ADD stations to an active session.

o Starting a testing session is similar to distributing test booklets in a paper-testing world.

o If you forget to START the session, then in a sense you forgot to distribute test booklets.
First-time online proctors also tend to forget they must STOP sessions.

o The session will remain active even after testing is finished.

o Stopping sessions when testing is finished is very important for test security and similar
to collecting test booklets in a paper-testing world after testing is finished.

o If you forget to STOP the session, then in a sense you left test booklets available in the
room unsupervised.

o The session will automatically suspend when maximum supervisory hours end (not
recommended).

Proctors Administer Tests in combination with Managing Sessions.

After starting the session and adding stations, the proctor may then proceed with

Administering Tests.
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eTests |

Test Administration

Step
1.

Screen

PREP STEP

Description

When using the same computer to Manage
Sessions and Administer Tests,

o Open a second tab in your browser
window to simulate a testing station.

RHAS - Simulation Server

—
eTests ‘;mxmmww

[ — s
%

/
R1303:010100; MORIOPORS 1)
fasi 5

)
"4

From the main domain web page at the
Testing Station,

o Click Administer Test.

Administer test

Coordinater/ Proctor

eTests’

Register this computer

Click Run when prompted for the
CASASTests.exe file to —

o Connect with the online hosted-server,

o Download the Test Delivery System
and Secure Browser application in to the
temporary memory on the local machine
so that test administration will take
place.

Only registered Testing Stations are
recognized by the online system and validated
by the agency to deliver CASAS web-based
tests.

Welcome to

AS

eTests Online

There is no test session scheduled to start.

€ If this message displays at the Testing Station,

o The Proctor has either not started the
session or has not added the station to
the active session.

The Proctor must Sign In to the
Management Console to —

START sessions.
ADD stations.

20 | © 2016 CASAS. All rights reserved.
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Test Administration

‘ eTests

Step Screen Description
Welcome to e To avoid confusion, CASAS plans to change
m this message to instead read —
eTests Online o "Please wait for your Proctor to start the
There is no test session scheduled to start. sess%on or add your station to a
5. Welcome to € If this message displays at the Testing Station,
slsateOnline o The student did not correctly enter a pre-
Student Id not recognized and the testing session doesn't allow new students . . .
e your 1 existing unique ID.
]

o Duplicated student records are being
prevented because “Lock creation of
new students” is enabled in the testing
session configuration.

6. Welcome to € If this message displays at the Testing Station,
% o The student is not among a list of
e esenmne students identified to test in the testing
Student not allowed in this session session configuration.
_M o The student is not being allowed to test
because “Allow only specified
students” is enabled in the testing
session configuration.
7. Welcome to € If this message displays at the Testing Station,
cTests onfine o The last test a student was in the process of
Your last test was suspended and needs to be reconnected. . . L.
Note to proctor: Click the Intervene button from the Session Activity window. taklng was lntermpted and not flmshed.
Refresh Cancel
o The Proctor must reconnect the test from
the Management Console so the student
may finish the test before taking another
test.
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eTests ‘

Test Administration

Step Screen Description
8. Welcome to € If this message displays at the Testing Station,
m_ o The Proctor either suspended the session
EUES G e or the session automatically suspended
The test session is suspended. because the Proctor forgot to stop the
W session and the session timed out.
o The Proctor must sign in to the
Management Console and either
continue the session or stop the session.
9. Welcome to € If this message displays at the Testing Station,
m o The session end date and/or time
eTests Online expired.
The test session is ended. o A Coordinator must sign in to the
Management Console and extend the
end date and time or add a new session.
Note! You won’t have this problem if sessions are
scheduled for the entire program year.
10. € When this message displays at the Testing

Welcome to

AAS

eTests Online

Enter your ID

Station,

o The session is active and the station is
added to the session.

o Testing, practice, or registration can
begin!

FOR REGISTRATION ACTIVITY SKIP TO

(Data Collection Screens)

Steps to Register New Students, pg. 29
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Test Administration

‘ eTests

Step Screen Description
11. e Direct student to —
Welcome to
m o Enter an Identification Code.
- n F . : £ : 4
eTests Online 'or' t.rammg, enter a "unique
fictitious ID.
Enter your ID _ )
06212016 o Click Continue.
Continue
12. | Note! Note!
e [F student information pre-exists in e [F student information pre-exists in your
your online database, online database but some information is
missing,
o AND Data collection screens are
not enabled in the session o AND Data collection screens are enabled
configuration, in the session configuration,
=  Students confirm their = Students confirm their Identification
Identification and then begin and are then presented with data
testing. collection screens before they begin
testing.
13. e (lick Yes to confirm Identification, or
Are you John J. Smith ?
o Click No and re-enter correct ID.
14. | Note!
e |F student information does not pre-exist in your online database,
o AND Data Collection screens are not enabled in the session configuration,
* Students complete ID and Name fields only before they begin testing.

Return to Table of Contents | CASAS eTests Online Help Documentation

©2016 CASAS. All rights reserved.

23


https://www.casas.org/product-overviews/software/casas-etests/etests-online-help

eTests ‘

Test Administration

Step Screen Description
15. Review Page Click Save.
Id: 05162015
Fi!'s1 Name: John
16. € The Intake: Beg. Lit. session menu is
Test Menu appropriate for new students who have
difficulty communicating and filling out forms.
Reading Test o Beginning Literacy Reading (Form 27 or
Form 027R . .
28) is the only test available.

o Practice buttons are hidden.

17. Test Menu The Intake: Level A session menu is
appropriate for new students who have little
or no difficulty on the five practice items from

Reading Test 3 3 3 3
Beginning Literacy Reading, Form 27.
Math Test o Level A forms are administered as
Form 031M pretests.
Listening Test . .
Form 9811 o Practice buttons are hidden.

18. Test Menu € The Intake: Locator + Pretest session menu is
appropriate for new students who
communicate and fill out forms with little or

Listening Level A Practice Test Listening Level C Practice Test no difficulty.

o Practice buttons are available to
introduce students to web-based test
delivery before taking a test.

o The Locator is administered first.

* Form 102 for reading/math.
* Form 89 for listening.

o The Pretest is administered immediately

following in the same sitting.

24
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Test Administration

eTests

Step Screen Description
19. Test Menu € The Post-Test session menu is appropriate for
students to demonstrate progress after
receiving instruction.
Reading Test
Form 084R .
€ The Retest session menu looks the same as the
it Thesss Post-Test session but is configured specifically
Form 031M to allow retesting in the same day (if needed).
Listening Test .
Form 982L o Next-Assigned Test (NAT) buttons
automatically display.

o Practice buttons are generally hidden.

20. Test Menu € The Returning session menu is appropriate for
Reing rocce T students who return after being absent from
instruction for 90+ days.

o The Locator is administered again to
determine an appropriate-level test at
time of return, and

o Practice buttons are available to re-
introduce web-based test delivery.

21. Test Menu € The test menu for Registration and Practice

Reading Practice Test

Math Practice Test

Listening Level B Practice Test

Listening Level A Practice Test Listening Level C Practice Test

sessions is the same and gives students the
opportunity to practice without risk of
launching into a test.

22, Reading Test
Form 084R
This test has 2 practice questions and

32 scored questions.

Directions

1. Click on the answer you choose.
2. You may skip a question by clicking the right arrow before answering.

3. If you want to go back, click the left arrow to see the question again
4. At the end of the test you will be able to review all the questions.

Click the Next button when you are ready to start test.

e After students click a test button from the Test
Menu -

o They are presented with information for
the test they are about to take.

= Test form and modality,

* Number of items present on a fixed
form, and

= Directions to take the test.

e (Click Next.

Return to Table of Contents |

CASAS eTests Online Help Documentation

©2016 CASAS. All rights reserved.

25


https://www.casas.org/product-overviews/software/casas-etests/etests-online-help

eTeS!g‘ Test Administration

Step Screen Description

23. e All standardized fixed forms include two
correct: Practice Items to introduce students to the
type of items presented on the test.

e Students are given two attempts to correctly
- respond to Practice Items.

i E Wrong, try again!

e Students are prompted with correct, incorrect,
and answer pop-up messages to help them
understand how to choose one best answer.

Correct answer is: e This process follows the same test
A 2 administration guidelines as paper-testing.
e C(lick OK.
24. o If assisting students to this point, ask if
students have any questions before they begin
testing.

o Click Begin.

25. ¢ A Review screen is displayed at the end of
reading and math standardized fixed-form

This is the end of the test. tests.
If you want to review a question click on its number.

Review

e The student may

i 2 3 4 5 6 7 8 9 10

o Click an Item to review, or
o Click End Test.

e A Review screen is not displayed at the end of
listening and computer-adaptive tests.
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26. || 4. What must students sign? e  When students review items at the end of a
test, they may —

|_| a school policy
|_| a new regulation
Pp—— o Respond to the item.
asa es
|| a statement

o Change a response.
|| I don't know.

‘ ‘ o Remove a response.

o Navigate back/forward through items.

e C(Click Review and return to the Review page.

27. e By default, the Personal Score Report (PSR)
eTests Online Personal Score Report

11111111 displays with the option to print after the

Thomas Weaver student ends the test.
Your Reading scaled score on form 083R is 213.
Jul 152013

Please see your CASAS facilitator to help understand your score. o The pl'il’lt OptiOl’l may be disabled lf there
is no printer available.

o The PSR may also be disabled if
preferred.

o 2:3|Intermediate Basic Skills
B Can handle basic reading, writing, and computational tasks related to life roles. Can read and
interpret simplified and some authentic materials on famiiar topics. Can interpret simple charts,

graphs, and labels; interpret a basic payroll stub; follow basic written instructions and diagrams. ° The PSR displays a Summary Of test results tO

Can complete a simple order form and do calculations; fill out basic medical information forms
and basic job appiications; follow basic oral and written instructions and diagrams. Can handie

Jobs and/or fob training that involve following basic oral or written instructions and diagrams if provide Smdents With lmmedlate feedback

they can be clarified orally.
pr— K
- m after ending a test.
oK

e The test is now scored and recorded in your
online database.

e Results may be retrieved in eTests Online and
TOPSpro Enterprise Online, or TE.

o A copy of the PSR may be reproduced in
TE.

o Performance reports may be generated
in TE.

e C(lick OK.
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eTeS!g‘ Test Administration

Step Screen Description

28. Test Menu e The test screen returns to the Test Menu when
a test is ended.

e The test button of the ended test is disabled to
prevent the student from entering into another
- test of the same modality in the same sitting.

Form 031M

e (lick the Math Test button next.

Listening Test

Form 982L

29. e  When all tests available on the Test Menu are
ended the student is presented with

Goodbye !
o “Goodbye!”

Logout

* (lick Logout.

30. John J. Smith update student info | logout | ® If more tests are available but the student is
finished testing, at top right of the Testing
Station,

o Click the logout link to close the student
record.

e This allows another student to log in and begin
testing on the same station.

31. station managemen{ exit ‘ e When testing is finished for the session, at top
right of the Testing Station,

o Click the exit link to close the testing
application.

32. ¢ Now you are completely disconnected from
the server and returned to the main domain

web page where you started.

RHAS - Simulation Server

T
efests EER -

B i [ o] |
« " 4

R1303:010100; MORIOPORS 1)
fasi 5
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Steps to Register New Students

Overview

The CASAS eTests Online application may be used as an interface to collect information for
registration —

o If your agency does not have a formal registration system, or

o Your registration system does not offer the feature of exporting student information so
that it may be imported to populate your TOPSpro Enterprise Online database.

Using CASAS eTests Online to register students with information required for accountability,
eliminates scanning Entry Records and manual data entry to input registration information.

The shared database with TOPSpro Enterprise Online meets general requirements for all
National Reporting System for Adult Education Federal Tables, or NRS.

The Registration session gives you the opportunity to —
o Separate the registration process from the testing process, and

o Give you undivided time with students to assist them in applying responses and
addressing questions.

If you use the Registration session,

o Data collection screens are skipped during an Intake session and students begin testing
after entering an ID.

If you do not use the Registration session,

o Data collection screens are presented during an Intake session before students begin
testing.

If your agency routinely imports student information from a 3+¢ Party System, then you would
not be inclined to have a Registration session or enable Registration settings on your Template.

Proctors should have a copy of the Data Collection Details document nearby for quick
reference during Registration or Intake.
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eTeS!g‘ Test Administration

Step Screen Description

1. Welcome to e Direct students to —
m o Enter an Identification Code.
- » Training Participant: enter a “unique”
eTests Online faming P 9
fictitious ID.
Enter your ID
e AnIdentification Code is issued by the Agency
and not auto-assigned by the online system, or
o An Identification Code may contain
=  All numeric,
*= Allalpha, or
* Alpha-numeric characters combined.
e (lick Continue.
2. Name and ID For training, enter fictitious information.
First Name e A New Student will -
o Enter First Name.
Middle N
o o Middle Name is optional however, a
e middle initial is recommended.
— o Enter Last Name.
[0} 05162015
e C(lick the forward Arrow to proceed through
> each screen.
Training Participant: Continue on your own
entering fictitious information for Steps 3 — 12.
o STOP at the Review screen.
3. e For current place of residence,
o Enter Zip Code.
Zip Code
< L 2
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Step Screen Description

4. e Identify Gender.

o Check Male or Female.

5. e Select Date of Birth.
Date of Birth

o Click aleading zero (0) for days less than
10.

o Click 19 or 20 for birth year.

6. e Specify number of years for formal schooling
in the United States or abroad.

Highest Grade Level Completed

o Check highest number.

e If formal schooling was completed outside the
United States,

< Majority of my schooling was outside of U.S.

< >

o Check Box before moving forward.

7. e Highest Diploma or Degree Earned.
o Check highest credential or degree.

Highest Diploma/Degree Earned

: , e If schooling in the United States or abroad is
2 Earned outside of the U.S. inCluded,

- » o Check Box before moving forward.
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Step Screen Description

8. e Identify Native Language.

Native Language

o This should be the prevalent language
spoken in the home as a child.

=  Check One.

9. ¢ Ethnicity: Identify with a particular racial,
national, or cultural group.

Ethnicity

o Check One.

* If Hispanic or Latino is selected, you
can skip Race.

¢ Race: Identify the group of persons related by
common descent or heredity.

o Check One or More.

10. e Identifying Personal Status is optional.
Personal Status o Check

= All that apply, or

= Leave blank.

11. e Specify current Labor Force Status.

Labor Force Status o) Check One.
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‘ eTests

Step Screen Description
12. Primary Goals e Primary and Secondary Goals should be
attainable within the current program year.
o Check One Primary Goal.
o Check One Secondary Goal.
13. - e The Review Page displays after responding to
Review Page v Fage display p &
data collection screens.
la: 05162015 . . . .
: , e To edit any information before saving,
First Name: John
Middle Name: J. Change
Last Name: Smith -
21 Gove 52123 o Click Change for the information you
Gender e want to change.
Date of Birth: May 16, 1958
Highest Grade Leve! o * (lick Review to return to the Review
PR Change

Majority of my schooling was Page.
outside of U.S.:
Highes! Diploma/ Degree TechnicalCertificate Change
Earned outside of the U.S.: L After reVieW,
Native Language: English
E::]crgt::lly: ‘l:j;]t“:Bpanic or Latino o Click Save.
Program Info: Basic Skills (ABE)
Personal Status:
Labor Force Status: Unemployed
Primary Goals Improve basic skills
Secondary Goals; Get a_.ob

14. | John J. Smith | update student info | logout | ®* Saved information may be updated from the

Test Screen.
e For example,

o Click the update student info link.
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Test Administration

15.

Review Page

e The Review Page is displayed to change and
save updated information.

e After reviewing any changed information,

o Click Save.

Id: 05162015

First Name: John

Middle Name: .
Last Name Smith

Zip Code: 92123
Gender Male
Date of Birth: May 16, 1958
Highest Grade Level g

Completed:

Majority of my schooling was.

outside of U.S.: -

Highest Diplomal Degree . .

Eamed: Technical/Certificate
Earned outside of the U.S - =

Native Language: English
Ethnicity: Not Hispanic or Latino

Race. e
Program Info: Basic Skills (ABE)

Personal Status:

Change

Labor Force Status:

Unemployed

Change

Primary Goals:

‘Secondary Goals_

Save

Improve basic skKills

Change

Cancel

FOR PRACTICE ACTIVITY
(Interface, Responses, Navigation)

SKIP TO
Steps to Practice Taking a Test, pg. 35

NOTES

34

© 2016 CASAS. All rights reserved.

CASAS eTests Online Help Documentation | Return to Table of Contents



https://www.casas.org/product-overviews/software/casas-etests/etests-online-help

Test Administration ‘eTeS!g

Steps to Practice Taking a Test

Overview

¢ You are encouraged to have a session available that only offers Practice items to give students
the opportunity to practice without risk of launching into a test.

e Practice may be repeated multiple times in the same sitting.

e Responses are not scored or stored in the online system and practice items are not subject to test
security.

e The primary purpose for offering Practice items is to introduce students to the testing interface,
responding to test items, and navigating through a test, and not for measuring basic skills.

¢ Giving students the opportunity to practice may prove favorable with test results.
¢ Incorporating Practice with classroom instruction gives teachers the opportunity to:
o introduce students to the online interface
o prepare students for taking a reading, math, or listening test
o emphasize the importance of correctly entering identification information
o discuss data collection screens such as demographics and goals
o discuss test item screen display
o draw attention to information in the retractable toolbar
o identifying and applying a correct response, skipping items, and ‘I don’t know” option
o demonstrating navigation options

o demonstrating how to review items at the end of a test

e You also have access to Sample Test Items available on the CASAS website.

e (CASAS has plans for a publically-accessible Practice Items website where computers will not

need to be registered and an identification code is not needed.
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Test Administration

Step

Screen

1.

Tacur sfefiers e

Test Menu

Description

The Test Menu screen displays after
identification is entered.

o Click Reading Practice, or
o Click Math Practice.

o Listening Practice requires headphones.

Reading Practice Test
This test has

6 questions.

Directions

1. Click on the answer you choose.
2. You may skip a question by clicking the right arrow before answering.

3. You will not be able to go back to a previous question.
4. Atthe end of the test you will be able to review all the questions.

Click the Next button when you are ready to start test.

Before students begin the test, they are
presented with information about the test,
such as —

o Form, modality, number of items
presented on fixed forms, and

o Directions to take the test.

Click Next.

()] » BN

1. What daes this sign mean?

LIGajin here.

|/ Go out here,
/Don'tge in.
|Come back later.

DO NOT ENTER \

Ll don't know,

At top left and right of the Test Screen is a
Retractable Toolbar.

Students can unpin and re-pin the Toolbar
throughout the test.

The Toolbar includes —

o information about the test, and
o scale buttons to increase the display.

At middle left is the Test Item Display.
At middle right is the Test Item.
o Stem, or question, and

o Distractors, or answers

Click the forward Arrow to continue.
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‘ eTests

Step Screen Description
4. ¢ Responses may be entered — ¢ No Response may be applied by —

o Using the mouse to check or o Clicking the “forward” arrow on the
uncheck an answer on the computer screen before answering.
computer screen. * C(Clicking “Yes” or “No” to the pop-up

o Using the keyboard “up” or confirmation message.

down” arrow to select an answer. o Clicking to check “I don’t know” (if

o Using the keyboard “space-bar” to enabled).
check or uncheck an answer. * Automatically advances to the next

o Touching to check or uncheck an item.
answer on a touch screen. . .

o Skipped answers are scored as incorrect.
5. | ¢ Navigate Forward by — e Navigate Backward by -

o Clicking the “forward” arrow on o Clicking the “back” arrow on the
the computer screen. computer screen.

o Using the keyboard “enter” key o Touching the “back” arrow on a touch

o Touching the “forward” arrow on screen.

a touch screen. Note! The "back" arrow is not available on listening
or computer-adaptive tests.
6. Training Participant:

Review

This is the end of the test.
If you want to review a question click on its number.

1|/2 (3[4 |5 [e
MY EEEN

End Test

o Continue Practice on your own.

o STOP at the Review screen.

¢ A Review screen is displayed at the end of
reading and math standardized fixed-form tests
similar to what you see at the end of Practice.

¢ On the Review screen, students may —

Click an Item to review,

e}

=  (Click Review and return to the Review
screen, or

o Click End Test from the Review screen.

e A Review screen is not displayed at the end of

listening and computer-adaptive tests (CATs).
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Test Administration

Step Screen Description
7. ¢  When students review items at the end of a
test, they may
o Respond to the item,
School Safety Policy 4. What must students sign?
e 5 afoy soes oo ey v v i o Change a response,
program. They need to pass a safety test and sign a asalaty lost
statement stating that they received safety instruction e
P . o Delete a response, and
o Navigate back/forward through items
¢ Click Review and return to the Review page.
8. e C(Click End Test.
Review
This is the end of the test.
If you want to review a question click on its number.
1 2 3 4 5 6
Y M ME Y
9. 77777 e The test screen returns to the Test Menu.
e Attopright,
o Click Logout.
10. e The Station is now ready for the next student.

Welcome to

eTests Online

e When testing is finished on the Station, close the
testing application.

o Attop right,
= Click Exit.
GO TO STEP #24 Steps to Manage Testing Sessions, pg. 17

38
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Steps to Follow an Intake Process
Overview

e Intake sessions —
o Allow new student records to be added at time of testing, and

o Align with the recommended CASAS Intake Process for accurate test results and
program placement.

e Intake and orientation is your opportunity to welcome students and determine their —
o Needs
o Goals
o Skill levels
o Education

o Work background

e With an effective intake and orientation process, you will create a learning environment that
works with each of these factors.

¢ Engage students at the beginning and they are more likely to have higher retention and
completions rates.

e A certified coordinator is responsible for having intake sessions available.

e A certified proctor follows the Intake Process when Managing Sessions and Administering
Tests.

e Following the recommended Intake Process, proctors will use sessions to deliver —
o Beginning Literacy Reading (Form 27 or Form 28),
o Level A forms, and

o Locator and pretest forms.
e The next two pages contain steps for the ABE and ESL Intake Process.

¢ You will notice similarities between both. The primary difference is that Oral Screening is only
used with non-native speakers of English, or ESL programs.
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eTeS!g‘ Test Administration

CASAS ABE Intake Process

Guidelines for determining level placement

Assess student’s basic English language proficiency

v' observe how well the student can fill out forms and perform other writing tasks
1 v' consider number of years of formal schooling and other information on demographic
records
v'administer CASAS writing screening or other writing assessment
v" consider other factors affecting level placement

... then evaluate information and determine next step

Student has difficulty writing name and address and in completing writing
sample, or has other significant limitations

Student writes name and address, and produces basic writing sample

2A Skip the locator or appraisal and administer the five practice items from
Beginning Literacy Reading, Form 27 or 28, one-on-one.

Results Test form to administer
- some difficulty - Administer Form 27 or 28 as pretest
- little or no difficulty - Administer Level A reading and math

forms as pretests

Administer the locator or appraisal
for reading and math:

- Locator + pretest, or

- Appraisal + pretest, or

- Appraisal (alone)

2B

Place student in an instructional level -
e According to the lower of two pretest scores. The pretest score serves as the initial point of
3 comparison for progress testing. OR
e According to the lower of two appraisal scores. An appraisal may be used for accurate
placement if the pretest is not given at intake.

40 © 2016 CASAS. All rights reserved. CASAS eTests Online Help Documentation | Return to Table of Contents



https://www.casas.org/product-overviews/software/casas-etests/etests-online-help

Test Administration ‘eTeS!g

CASAS ESL Intake Process

Guidelines for determining level placement

Assess student’s basic English language proficiency

v' observe how well the student communicates and fills out forms

v' consider number of years of formal schooling and other information on demographic
1 records

v administer CASAS oral screening or other oral assessment
administer CASAS writing screening or other writing assessment
v' consider other factors affecting level placement

<

... then evaluate information and determine next step

Scores on CASAS Oral Screening and Writing Screening or other factors

Oral Screening Writing Screening Other Factors
<6 0-1 poor
<6 1-2 good
6 or more 0-1 poor
6 or more 1-2 good

Skip the locator or appraisal and administer the five practice items from

24 Beginning Literacy Reading, Form 27 or 28, one-on-one.
Results Test form to administer
- some difficulty - Administer Form 27 or 28 as pretest
- little or no difficulty - Administer Level A reading and

listening forms as pretests

Administer the locator or appraisal
for reading and listening:

- Locator + pretest, or

- Appraisal + pretest, or

- Appraisal (alone)

2B

Place student in an instructional level -
e According to the lower of two pretest scores. The pretest score serves as the initial point of
3 comparison for progress testing. OR
e According to the lower of two appraisal scores. An appraisal may be used for accurate
placement if the pretest is not given at intake.
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Steps to Retrieve Test Results
Overview

e Because eTests Online and TOPSpro Enterprise Online share the same database, it’s like getting
two-for-one when using the CASAS Online System.

o In other words, you have two applications sharing one database.
o What occurs in one application is simultaneously occurring in the other application.

o Therefore, Retrieving Test Results from either application is immediate when a test
ends.

e For many eTests Online users, Retrieving Test Results begins the transition from primarily
using eTests Online to an introduction in using TOPSpro Enterprise Online, commonly referred to
as TE, or Enterprise, to distinguish it from the Visual TOPSpro Production (VIP) legacy
application.

e Coordinator or proctor certification is required to retrieve results from eTests Online but not
required to retrieve results from TE Online.

o You may grant any user access to TE Online.

o No coordinator or proctor certification required for access to TE Online!

e Because proctors may be asked to provide a list of students and their test results from the
session or time they supervised testing, you will Retrieve Results as a proctor.

o First, you will explore what eTests Online has to offer for Retrieving Test Results.

o Then, you will log in to TE Online and look at Retrieving Test Results for the same
information.

o Test Results may be retrieved in eTests Online from three menus. You will practice retrieving
results from all three menus.

1. Testing Sessions
2. Test Results
3. Students

4 2 © 2016 CASAS. All rights reserved. CASAS eTests Online Help Documentation | Return to Table of Contents


https://www.casas.org/product-overviews/software/casas-etests/etests-online-help

Test Administration ‘eTeS!g

Step Screen Description

DEMO #1 Results from eTests Online

L Testing Sessions
e While logged in as a Proctor —
Test Results
e From Application Management,
Testing Stations

2. e Accessing Testing Sessions will allow you to

view | sStart ( Tests (9) ) retrieve test results per session.

o Click Testing Sessions.

; ' | o The online system keeps count of tests
View Start Tests (29) L. . .
; ! ! administered within each session.
View | Start Tests (3)
' ) ¢ You will see the number on the Tests button at

view | start | Tests (663) |
! ( ) J left of each session listed.

1

e Start ) leslatdil) | o Take note of the number, if any.

View | Start |Tests (2450)

e Because the Simulation Server database restores
nightly to its original state, you may not see
any current tests administered but if you do,

=
i

Start ..\Tests {143}J

o Click Tests.

|
3. l ( 9 records) | e A Test Results list will display for the session.
Student Name Site Form Score Raw Score Date

Lara Maceda North City 084l 203 14 5/5/2016 / 00:00

Pedro Altamirano  North City 0saL 203 14 5/4/2016 / 00:00 e The header for each column in the list is

Rachel Tikkanen  North City 081RX 199 14 5/4/2016 [ 00:00 Clickable to sort il’l ascending or descending

Aurelio Rodriguez  North City 083R 215 21 5/3/2016 / 00:00

Chu Leng North City 0s4aL 202 13 5/1/2016 / 00:00 order.

Rachel Tikkanen  North City 086l 218 15 5/1/2016 / 00:00

Ca? Ernst . North City 0g4L 203 14 5/1/2016 / 00:00 e The number of records will grow as you

Doris Jaruleski North City 082L 197 21 5/1/2016 / 00:00

Ermafrgodan  NothClty 082 186 14 5/1/2016 / 00:00 continue using the session to administer tests.

e By default, only results from fixed forms are
listed and not results from Locators because
these are not stand-alone tests or reportable.
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Test Administration

Step Screen Description
o This is why the number of records in the
list of results is different from the total
number of test results displayed on the
Tests button.
¢ Look again if you didn’t notice!
4. | ~ Filter by: e To retrieve results from a single Testing
site: ) Form: Session for a group of students tested on a
Test Date Between: 5/1/2016 - and |5/5/2016 - ] glven day or date range’
Student ID: M Student Nam) o Expand the Filter.
Modalities: Reading O math & Listening B Speaking = wri
o Enter Test Date Between, then at bottom
right of the Filter,
= Click Refresh.
5. o A list of filtered results now displays in the

{ 9 records ) |Exp0rt to CSV %efreshl [Reset Filter

Date

Caution! You may need to use a custom
format to retain leading zeros before
opening the CSV file otherwise, leading
zeros may be dropped.

Test Results list.

To save a spreadsheet of results,
o Click Export to CSV.
o Click Cancel to close the pop-up.

(Intake: Locator + Pretest)’

Now let’s look at retrieving results from the
Students menu.

At top right, click the back link and return to
the Testing Sessions list.

Testing Sessions

Click the back link again and return to the
main menu.
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Step Screen Description
8. M e Now from the main menu,

|| o Click Test Results.

Testing Stations

e By default, the Test Results list displays
records for the “current” day.

Test Results

~ Filter by: Test in Current Program Year, Test Is Not Locator

Student 1D Student Name site Form Score Raw Score Date
544443236 Sofia Fraticelli Morth City ESL  0BIRX 134 11 6/25/2015 / 00:00 + ° Test records are —
512333731 Veronica Lopez Morth City €S 083R 213 20 6/22/2015 / 00:00
S18204444  Alberto Perez MohGityEsL oSSR 224 20 6/22/2015 / 00:00
555552850 Lara Maceda Morth City ESL  088R 221 17 6/22/2015 / 00:00 I th t d
568077777 Chu Leng Morth City ESL 0B8R 226 21 6/22/2015 / 0D:00 o) n € curren program year’ an
615162361 Raqual Mievara NohCityESL  084R 212 10 6/22/2015 / 00:00 d d. d
boncnrsa oo 23 30 |srasesyoncn o In descending order.
599661109 Janine Hernandez South Campus 0851 224 19 6/19/2015 / 00:00
515115987 Walter Przesmicki Horth City ESL 084R 212 19 6/17/2015 / 0D:00
566665175 Tiac Yang Morth City E5L 083R 215 21 6/16/2015 / 00:00 . . .
678611117 Jorge Posads Morth Gty ESL 187R 236 17 6/7/2015 / 00:00 Y AS Wlth Other hStS, the number Of records Wlll
599661102 Alfred Rodriguez South Campus 083R 222 25 8/7/2015 / 00:00
599661106 Luis Granados South Campus 085 214 12 6/6/2015 / 00:00 Contlnue to grow as tests are SCOI'ed and
598662103 Hazsl Banaste South Campus 08sR 231 25 6/4/2015 / 00:00

recorded in your online database.

e Column headers are also clickable.

10. - e To retrieve results within a specified date
range,

o
e ste S (G705 [a]  ona (§50ES 5] o vt cormom il e o Expand the Filter.

Modalities: reading ' math 1 Listening I speaking I writing ™ Grammar ¥ citizenship I problem solving 1 critical Thinking O Enter TeSt Date Between.

( %5 records )  Exportto CSV Rafrash : . . .
o Click Refresh to display a filtered list.

Student 1D Student Name Site Form Score Raw Score Date

S Awares | wenyo e m w bl o Click Export to CSV and save results to a
s Chutems  Momncyes. oseR 26 21 sr212015 1 0300 Spreadsheet_

e e (lick the back link and return to the main

Test Results

menu.

e Now from the main menu,

o Click Students.
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Step Screen Description

13- — Student Demographics [} A Studel’lt Demographics liSt Wlll dlSplay for
students with activity in the current program
year.

B, Gk b P e o[, Cvd it 5 b e 15

e Again, this list will grow as new student
records are added to your online database.

e Header columns are also clickable to change

sort order.
14. |sie : e To retrieve results for a specific student.
Birth Date Between: - and =
Shudeoin, - Snioled o CLren Pogan el (@] EXpaI‘ld the Filter.

Student Name: First ~ | Starts with = | Trayla

Last Test Date Batween: - and

o Enter filter criteria for your fictitious student.

o Click Refresh.

15. | «+ Filter by: Enrolled In Current Program Year, Stud ® The filtered student record now displays in the
Student Demographics list.

Student ID Student Name

e To retrieve test results for the filtered student,

[Tests | 023945893 Trayla B Ford .
) o Click Tests at left of the student record.

e A Test Results list will display for the student.

Test Results for student 'Trayla B Ford® .
e If you need to see results from prior program

0y [ years, expand the Filter at top left, enter filter
Student 1D Student Name site Form Score Raw Score Date . . .
orsiomn [ruratru | foancarpes | [oen (217 |14 |uzeiefoemn criteria, and then Refresh the list.

« Filter by: Site, Student, Test in Current Program Year, Test Is Net Locater

o Test results listed are also exportable to a CSV
file.

e Attopright,

'Trayla B Ford'

o Click the back link and return to the
Student Demographics list.

/2015 12:48:50 AM

e C(lick the back link again and return to the

Demographics main menu.
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Step Screen Description
18. e Notice that eTests Online does not have a

Test Results

Reports Menu.

e This is because all reports are generated
m through TOPSpro Enterprise Online, or TE.

e Now you will practice retrieving Test Results
m from TE Online.

e Attopright,

Application Management

o Click the logout link.

20. e This returns you to the login screen however,
8E) you are not completely disconnected from the
application or server.

Application Management Login

o For security, at top left,

= (Click the browser back-arrow.

DEMO #2 Results from TE Online

21.

/6 CASAS cTests RHAS — Simulation - Internet Explorer e To access TOPSpro Enterprise Online for the
A —_—

L SA N IET https://etestsonline. org rolinghills/ ,Oj % |ﬁ| firSt tlme on a local Computer,

| TE Client (Install) Help

o At top left of the web browser window,
= (Click TE Client, or
= Install link.

e A client application will install on the local
computer to connect with the online server.

22 e A TE shortcut icon is automatically placed on

E the computer desktop.

L

TOPSpro e If you are a user who will access TE frequently,
Eﬁgn 4 _, 2 you may want to pin the shortcut icon to your

Taskbar along the bottom of your computer
monitor for quick access when other

a az = % .3 — ]‘ applications are open on your screen.

Return to Table of Contents | CASAS eTests Online Help Documentation ©2016 CASAS. All rights reserved. 47

[ 7start



https://www.casas.org/product-overviews/software/casas-etests/etests-online-help

eTests |

Test Administration

Step
23.

Screen

Server:

o)

eTests Online - https//etestsoflline.orgy..

/

TOPSpro

enterprise

eTests Online - https://etel

California - eTests Online - bftps://ca.stestsonline.org/...

Miami Dade - eTests Onlingf - https://etestsonline.org/MiamiDade/..

Washington - eTests Onligle -_https://etestsanline.org/Washingtan/..

Rolling Hills - Simulatiori - https://etestsonline.org/RollingHills/...

Description

e TE opens to a log in screen similar to eTests
Online except that you need to specify the
Server from the drop-down menu.

You will be connecting to the RHAS
Simulation Server for this demo.

Archive: eTests Online - https://etestsonline.org/Archive2010-2014/...

Summer Institute 1 - https://etestsonline.org/Summerinstitute1//...

Summer Institute 2 - 2/t

N Summer Institute 3 - 9/

.. manage connections ...

Note! For training with the Rolling Hills
Adult School (RHAS) Simulation Server,
select —

Server:
Rolling Hills — Simulation
https://etestsonline.org/RollingHills/

24.

The Simulation Server has generic accounts for
administrator, coordinator, proctor, and
teachers so that you may experience different
types of user access.

Coordinators and proctors do not
automatically have access to TE Online.

o Access to TE may be granted by the
agency to anyone with or without
coordinator or proctor certification.

Server:

[ Rolling Hills - eTests Simulati... =¥

State/Agency(/Site):
| 4908

User:

TOPSpro

. \ coordinator23@rhas.org
enterprise

Password:

Unauthorized access to personally
identifiable information is a violation

View Organization Records Reports Tools Help

Users enter the same log in credentials to
access eTests Online and TE Online because
there is only one database shared between
both applications.
o Enter Teacher credentials.
» User: teacher##@rhas.org.

=  Password: teacher.

o Click Connect to establish connection to
the online server.

e TE opens to an empty screen.

All data and reports are displayed from
accessing menus along the top left.
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Screen Description

26. User: Coordinator 23 23 Vers “ o At top rlght displays the —

o Logged-on User (Teacher)
o Application Version (2.0 build)
o General screen Controls (icons)

e All user activity is tracked and recorded in the
online system.

o Soitisimportant not to share log in
credentials unless you are willing to take
responsibility for someone else’s actions.

27. _ e To view a list of Test Results as seen in eTests
Records I Online but now from TE,

Students g

Classes S o Click Records, and then
__Programs P

Tests o Click Tests.

Certificates

Employment History e Users may have access to different menus and

Places of Employment data functions in TE based on the TE Access
L — Group in which their user account is placed.

e TE functions like a web browser with tabs
along the top to display information contained
on the screen.

e Lists of records display and function as if you
are working with a spreadsheet.

e To change the Sort order,

o Click the up- and down-arrow in any
column.
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Screen Description

29_ E View Organization Records Reports Tools Scoring Help [ ) TO search for a speCifiC St‘[_ldent,

(new & [PERERENTIATVNERSSIRAN Aqgregated 5 W subsites iz l Fitter 7|

o From the Name column header,

+ StudentID | & Name H sﬁi““‘e“t : Fo
_ . . .
-1l *  Click the Filter icon and look for your
_ North City 544443936 Islans with| ¥ [Soﬂa . .
NemhCiy 512333731 ok | proes fictitious student.
11 - North City 569077777 Chu Leng 0, 2016 086R
11 - North City 518204444 Alberto Perez 6/22/2016 085R

¢ You can also set multiple filters.

o From the Toolbar,

Fixed Form, Appraisal ™

Assessment Type
L

= (Click the Filter button.

6/29/2016

6/22/2015 | Filter:| (Default ) ot Fitter &) [ ox |
6/22/2016 086R 226 21 Normal Yes No .
* C(Click OK to close.

31. |E=r=n sort £ -~ 1| e Todisplay Group Tests Results for a specified

Assessment | o pory o Sotle | o Raw | RS date range as you did in eTests Online,
r . . Reason v
corenmors [7] o(svas [en[smveve B o From the Assessment Date column,
[ ok |
6/22/2016 085R 224 20 Normal Ves . Click the Filter icon,

=  Enter From and To dates, and

= (lick OK.
o A filtered list now displays with Test records for
[ R o e e =] the specified date range.
- sita. student 1D Name Sieessment | < rorm | ¢ ::: = Accurats | = ::'mﬂm

4308 / 11 - Mort

33. e TE gives you additional options for exporting
test results.

e From the Toolbar at top of the filtered list,

o Click Export.

e Export outputs the list as displayed on the screen
to a CSYV file like eTests Online.

e 3 party Export also outputs the list to a CSV but
this type of file is only importable to an external
database.

50 © 2016 CASAS. All rights reserved. CASAS eTests Online Help Documentation | Return to Table of Contents


https://www.casas.org/product-overviews/software/casas-etests/etests-online-help

Test Administration ‘eTeS!g

Screen Description

34.

e From the Toolbar at top of the filtered list,

Do R perau [~ . .
o Click Print.

Title: [Gmup Test Results for June 22, 2015

Print Size: [ﬁ Portrait (e Landscape () Double-Portrait ' Unlimited Page WithJ
Selected columas Avalable columns e Print gives you the option to create an ad hoc
Site <- add Assessment Type

report, for example —

Student ID

Full name

Assessment Date

Form :

Scsle Score o Enter a Title for your report.

Is Accurate
Is Conservative Estimate

[ rirst ) up_Joown | Last

Cancel

o Select a Print Size.

o Select Columns.

o Click Preview.

e The ad hoc report will display in a new tab
along the top of your view.

06122015
154343

Group Tesi Results for June 22, 2015

o T www o w = ¢ Information displays for the ad hoc report in
A — . the same sort order as the list of Test records.

o If you want to list students in
alphabetical order on your ad hoc report,
go back to the list of Test records.

= Sort the Name column, and then

*  Set-up the report.

36. e To compare information displayed on both
tabs,

Close All Pages
Close And Move Pages o At top rlght,

~ New Horizontal Page Group

|| New \l’ertit:al Page Group s Click Pages.
Open All Lists Here
Open All EditfViews Here

e From the drop-down menu,

Tesis

. Group Test Results...

o Select New Horizontal Page Group.
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38.

Drag and drop the Group Test Results tab
from the top page to the page at the bottom of
your screen.

This practice exercise gives you a glimpse of
TE’s dynamic capabilities.

Group Test Results...

[iceep session &

From the Toolbar of the Group Test Results
report in the bottom Page,

o Click Export.

39.

40.

By default, ad hoc reports save in PDF format.

o Click the File Type down-arrow to see a
menu for outputting results in additional
file types such as an Excel workbook.

™= Export report =5
@U-|- Desktop » « [ #|[ Search Desktop 2]
asiaigsults for June 22, 2015 =
Save a5 type: | Adobe PDF -
Adobe PDF
ICH ormat
 Browse Folders  yyord pocument
L PowerPoint Document
—xp; r’
Comma Separated Values
Excel 97-2003 Workbook
Excel 2007 Workbook
Group Test Results... [}

41.

Also from the Toolbar of the Group Test
Results report in the bottom Page,

o Print is available without exporting to
save the report.

Ad hoc reports cannot be saved in TE.

Only preformatted reports from the Reports
menu can be saved in TE.

Close With All Pages
Close And Move Pages
£/ New Horizontal Page Group
| | New Vertical Page Group
Open All Lists Here
Open All Edit/Views Here

Tests

%

To clear your screen, at far right,
o Click Pages, and

o Click Close With All Pages.
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Test Administration

‘ eTests

Screen

Step

Unlock
Lock
Connect

Disconnect
Change Password

Options...

Exit

42. ﬂ View Organi

Description

When you are finished working in TE, at top
left,

o Click the TE icon.

* (Lock your screen if you plan to
return and continue working.)

43. ﬂ View Organi

Unlock

Lock

Connoct

Disconnect

dange Fassword

Options...

Exit l

= (Click to Disconnect from the server.

Unlock

Lock

Connect
Disconnect
Change Password

Options...

Exit J

This returns you to the login screen however,
you are not completely disconnected from the
application.

o For security,

» C(Click Exit.

NOTES
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eTeSL‘Sf‘ Test Administration

Steps to Interrupt a Test-in-Progress
Overview
¢ Under certain circumstances, a proctor may need to Interrupt a Test during administration.

e All agencies should have a local policy for "permissible" interruptions that will not likely
compromise the integrity of the assessment.

e Tests can only be interrupted when the student is in protected test content, not in practice.

e Proctors may Interrupt a Test from the —
o Testing Station, or the

o Management Console.

e Depending on where the interruption is initiated, the online application behaves slightly
different.

o From the Testing Station —

* Proctors use the Ctrl + E key-command.

o From the Management Console —

= Proctors use an Intervene button.

e The following exercises will walk through steps using both methods for comparison to —
1. Pause and Return to a test
2. End and Score a test
3. Cancel and Delete a test
4

Exit and Suspend a test

Note! To proceed with Steps to Interrupt a Test in Progress —

e Set two tabs in your web browser window both pointing to the RHAS Simulation Server.

o You will use the first tab to simulate the eTests Online Management Console.

o You will use the second tab to simulate the Testing Station.
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Test Administration

eTests

Step Screen Description
1. |/ \ | ® From Application Management Login,
Agency(/Site): 4908
User: proctor23@rhas.org o Enter Proctor credentials.
Password: eccccee
e — = User: proctor##@rhas.org.
identifiable information is a violation
of state and federal law.
m » Password: proctor.
o Click Login.
2. e From Application Management,
.
m o Click Testing Sessions.
3. Tl e e Filter Testing Sessions to minimize the list
o and only display sessions —
L o o For your Site, and
oo e = o For your Lab.
e Click Refresh.
e Collapse the Filter.
4. Testing Sessions e For demonstration, you will only use the
Intake session for Level A.
l: o Click Start for the Level A session.
* Acknowledge responsibilities.
= Set hours, and then
o Click Start.
5. Session Activity e At bottom right of the Session Activity

Sessicn Full Hama: 2014-15 (LABAC - Intake: Level A) Manags

site: e Sassion Start: 7/1/2014 / 00:00
Proctor 23 23 Suparvise End: 6/15/2015 / 18:42
Status: Active Session End: 7/1/2015 / 00:00

Refresh

Test Start Time Left Questions. Last Activity Class 10

Remova | AC-01 (Assessment Centar)

window,

o Add your computer Station.
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eTestg" Test Administration

Step Screen Description
DEMO #1 Testing Station > Pause/Return to test
6. e The first demonstration will be to briefly pause
a test and then return to the test.
» e From the Testing Station browser tab.
&= ..
4 o Click Administer Test, and
( — ) o Click Run to connect to the server and
download the test-delivery system.
7. 7| e Asanew student at the Testing Station,
Welcome to o Enter a “unique” Identification Code.
o Enter a fictitious Name.
8. Review Pa ge e (lick to Save the new student record.
Id 123
Fl_rsl Name: Mary
9. Test Menu e At the Test Menu,
o Click the Reading Test button.
Reading Test
rorm 08:R e After Directions and Practice,
Math Test o Answers:
Form 031M
= Practicel=B
Listening Test .
Form 981L = Practice2=C
e C(lick to Begin the test.
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Test Administration

eTests

Screen

Step
10.

Name Dept.

Sales

3. How do you takk to Chris Hoang?

324
338
312
316

Joe Cruz
Nancy Gilbert
Chris Hoang

1 /go to the Sales Department

Advertising go to the Advertising Department

Development < call extension 312

n  call extension 316
Sally Weiss Sales

I'don't know.

Description
e Apply a few random answers.

e Now, Interrupt the Test.
e Atbottom left of the keyboard.
o Click the Ctrl + E key-command.
Note! You may need to click on an Answer or the

Forward arrow to reactivate the test screen and
present options to interrupt the test.

11.

Score the test and end it now
(no possibility to return to the test)

Do not score the test and end it now
(all answers will be deleted)

Exit
(student logs in at a later time to finish)

Return to test

Note! Use caution when allowing a student
to briefly step away from testing.

e You are presented with four options.

1. End and Score the test

2. Cancel and Delete the test
3. Exit and Suspend the test
4

Return to the test

e Using the Ctrl + E key-command momentarily
interrupts the test and pauses the test timer.

e After momentarily interrupting the test —
o Click the Return to test option and allow

the student to continue and finish the
test.

12.

Ext.
324
338
312
316

Name Dept.

Sales

3. How do you talk to Chris Hoang?

Joe Cruz
Nancy Gilbert
Chris Hoang

go to the Sales Department

Advertising go to the Advertising Department

Development  call extension 312

_ call extension 316
Sally Weiss Sales S

I don't know.

e The test continues at the same place where it
was interrupted.

e The test-timer will also start-up again with
remaining time to complete the test.

¢ One WTU is decremented when the test is
finished.

e Continue to apply random answers to a few
more items.
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eTests |

Test Administration

Step

14.

Screen

DEMO #2

Description

Testing Station > Score the test

Score the test and end it now

(no possibility to return to the test)

Remember! You may need to click on an
Answer or the Forward arrow to reactivate
the test screen.

If you observe a student struggling through a
test, or if the student indicates they are
struggling, or that they are finished,

And you believe the student spent enough
time on the test even though time remains to
complete the test,

Interrupt and Score the Test-in-progress.

o Click the Ctrl + E key-command.

o Click Score the test option to end, score,
and record the test.

eTests Online Personal Score Report

rm 0B1R is 151*.

understand your score

The test will end without the student finishing.

The student has no possibility to return to this
test.

The test is scored and recorded.

The Personal Score Report (PSR) displays
with summary results.

One WTU is decremented because the test was
ended.

Click the forward Arrow and return to the
Test Menu.

DEMO #3

Testing Station > Cancel the Test

Now, begin another test and this time, you will
cancel it without scoring or recording.
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Test Administration

eTests

Step Screen Description
15. Test Menu e At the Test Menu,

o The Reading button should be disabled
because you just ended and scored the
test.

Math Test
Form 031M * By default, the online system
— disallows the same modality in the
rom Bt same day.
e Now continuing,
o Click the Math Test button.
16. e After Directions and Practice,

7649
+5183

17.

Remember! You may need to click on an
Answer or the Forward arrow to reactivate
the test screen.

o Answers:
= Practice1=B

= Practice2=D
Click to Begin the test.
Apply a few random answers.

Filling in the blank for whatever reason to
interrupt and cancel a test-in-progress,

o Click the Ctrl + E key-command.

Do not score the test and end it now

(all answers will be deleted)

Click the Do not score the test and end it now
option.

This will Cancel the test.

All answers that were applied on the test are
now deleted and cannot be retrieved.
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eTests ‘

Test Administration

Step Screen Description
18. Test Menu e The screen automatically returns to the Test
Menu.
e Because the test was not scored or recorded,
the Math Test button is still enabled.
Math Test
Form 031M o If this option is used during a pretest after the
Locator is completed,
Listening Test
Form 981L
o The application deletes the pretest but
not results from the Locator.

* One WTU is decremented for the
completed Locator.

* No WTU is decremented if the
cancelled test is a progress test (pre-
and post).

DEMO #4 Management Console > Abort the Test

PREP ¢ Now you will go through the same options to
: Interrupt a Test but this time from the

STEPS! Management Console.

19. PREP STEP #1 ATTENTION: Everyone!
Mary A. Smith[ loaout e At top right of the Testing Application,
o Click the logout link.

20. PREP STEP #2 o Click the exit link.

station management

60 © 2016 CASAS. All rights reserved.
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Test Administration

‘ eTests

Step Screen Description
21. PREP STEP #3 e From the Management Console browser tab,
Remember! This is the first tab in your
browser window.
| Session Activity
S —
e T stz ) o At the Session Activity window,
| — =
E— — ” o Click the Manage button.
22 PREP STEP #4 o Click to Stop the session.
1 am Proctor 33 33.
A 1 acknowledge full responsibility for the proper conduct of managing this testing session.
1 will supervise each examinee at each testing station throughout the duration of the testing session.
1 will faithfully execute all of my duties as a proctor for which I have been trained.
1 agree to uphold the testing code of ethics and will abide by all test security procedures.
Select maximum hours you are assigned to proctor: .
Suspend Comm‘ Stop Il;ancen |
23. PREP STEP #5
ATTENTION: Everyone!
To proceed with the following exercises, you will need to either pair with someone to play
Proctor and Student roles or use two computers.
e So that you have view of each other’'s e Using two computers,
screen ) )
I/’ o with th 4 o Setboth to the RHAS Simulation Server
o air-with the person seated next . . .
P (https://etestsonline.org/RollingHills/).
to you and decide -
= Who will be the Proctor, and o You will use one computer to simulate
*  Who will be the Student. the eTests Online Management Console
o You may also have a group of (Proctor).
three with — .
One Proctor in the middl q o You will use the second computer to
. ne Proctor in the middle, an . . .
L simulate the Testing Station (Student).
= Two Students on each side.
24' ‘:) €T https://etestsonline.org/roll O ~ ﬂ' |¢I CASAS eTests RHAS - Simul... X ‘e‘c.asm eTests RHAS - Simulati... ” ATTENTION: Pro CtorS!
eTests Online - Rolling Hills Adult Schooy vy 13s curo 12.00:05 AM
e Seeiee e From the Management Console browser tab,
ey e s o Click Start for the Level A Intake
session.
Session Full Name
i - = = 141 (elld ] R'AF—[M Lit)
| Edit v ‘ Start ‘ Tests ‘DE\B(B H Copy ‘2014'15 AC (LAB:AC - Intake: Level A)
Edit /| Start | Tests | Delete | Copy | 2014-15 AC (LAB:AC - Intake: Locator + Pretest)
| Edit ‘ v ‘ Start ‘ Tests ‘De\ete ” Copy ‘ 2014-15 AC (LAB:AC - Post-test)
| Edit ‘ Ly ‘ Start ‘ Tests ‘Da\ete U Copy | 2014-15 AC (LAB:AC - Practice Tests)
Iﬂ E Tests [DE\B(B ”U;p‘f‘ 2014-15 AC (LAB:AC - Registration w/Practice)
I Edit | \ [ Start ‘ Tests [Da\ete V Copy. ‘ 2014-15 AC (LAB:AC - Retest Same Day)
IT‘ I Start ‘ Tests {De\ete “ Copy | 2014-15 AC (LAB:AC - Returning after 00+ days abser]
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Test Administration

Description
e Atbottom right of the Session Activity
window,

o Add student testing Station(s).

o Don’t add your station!

26.

RHAS - Simulation Server

r— eTes!.im [

ATTENTION: Students!
(Lend your Proctor a helping hand.)

e From your Testing Station tab,
o Click Administer Test.

o Run the executable file to connect to the
server and download the test-delivery

system.
27. 7 o At the Testing Station,
&SWS' o Enter your same “unique” Identification
Code from the last demo.
{ )
28. e Click Yes to confirm your Identification, or
ith ?
Are you Mary A. Smith o Click No and re-enter your “unique”
fictitious ID if needed.
Note! You should not be presented with Data
Collection screens when using the same fictitious
student from the previous exercise.
29. e Click the Math Test button again.

Test Menu

Math Test
Form 031M

Listening Test
Form 981L

62 | © 2016 CASAS. All rights reserved.

CASAS eTests Online Help Documentation | Return to Table of Contents



https://www.casas.org/product-overviews/software/casas-etests/etests-online-help

Test Administration

eTests

Step Screen Description
30. e After Directions and Practice,
o Answers:
1 = Practice1=B
Rir o
o — » Practice2=D
| don knaw. .
e C(lick to Begin the test.
e Apply a few random answers.
31. . . e Now draw attention to the Proctor’s screen.
Session Activity
Session Full Name: 2014-15 (Intake: Level A) e This time, the Intervene button will be used

Site:
Supervisor:
Status:

North Campus
Proctor 23 23
Active

Show Configuration

Station Full Name Student Status  Test Form Test St

Remove AC-01 (Assessment Centdh) |Intervene 1f13 - Mary Smith Logged In 031M 5/13/2015

from the Session Activity window to interrupt
the test-in-progress.

ATTENTION: Proctors!

e Click Refresh from the Session Activity
window.
e Click Intervene for the test-in-progress.

32, | Student Session Hanagement e A Student Session Management pop-up gives
Station: AC-01 Laboratory: Assessment Center you Simﬂar Options as When usu'lg the Ctrl + E
Station's Current Student: 123 - Mary Smith  Test in progress: 031M key-command from the Testing Station.

Forcefully terminate student testing session (end current test). . .
. . o Score is the same option as Score at the
Record current given answers and score the test. Score \ . .
Abort the test, all answers given will be discarded! Abort \ TeStlng Statlon'
Suspend student testing session and disconnect the student. O Abort is the same Option as Do not score
Testing can be resumed later or in other session. Disconnect \ at the Testing Station.
L Cancel | o Disconnect is the same option as Exit at
the Testing Station.
ATTENTION: Proctors!
e Tointerrupt this test and not score it,

o Click Abort.
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eTests ‘

Test Administration

Step Screen Description
33. “ | o Click OK to confirm that you want to Cancel
Are you sure you want to terminate this test? the Test-in—progress.
@ This operation cannot be undone!
o The testis ended and not scored.
o All answers are deleted and cannot be
retrieved.
¢ One WTU is decremented for a completed
Locator.
o No WTU is decremented if the cancelled test is
a progress test (pre- and post).
34. ¢ When Intervene is used at the Management
Console,
o The Proctor must remember to clear the
Rirs Test Screen on the Testing Station.
* This is because the test-delivery
system was interrupted.
ATTENTION: Students!
Remember! You may need to click on an )
Answer or the Forward arrow to reactivate the e Lend your Proctor a helping hand and clear
test screen. your screen.
35. “ | A pop-up message informs the proctor and
The testing session state is invalid for this request. stu dent Of the interruption.
Z i \ Please press OK to restart the application.
o Click OK.
36. Welcome to e The student is automatically logged out of the

AS

eTests Online

Enter your ID

Testing Application, and

e The test screen automatically returns to the ID
screen.

64 | © 2016 CASAS. All rights reserved.
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Test Administration

‘ eTests

Step Screen Description
DEMO #5 Management Console > Score the Test
e For the next demonstration, you will Score the
test from the Management Console.
37. ATTENTION: Students!
Are you Mary A. Smith ?
e At the Testing Station,
o Enter the same “unique” Identification
Code for your fictitious student, and
o Click Yes to confirm Identification.
38. Test Menu e At the Test Menu,
_ o Click the Math Test button again.
e Because the math test was not scored or
: recorded in the previous demo, the Math Test
button should still be enabled.
39. e After Directions and Practice,
o Answers:
= Practicel1=B
i
T = Practice2=D
e C(lick to Begin the test.
e Apply a few random answers.
40. . L e Now draw attention again to the Proctor’s
Session Activity
screen.
Session Full Name: 2014-15 (Intake: Level A)

Supervisor:
Status:

Show Configuration
Station Full Name

Remove AC-01 (Assessment Centlr) |Intervene 128 - Mary Smith Logged In 031M

Proctor 23 23
Active

Student

Status  Test Form

Test St

5/13/2015

ATTENTION: Proctors!
e Click Refresh from Session Activity.

e (lick Intervene to interrupt and Score the test-
in-progress.
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Test Administration

Step Screen Description
4]. ||StudentSession Hanagement e From the Student Session Management pop-
Station: AC-01  Laboratory: Assessment Center up’
Station's Current Student: 122 - Mary Smith  Test in progress: 021M
Forcefully terminate student testing session (end current ), @) Chck SCOl‘e_
Record current given answers and score the test. r Score J
Abort the test, all answers given will be discarded! | Abort ‘ ° "[he test Will end and answers Wlll be recorded
Suspend student testing session and disconnect the student.
Testing can be resumed later or in other session. Disconnect \
Cancel |
42, “ || o From the second pop-up,
Are you sure you want to terminate this test?
@ This operation cannot be undone! o Click OK to confirm
o The test ends and the student has no
possibility to finish the test.
e One WTU is decremented because the test was
ended, scored, and recorded.
43. e Again, when Intervene is used at the
Management Console,
oo o The Proctor must remember to clear the
o Test Screen because the test-delivery
system was interrupted.
ATTENTION: Students!
! i .
Remember! You may need to click onan ¢ Lend your Proctor a helping hand and clear
Answer or the Forward arrow to reactivate the
your screen.
test screen.
44. “| e Click OK to the pop-up message.

The testing session state is invalid for this request.
A Please press OK to restart the application.
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Test Administration

el es!“sf

Step
45.

Screen

Welcome to

AS

eTests Online

Enter your ID

Description
e The student is automatically logged out of the
Testing Application.

e The test screen automatically returns to the ID
screen.

Note! When you Score the Test from the
Management Console,

o The Personal Score Report (PSR) is not
displayed at the Testing Station.

o A copy of the PSR may be retrieved from
TE.

NOTES
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Test Administration

Steps to Reconnect a Suspended Test

and Student roles or use two computers.

e So that you have view of each other’s
screen,

you and decide -
= Who will be the Proctor, and
= Who will be the Student.

with -
= One Proctor in the middle, and
=  Two Students on each side.

o Pair-with the person seated next to

o You may also have a group of three

PREP STEP!

To proceed with the following exercises, you will need to either pair with someone to play Proctor

Using two computers,

o Set both to the RHAS Simulation Server

(https://etestsonline.org/RollingHills/).

You will use one computer to simulate the
eTests Online Management Console
(Proctor).

o You will use the second computer to

simulate the Testing Station (Student).

eTests Online - Rolling Hills Adult Sche. *

Application Management

station management

Step Screen Description
DEMO #1 Testing Station > Exit the test
1. e Before you continue,
PREP STEPS!

o Proctors, log out of the Management
Console.

o Students, exit the Testing Station
screen.

Switch Proctor and Student roles.

When ready, the next steps will walk you
through how to Exit or Suspend a test from
the Testing Station.

Agency(/Site): 4908

User: proctor23@rhas.org

Password: [TTYYYY]

Unauthorized access to personally
identifiable information is a violation
of state and federal law.

A

4

ATTENTION: Proctors!

From Application Management Login,
o Enter Proctor credentials.
* User: proctor##@rhas.org.
* Password: proctor.

o Click Login.

6 8 | © 2016 CASAS. All rights reserved.
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Test Administration ‘eTeS!g

Step Screen Description

3. Testing Sessions
Test Results o Click Testing Sessions.
Testing Stations

From Application Management,

4 Testing Sessions

Filter Testing Sessions to minimize the list
and only display sessions for your Site and in

your Lab.

Click Refresh.

Collapse the Filter.

5. Testing Sessions For demonstration, you will continue to use

the Intake session for Level A.

o Click Start for the Level A session.

* Acknowledge responsibilities,

= Set hours, and then

o Click Start.

6. e Atbottom right of the Session Activity
window,
o Add student Testing Station(s).
o Don’t add your station!
7. ATTENTION: Students!

(Lend your Proctor a helping hand.)

RHAS - Simulation Server

n e From your Testing Station tab,

o Click Administer Test.

o Run the executable file to connect to the
server and download the test-delivery
system.
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eTests ‘

Test Administration

Step Screen Description
8. 7| e Asanew student at the Testing Station,
Welcome to o Enter a “unique” Identification Code.
o Enter a fictitious Name.
9. Review Pa ge e (lick to Save the new student record.
Id: 456
Fi_rsl Name: John
10. e At the Test Menu,
s [ L o Click the Reading Test button.
e After Directions and Practice,
N
Form 031M
e
Listening Test
Form 981L .
= Practice2=C
e Click to Begin the test.
11. e Apply a few random answers.

Name Dept. Ext.
324
338
312

316

3. How do you talk to Chris Hoang?

Joe Cruz Sales
Nancy Gilbert

Chris Hoang

_igo to the Sales Department
g0 1o the Advertising Department

Advertising

Development  call extension 312

i call extension 316

Sally Weiss Sales

I don't know.

12.

¢ Now Interrupt the Test at the Testing Station.
o Click the Ctrl + E key-command.

Remember! You may need to click on an Answer
or the Forward arrow to reactivate the test screen.

Exit

(student logs in at a later time to finish)

Caution! Careful consideration should be
given to suspending tests so the integrity of the

assessment is not compromised.

¢ From the four options when Interrupting a
Test,

o Click Exit to Suspend the test and allow
the student to finish later.
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Test Administration

eTests

Step Screen Description
13. Welcome to e The student is automatically logged out of the
m Testing Application, and
eTests Online e The application automatically returns to the ID|
Enter your ID screen.
DEMO #2 Management Console > Disconnect the Test
e Suspended tests must be disconnected from the active Testing Station.
o This allows the Station to stay in use.
o Allows the student to return and continue from any Station.
o Allows the Proctor to stop the Session when finished Administering Tests.
14, [0t e o 5 o] 2 e s - =7 7| e For example, draw attention to the Proctor’s

eTests Online - Rolling Hills Adult Sl wal B/IR/I015 5:28:10 M

User: Proctor 2323 A eaffemm— f back

Session Activity

Session Full Name: 2014-15 (LAB:AC - Intake: Level A)
site: Cantral Library
Suparvisor: Proctor 23 23

Manage
Session Start: 7/1/f{014 / 00:00

Supervise End: 6/
Session End: 7/1/2015 / 00:00
Refresh

Status: Active

Show Configuration

Station Full Name Student Status  TestForm  TestStart  Time Left Questic

ATTENTION: Proctors!

screen.

T SR P T e P PP e From the Management Console browser tab,
o Click Manage.
e ; ;

15. e C(lick to Stop the Session.

1 am Proctor 33 33,

A 1 acknowledge full responsibility for the proper conduct of managing this testing session.

1 will supervise each examinee at each testing station throughout the duration of the testing session.

1 will faithfully execute all of my duties as a proctor for which I have been trained.

1 agree to uphold the testing code of ethics and will abide by all test security procedures.

Select maximum hours you are assigned to p; -

Suspend Conun\‘ stop || ancel |
16. e A pop-up warns the Proctor that a test is still
i E A testing session cannot be stopped when students are taking tests. 11’1 progress at the testlng Station

o Click OK to proceed and disconnect the
test so that it becomes suspended.
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eTests |

Test Administration

Step Screen Description
17. i . e From the Session Activity window,
Session Activity
S T R e e ) o Click Intervene for the Student and
provime  Cam Station where the test was exited.
Show Configuration |
Station Full Name Student Status  Test Form Test St
ARem:Ve : AC-01 (Assessment Centel lntervene’ 56 - John Smith  Inactive 081R 5/14/2015
18, | StudentSession Hanagement e From the Student Session Management pop-
Station: AC-01  Laboratory: Assessment Center up’
Station's Current Student: 456 - John Smith  Test in progress: 081R
Forcefully terminate student testing session (end current test). @) CliCk DiSCOHneCt.
Record current given answers and score the test. | Score
Abort the test, all answers given will be discarded! | Abort
Suspend student testing session and disconnect the stu
Testing can be resumed later or in other session. | Disconnect
Cancel
e The Station is now available for the next
Session Activity student, and
g weermzz | e The Session may be stopped when all testing

is finished.

DEMO #3

Testing Station > Request

When the student returns to complete the test, the suspended test must be reconnected.

This involves a two-step process:

1. The Student must first log in at a Testing Station.

2. The Proctor must then reconnect the suspended test.
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Test Administration

‘ eTests

Step Screen Description
20. Welcome to ¢ The student may return to finish the test on
any Testing Station at any Site.
ATTENTION: Students!
Enter your ID e At the Testing Station,
o Enter the same “unique” Identification
Code for your fictitious student.
21. o Click Yes to confirm Identification.
Are you John J. Smith ?
22, Welcome to ATTENTION: Everyone!
eTests Online . 7
e Draw attention to the Student’s screen.
Your last test was suspended and needs to be reconnected.
Note to proctor: Click the Intervene button from the Session Activity window.
Aefresh cancel e When a student’s last test was suspended,

o A message will display at the Test Menu
with a note for the Proctor to Intervene
before the student can proceed.

DEMO #4 Management Console > Request
e A suspended test must be reconnected to an active session for the student to finish.
¢ Do this from the Management Console at the Session Activity window.
23' e‘\c}) €T https://etestsonl ..QHTM L Er‘e'l' CASAS eTests RHAS - Simul ‘e‘ ASAS €Tests RHAS - Simulati... ‘” ATTENTION: Everyone!
: e Draw attention to the Proctor’s screen.
Session Activity
Session Full Name: 2014-15 (LAB:AC - Intake: Level A) ATTENTION: PrOCtorS!
~—1 e From the Management Console,
LRemuve; AC-01 (Assessment Cenler)‘lntewene 456 - John ). Sfith REQUEST OSfiR 6/18/2015 / 17: 14 0o You Will See a REQUEST Status from the
Session Activity window.
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eTests ‘

Test Administration

Step Screen Description
24. e From the Session Activity window,
eTests Online - Rolling Hills Adult School
Session Activity o Click Refresh if needed.
Session Full Name: 2014-15 (I.AB:AC - Intake: Level A)
e o Click Intervene for the Student and
[ show contgurgon | Station with the REQUEST.
Station Full Name}f Student Status Test Form Test Start
Remcve‘ AC-01 (Assessment Cerfiler) ‘[nlemene 45cf- John J. Smith REQUEST 081R 6/18/2015 / 17:1¢
25, || Student Session Management e From the Student Session Management
Station: AC-01 Laboratory: Assessment Center popup/
Student Requiring Access: 456 - John Smith  Test in progress: 081R
Reconnect student testing session to this session. | Reconnect | O Clle Reconnect.
[ Cancel ]
' ' e The student may now continue and finish the
test.
26. Welcome to ATTENTION: Students!
eTests Online . .
e At the Testing Station,
Your last test was suspended and needs to be reconnected.
Note to pi Llinloth, L2 from the S ion Activity window.
Refresh . .
o Click Refresh or Next to continue.
27. e The Test Screen opens at the same place where
the test was interrupted and suspended.
Name Dept. Ext. 3. How do you talk to Chris Hoang?
o8 Gz Sales s24 a0 e Soes Dparment e The test-timer starts again with remaining time
Nancy Gilbert | Advertising 338 g0 10 the Advertising Department
GhiisHoang | Development | 312 ot xnson 2 to complete the test.
Sally Weiss Sales 316 - ::::':if" 2
*| ¢ One WTU is decremented when the test is
finished.
¢ Continue to randomly answer a few more
items.
DEMO #5 Management Console > Disconnect the Test

Now reverse the process and instead of suspending the test at the Testing Station, suspend

the test from the Management Console.

Draw attention again to the Proctor’s screen.
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Test Administration

‘ eTests

Ste Screen

Description

& casasetess ATTENTION: Proctors!
Session Activity e At the Management Console from the Session
Activity window,
Session Full Name: 2014-15 (LAB:AC* Intake: Level A)
Site: Central Library
Supervisor: Pm-clor 2323
| [Sonceizimion) o (Click Intervene for the Student and
Station Full Name Student Status Test Form Test Start . .
| Remove | AC-01 (Assessment Cent ) Intervene | 486 - John J. Smith LDgged In 081R 6/18/2015 / 17:5 Statlon Where the teSt Wlll be
Suspended.
29, | StudentSession Hanagement e From the Student Session Management pop-
Station: AC-01  Laboratory: Assessment Center up’
Station's Current Student: 456 - John Smith  Test in progress: 081R
Forcefully terminate student testing session (end current test). (@) Clle DiSCOHnect.
Record current given answers and score the test. | Score
Abort the test, all answers given will be discarded! | Abort
Suspend student testing session and disconnect the stud
Testing can be resumed later or in other session. | Disconnect
Cancel
30. e The Station is now available for the next
BT~
e, T student.
Seelonlfcti o e  When testing is finished for the Session,
iz ) Session Start: 7/1/§014 / 00:00
- oS o The Proctor must remember to —
Show Configuration Refresh
| station Full Name Student Stalus TestForm  TestStart  Time Left Questic
e — » Click Manage from the Session
Activity window, and then
= Stop the Session.
31. Remember! Whenever there is an interruption to
the test-delivery system at the Testing Station,
Name Dept. Ext. 3. How do you talk to Chris Hoang? \
Jos Cruz Sales 324 T o The Proctor must remember to clear the
Nancy Gilbert Advertising 338 go fo the Advertising Department
Chris Hoang Development 312 Ll e oy TeSt Screen~
- . call extension 316
Sally Weiss Sales 316
/1 don't know.
ATTENTION: Students!
. e Lend your Proctor a helping hand and clear
Remember! You may need to click on an y pmng
. our screen.
Answer or the Forward arrow to reactivate y
the test screen.
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eTeS!g‘ Test Administration

Step Screen Description
32. “| o Click OK to the message about the
The testing session state is invalid for this request. int errupti on.
A Please press OK to restart the application.

33. Welcome to e The student is automatically logged out of the
m Testing Application, and
eTests Online o The Test Screen returns to Refresh.

There is no test session scheduled to start.

e The Suspended test will remain suspended
Refresh . ..
_ indefinitely.

34. station management | exit e Click Exit to close the Testing Application.

NOTES
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Test Administration eTests

ACTIVITY: Basic Steps for Web-Based Testing

e So that you have view of each other’s screen, pair-with the person seated next to you and decide —
o  Who will be the Proctor, and
o Who will be the Student.

¢ You may also have a group of three with —
o  One Proctor in the middle, and

o Two Students on each side.

Check boxes during Role-Play Activities

Switch roles with each exercise = EXERCISE 1 EXERCISE 2 EXERCISE 3
Intake: Beg. Lit. Intake: Level A
ROLE . Post-Test
(Reading) (Math)

PROCTOR - Manage Session

SIGN IN — Management Console D D
START — testing session

PROCTOR - Administer Test

RUN — CASASTests.exe file on
student computer

O O
ADD - student station D D
O O

O OO0

STUDENT - Begin Test

O
O
O

ENTER - “unique” ID

PROCTOR - Manage Session

SESSION ACTIVITY — monitor how
students progress through testing D D D

STUDENT — End Test

LOG OUT and EXIT application D D D

PROCTOR - Manage Session

STOP — testing session D D D
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Contact Information eTes!g

CASAS Contact Information
Training Support

¢ Help documentation is available at: CASAS Home > Training and Support > eTests Online Help
and TOPSpro Enterprise Help.

e A set of recorded webinars (approximately 30 minutes each) on CASAS Online Implementation
Basics is available that when viewed in order, build knowledge in a logical progression to help
you get up and running smoothly using CASAS eTests Online together with TOPSpro Enterprise
Online.

e Enroll in a workshop at: CASAS Training Registration.

Technical Support

¢ Your main point-of-contact at CASAS for online implementation and uninterrupted test delivery
is the CASAS Technology Support Team at techsupport@casas.org. This e-mail address alerts
several members of the team to ensure you receive a timely response.

e Team members are available:
— Monday - Friday
— 6:00 am - 5:00 pm (Pacific)
— Phone: (858) 292-2900, option 2
— Toll Free: (800) 255-1036, option 2

Mail: | CASAS
5151 Murphy Canyon Rd., Suite 220
San Diego, CA 92123-4339

Website: | www.casas.org

Telephone: | 858-292-2900 or 1-800-255-1036
Fax: | 858-292-2910
E-mail:

General questions: | casas@casas.org

Training questions: | training@casas.org

Ordering questions: | orders@casas.org

California Accountability: | capm@casas.org

CASAS Technology Support Team: | techsupport@casas.org
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