ECASAS Creating Test Sessions- Best Practices and Recommended Templates

Test Session 1- Locator and Pre-Test
This is the Test Session that most programs will use the most often. It uses the locator (a Computer Adaptive
Test- the first few test items) which then seamlessly moves students into the correct pre-test.

Getting Started

Once you log on to ECASAS https://etestsonline.org/ click on Testing Sessions
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Then click Create New Session-
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Testing Sessions

~ Filter by: Status
Refresh|

Session Full Name Site Start Date / Time End Date / Time Proc
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Name your Template and Session

All testing sessions must have a Template Name and Session Description. All of Test Sessions should have the
SAME Template name- this will help to standardize all of your settings across testing sessions. | recommend
using your Program Name (or an abbreviation for the Template name). Under Template Name enter your
program name and choose your site form the drop down menu. Your Session Description will indicate exactly
what assessment this testing session is using. Under Session Description please enter Locator and Pre Test.
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1. Modalities- Choosing Test Forms-
Next you must choose the test forms to use for the Locator Pre-Test session. In the Modalities (by default the
session details screen will be in edit mode) tab check Reading- in the drop down menu click Life and Work

(both life and work emphasis at level C)

| 4 &T CASAS eTests RHAS —Sirm = % %
o, T 2

N https://etestsonline.org/RollingHills/fManage

User: E/Coordinator Coordinator 1 A ==

nline - Rolling Hills Adult School

Edit Session Details

: Mame: Program Mame Session Description: Locator and Pretest
Site: | ~ | walidity Period - From: [9/10/2014 |~ | | oo:o00 3| D Jo: |7/1/2015 ~| | oo:oo0lZ]

Students

configuration Station Name Laboratory Name

Seion # Template Configuration |

[eaic] | mnheritea || effective ||

Modalities | Options E Registration |

Layout | Admin |

Il

¥ reading

1 math
71 Listening
[T citizenship

[Tl problem Solving

[ Select Series (only Practice by Default) 1 -
[ Select Series {only Practice by Default) ]
[ Select Form to Owverride with ...

Adult Life Skills
citizenship
ECS

-

1

Config.: | Edit | d

Life and work (both life and work emphasis at Level C) =

] critical Thinking Life and work (life emphasis at Level C}

N

Life and Work (work emphasis at Level )

SLA - American Government
SLa - Biological Science
SLA - Language Arts

SLA - Physical Science

SLA - United States History

[

- [ £ :
under Locator/Appraisal choose Select Form to Override with
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nline - Rolling Hills Adult School User: E/Coordinator Coordinator 1 A s e e

Edit Session Details

i Mame: Program Mame | Session Description: Locator and Pretest
site: | - wvalidity Period - From: [9/10/2014 |~ | [ oo:00:| D To: |7/1/2015 [=] [[oo:00iz]
Sbtdaniia | T e % g S’essionrl Temﬁlate Conl;lgul;;ltion I
Configuration Station Name Laboratory NMame Inherited ]| Effective JIL
Modalities | options I Registration | Layout i Admin |
] Reading | Life and wWork (both life and work emphasi: -~  Config.: E(-
e e e e
[ [ Default ]
[ Select Form to Override with ... ]
[ Listening
[ citizenship
[ problem sSolving
[T critical Thinking
- [ [ 1 » i

Then choose 102R Short CAT Reading Locator- and hit Select at the bottom of the white window

yeT CASAS eTests RHAS — Sirm %

[ https://etestsonline.org/RollingHills/Manage

Select Reading Locator/Appraisal
~ Filter by: Is Appraisal, Is Locator, Series
Refr&;h_
Description Type
Life and Work Reading App sal Form 80 Appraisal

Short CAT Reading Locator CAT Locator

ECS Appraisal Formn 120 Reading Appraisal
Workplace Appraisal Form 2320 Reading Appraisal

N

™ o 5T -
| Select | | [ Clear Current Selection ] |  Cancel
i

You will now move through the same Process for Math- Click Math and from the drop down menu choose
LS math Series
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nline - Rolling Adult School User: EfCoordinator Coordinator 1 M el

o//fetestsonline.org/RollingHills/MManage T =

Edit Session Details

i Mame: Pregram Mame Session Description: Locator and Pretest
Site: | - walidity Pericd - From: |9/10/2012 = >~ 00:003] T To: |7/1/2015 Jaw 00:00 ]
Slidantas] ; : ; : Session / Template Configuration I

Configuration Station Name Laboratory NMame
Modalities Options Registration  Layout Admin |
¥] reading Life and Work (both life and work emphasiz ~
Locator/appraisal: [ Override with Single Form - 102R ] -
| [ math [ Select Series (only Practice by Default) 1 -
[ Listening [ Select Series (only Practice by Default) ]
[ Select Form to Owverride with ... ]
] citizenship ECS
7] problem Solving LEmath, a0, series
sSLA
1 crit inki
Critical Thinking WL
- I nr ] »

Under Locator/Appraisal choose Select Form to Override With

?’e'l' CASAS eTests RHAS — Sirm %

« > cn

‘etestsonline.org/RollingHills/Manage iy

User: EfCoordinator Coordinator 1 A

Edit Session Details

: Mame: Program Mame Session Description: Locator and Pretest
site: | - walidity Period - From: [9/10/2014 |~ | [ oo:00 3| D To: [7/1/2015 |~ | 0o:00%]
Students : = o - 2 Session / Template Configuration l

Configuration Station Name Laboratory Name ; Inherited

T
Modalities lOptions Registration | Layout

[&] Reading Wo Config.: Edit
Locator/Appraisal: -[ O\}er“rj&e with Sriﬁg.l.l.a.Fcrxrrn - 170.27R ]. . o -
12 b LS Math 30 series I
BT TR L[Defauit] o I -

Default
= Listening hlisfanlt]
[ Select Form t verride with ... ]

] citizenship

] problem Solving

] critical Thinking

Provided by Megan Dichter, WorkReady Consultant, PD Portal, 207-624-6753 or 207-441-7168, megan.dichter@maine.gov 4


mailto:megan.dichter@maine.gov

Then choose 102M Short CAT Locator and press Select at the bottom of the white window

| €T CASAS cTests RHAS - Sirr %

« - C A B https://etestsonline.org/RollingHills/Manage ) ) ) ) - - - ] il

Select Math Locator/Appraisal

~ Filter by: Is Appraisal, Is Locator, Series

Refresh
Description Type

Short CAT Math Locator | CAT Locator

ECS Appraisal Formm 130 Math Appraisal

Workplace Appraisal Form 230 Math Appraisal

N

:Select_ [[ Clear Current Selection ] ilCancel

You are then done in the Modalities Tab- (you have selected your test forms) your screen should look like the
one below
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; T CASAS eTests RHAS — Sirr »x W 0
€« — C N https://etestsonline.org/Raollir

User: EfCoordinator Coordinator 1 A an-' —

nline - Rolling Hills Adult School

Edit Session Details
: Mame: .Program Mame Session Description: Locator and Pretest
site: | - - walidity Period - From: [9/10/2014 |~ | | 0o:00 2| 0 To: [7/1/2015 =i | vo:00Z}
Students : Session / Template Conﬂgur—cl-tior! |
Configuration Station Name Laboratory Name Inherited ,| Effective JL
Modalities | Options Registration L.ayout Admin
[57] Reading _L|fe and Work (both life and work emphasl I Config.: [ﬁ]("
Locator/Appraisal: L Overrlde W|th Slngle Form - 102R] ._'“ 77777
Math LS Math 30 series - | Config.: | Edit ]C
Locator/Aappraisal: _’[ Overrlde with Slngle Forrn - 130M ] 7 -0 T :
[T Listening
[T citizenship
7] problem Solving
] critical Thinking e
4 I ] ] » i

Next you will establish the settings for this test session these are the things that will be standardized under the
Template Name. In this work you will always see 4 tabs as you work in the different areas: Edit- this is where
you can edit information, Inherited- this tab shows you the default settings, Effective this tab shows you what
you have as established as your settlngs Clear- here you can wipe everything away (avoid this tab)

|/ @T CASAS cTests RHAS —Sim > W § i C=allenl
- - C N 2 https://etestsonline.org/RollingHills/Manage Ll

User: E/Coordinator Coordinator 1 A ==

- Rolling Hills aAdult School

Edit Session Details

Session Description: Locator and Pretest

Program Mame
e — o E— walidity Period - From: [9/10/2014 |~ | | oo:00 3| D To: | 7/1/2015 1 co:00 | D
nts | - ) -
Session / Template Configuration
uration Station Name Laboratory Name i Edit i Inherited || Effective L Clear |
Modalities | ©Options Registration | Layout | Admin |

Il

Limit locator to minutes = Allow 'T don't know' on locator/appraisal

Limit appraisal to ! minutes = allow 'T don't know' on pre/post test

Limit pre/post test to minutes =l Use locator/appraisal for next test

[El return to test menu after locator/appraisal = Hide practice tests

=l anow student to select class from other sites

Select default site for class:
| [not Specified]
=] anow student to select class

Select default class:

| Lot Specifiedl ]
T I~
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2. Options Tab —controls delivery of the test

Click on the Options tab limit Locator to 15 minutes- limit Pre/Post to 60 minutes remove the dash from Allow

students to select class from other site remove dash and click again to check Allow “I don’t know on
locator/appraisal.

| @T CASAS eTests RHAS —Sirm > W
o Tl

(e | https://etestsonline.org/RollingHills/Manage

- Rolling Hills Adult School User: Ef/Coordinator Coordinator 1 M —. -

Edit Session Details

Program Mame Session Description: Locator and Pretest

walidity Peried - From: [9/10/2014 |~ | | 00:003% | O To: | 7/1/2015 - 00:00.2 | D)

5

B Session / Template Configuration |

ns / Registration |
minutes

uration Station Name Laboratory Name

Inherited ! Effective I Clearl

Modalities | optio

Layout | Admiy/

Limit locator to 1 W allow 'T don't know' on locator/appraisal

Limit appraisal to =l allow 'TI don't know' on pre/post test

Limit pre/post test to minutes

=l Use locator/appraisal for next test

1]

[l rReturn to test menu after locator/appraisal = Hide practice tests

[T allow student to select class from other sites

Select default site for class:

| LMot Specified]

[=] Anow student to select class

Select default class:

| Mot Specified]

L]

Then click on Effective to do

; 2T CASAS cTests RHAS — Sirm > R %

« > cn

uble check your selections (items with checks are in effect)

https://etestsonline.org/RollingHills/Manage

- Rolling Hills Adult School User: E/Coordinator Coordinator 1 A -—-.

Edit Session Details

Program Mame Session Description: Locator and Pretest
walidity Period - From: [9/10/2014 |~ | [ 00:00 3| D To: | 7/1/2015 = | po:o00Z]

S

oEs ) Session / Template Configuration |

wration Station Name Laboratory Name [ Edit 1E

Inherited | Clear |

] I
Modalities | Options | Registration | Layout | Admin I

n

Limit locator to 15 minutes Y allow 'T don't know' on locator/appraisal

Limit appraisal to 20 minutes Allow 'I don't know' on pre/post test

Limit pre/post test to &0 minutes | Use locator/appraisal for next test

"] Return to test menu after locator/appraisal " Hide practice tests

7] anow student to select class from other sites

Select default site for class:

[Session Site]

2] anow student to select class

Select default class:

"

3. Registration Tab- controls how records are added to the database
You can skip this tab as the default (Inherited) settings are appropriate. It is set to collect program information,
find students in other sites and allow update on student information.
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€« = C M https://etestsonline.org/RollingH

= Rolling Hills Adult School User: E/Coordinator Coordinator 1 A —. =

Edit Session Details

Program Mame Session Description: Locator and Pretaest

- wvalidity Period - From: [9/10/2014 |~ | | oo:00 2| O To: | 7/1/2015 v | 0o:o0iE] (D

nts

| Session / Template Configuration |
uration Station Name Laboratory Name | Edit |[Inhenited] [ Effective || ciear |
K el E ¥ | J |

Modalities 1 Options | Registration Layout | Admin |

] Lock creation of new students " Find students in other sites

"] collect student demographics

—
[l allow only specified students _9‘, Allow update on student information
| Collect statuses and goals

> [ collect program information Collect zip code 7 cCollect ward

Select default program:

Not Sp

(I v E

4. Layout Tab- customizes the toolbar and controls display at the end of test

Remove dash and click again to add a check to Show toll bar pinned- remove dashes from Show below accurate
range and show conservative estimate.

| @T CASAS eTests RHAS—Sirm x W ¥

€« ;ci a1 https://etestsonline.org/Rolling

- Rolling Hills Adult School User: EfCoordinator Coordinator 1 A —. =

Edit Session Details

Program Mame Session Description: Locator and Pretest
| wvalidity Period - From: [9/10/2014 |~ | | oo:00 %] O To: |7/1/2015 * | | 0o:00iF] (D
Eiise | Session / Template Configuration |
uration Station Name Laboratory Name ST !- Effactive || Clear |
Modalities 1 Options Registration Layout  Admin |
Toolbar display options End test display options

¥ show toolbar pinned =! Show end test report

=] show student 1D =l show raw score

=] show student name =! Show scale score

=] show form number *"| Show below accurate range (™)

=] Show remaining items _ 5 Show conservative estimate ()

=] show remaining time =1 sShow pass/fail for GRH/WSCS i

Show scale buttons =l show levels and skills description

=1 all int rt

Default scale: El lzl @ bkl L

-

m |

Click on Effective to double check your selections (items with checks are in effect)
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. eT CASAS eTests RHAS — Sirm x RN
- = O MmN https://etestsonline.org/RollingHills/fMManage

- Rolling Hills Adult School User: EfCoordinator Coordinator 1 A —'

Edit Session Details
Program Mame Session Description: Locator and Pretest
- - o - walidity Pericd - From: |9/10/2014 =] [\__009;99._:7] S To: | 7FF1/ 2015
Eiies Session / Template Configuration |
uration Station Name Laboratory Name | Edit || mnherited | [
mModalities i Options Registration Layout Admin I
Toolbar display options End test display options
VY] show toolbar pinned 7! show end test report
¥ Show student ID Show raw score
¥l sShow student name | Show scale score
¥l show form number | Show below accurate range (*)
[¥] Show remaining items | Show conservative estimate ()
[¥] Show remaining time 7 Show pass/fail for GE&H/WSCS FE
[¥] Show scale buttons 7 Show levels and skills description
Default scate: [l Izl Izl 7 Allow print report
- : ‘ 1 I »

5. Admin Tab- controls Proctor supervisory hours and restricts the number of days between tests

The Inherited settings look like the screen below and allow the proctor to begin a session 30 minutes before
testing, supervise a session for a minimum of 1 hour and a maximum of 8 hours. The Inherited settings only
allow 1 day between tests of the same modality- in order to allwo students to take a Math and Reading in more
than one sitting- | recommend changing this setting to 10 days.

; T CASAS eTests RHAS — Sirr < B

PR

M https://etestsonline.org/RollingHi

- Rolling Hills Adult School User: E/Coordinator Coordinator 1 A ==l - « A back

Edit Session Details

.Prog ram Mame Session Description: Locator and Pretest

- - - walidity Period - From: [9/10/2014 |~ | | oo:oo:| D) To: | 7/1/201 = | no:ooZ] il
nts | Session / Template Configuration |

uration Station MName Laboratory NMame £ Edit \m[ Effective , Claar

Modalities Options Registration | Layout admin

Allow session to start in advance with 20 minutes
Supervise session for at least 1 hours
Supervise session for at most & hours

Days between tests of the same modality 1

Days betwsen repeating the same test 1

In the Edit mode change this number to 10
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7 eT casas cTests RHAS — Sim. >

bl e = g https:/fetestsonline.org/RollingHills/MManage

- Rolling Hills Adult School User: E/Coordinator Coordinator 1 A el

Edit Session Details

Program Mame Session Description: Locator and Pretest

walidity Period - From: [9/10/2014

[ oo:00iz]| D To: [7Fris/201S - Q0:00 |
25| Session  Template Configuration I

Inherited || Effective || clear |

uration Station NMame Laboratory Name

Modalities l Options Registration | Layout Admin |

Allow session to start in advance with minutes
Supervise session for at least hours
Supervise session for at most hours

Days between tests of the same modality

Days between repeating the same test

[

The Locator and PreTest Session is now Complete- hit Save at the Bottom of the Screen

ye‘r CASAS cTests RHAS — Sirm % B ]

€« - C N : https://etestsonline.org/RollingHills/Manage

- Rolling Hills Adult School

walidity Period - From

s | Session / Template Configuration |

uration Station Name Laboratory Name

l.Editj Inherited :I Effective I Clear ]

Modalities | Options | Registration | Layout = Admin |

Allow session to start in advance with minutes
Supervise session for at least hours
Supervise session for at most hours

Days between tests of the same modality

Days between repeating the same test

- = N
1 Name: Select ;

[. Save ] Cancel

i

v
Kl

You will now see your Test Session represented in the Test Session List.
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/' &T CASAS eTests RHAS — Sirr =
- M & hupssrelessonlineorasRollingHills Pdanage

User: C/Coordinator...

eTest= Online  Rolling §

Testing Sessions

~ Filter by: Status
Rafrash]
Session Full Name Site Start Date S Timeae End Datae

| mee ricw Jastast | Teste [Detote [ o liBaomrnm, Mame Ml ocator and Bretety Mot o ampias ss/i0/2014 s 0000  Tsiszoas sk

Create new Session

Test Session 11- Post Test

To create your post test you will simply copy the Locator and Pretest Test Session you just created and change a
few setting. From your Test Session list hit the copy button for Locator and Pre test

7 @T CASAS eTests RHAS — Sir . =
< = SN s/ /etestsonline.org/Rolling il

e Tasts Online - Rolling Hills Adalt School

Testing Sessions

~ Filtaor by: Status
Raftrosh |

Somsion Full Noame =ite Start Date / Time Eod Oate /

Edit . | start | 1o [ petete | copy | Program mname (Locator and PreTes t) MNorth Campus P/AO/2OAA / OOiO0  F/A/ROAD /&

Create new Session

In your Session Description field change the title to Post Test!

All of the settings you just established will be copied over-_you will ONLY CHANGE- one setting in the
registration tab

In the Registration Tab remove the dash and add a check to Lock creation of new students
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| @T CASAS eTests RHAS — Sin =

€« — C M G htpssletestsonline.org/RollingHills/MManage v =

- Rolling Hills Aadult School User: E/Coordinator Coordinator 1 A sl s
walidity Pericd - From: |9/10/2014 FALA201S

To:

Morth Campus

nts | Session / Template Configuration |

uration Station Name Laboratory Name E,Edjt_; Inherited || Effective || Clear]

Modalities Options Registration Layout . Admin |

4 Lock creation of new students ind students in other sites

=]l allow only specified students | Allow update on student information

[=] collect student demographics ollect statuses and goals

=] collect program information =1 collect zip code =! collect ward

Select default program:
| tnot Specified] - |

' Mame: | Select |

Save {1 cancel

A
P
| K

Testing Session I11- Form 27

Again you will copy the Locator and Pretest Template and change the Session Description to Beginning/Pre
Literacy Form 27.

j"e‘l’ CASAS eTests RHAS — Sirm

<« —— C M https://etestsonline.org/RollingHills/Manage o=
- Rolling Hills Adult School User: E/fCoordinator Coordinator 1 A -ﬁ. S
Edit Session Detall/
Program Mame Sesgsion Description: Form 27
Morth Campus - walidity Period - From: [9/10/2014 |~ | [ oo:00 %] D To: (77172015 |~ | oo:ooiE] (D

1 B S

wuration Station Name Laboratory Name 8 -Ed!l’_‘ Inherited. i“‘EFfecti‘ve“-!/ Clear -.

ST T S T
Modalities | Options Registration = Layout & Admin |

Sesgsion / Template Configuration |

s} Reading
1 matn
[ Listening

[E Citizenship

FProblem Solving

Critical Thinking

1. Modalities-
Check Reading- in the drop down menu click Select Form to Override with
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| @T cASAS cTests RHAS — Sin. <

rdinator 1 A

Edit Session Details

Program Mame Session Description: Form 27
_Morth Campus - walidity Period - From: [9/10/2014 | ~| | oo:00 2 To: F/1/2015
nts |

Session / Template Configuration |

uration Station Mame Laboratory Name

4 Inherited |
S rEoe o] I
Modalities Options Registration @ Layout | Admin |

v reading [ Select Series (only Practice by Default) 1 _~ Config.: | Edit | cCiear | =
1 math [ Select Series (only Practice by Defa% i
[ Select Form to Override with ... ]
Listening Adult Life Skills

cCitizenship
ECS

] citizenship

Problem Solving Life and wWork (both life and work emphasis at Level C}

[ critical Thinking Life and Work (life emphasis at Level C)
Life and Work (work emphasis at Level )

SLA - aAmerican Government 3 -
SLA - Biological Science |
SLA - Language Arts

SLA - Physical Science

L= T = SLA - United States History

Then select 027R Life Skills Reading Beginning Literacy and hit Select at the bottom of the white window

y'qz‘r CASAS eTests RHAS — Sirr

= T https://etestsonline.org/RollingHills/Manage 7|

Select Reading Fixed Form

~ Filter by: (nothing)

Description Tyvpe
Empleyability Reading Lewvel Fixed Form
Employability Reading Lewvel Fixed Form
Employability Reading Lewvel Fixed Form
Employability Reading Lewel Fixed Form
Empleyability Reading Lewvel Fixed Form
Employability Reading Lewel Fixed Form

Employability Reading Level Fixed Form

oonNnNn@ooDEDR

Employability Reading Lewvel

Fixed Form
Life skills Reading Beginning Literacy Fixed Form
Life Skills Reading Beginning Literacy Fixed Form
Life and work Reading Appraisal Form 80 Appraisal

Life and Work Reading Level A Fixed Form
Life and Work Reading Level A Extended Fixed Form

Life and Work Reading Lewvel A Fixed Form

[ Clear Current Sele.
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Once you have changed the Modality you are done!

Don’t forget to hit save after vou are done!

To quickly create sessions for other sites:
1) Copy: each session in order created

2) Select: new Site from drop-down menu
3) Remove: <copy> from Session Description
4) SAVE

These are the recommended Test Sessions and Best Practices for settings outlined by the MDOE. Please
let me know if you have any questions or need any help with setting up your sessions.
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