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Steps to Retrieve Test Results in TE

From the Testing Sessions Menu

Use the Testing Sessions menu to retrieve test results from a specific testing session. Export to an
Excel Worksheet or for WIOA 3r4-Party Test Data. See also Steps to Print Reports from Listers.
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From the Menu bar,
o Click Organization.
From the drop-down menu,

o Click Testing Sessions.

Range (Nt Sarme Day]
izt Hangs (sam Dy Only

A tabbed page opens to the list of Testing
Session records

o for sessions at all Sites in your account.

o for all Program Years.

{11 |4908 - Rolling Hills Adult School (RHAS) ~

STeE
1 ID

Y

01
01
01
01
01

4 4908 - Rolling Hills Adult School (RHAS)

|01 - RHAS: North Campui
02 - RHAS: East Campus

03 - RHAS: South Campus
04 - RHAS: West Campus

05 - RHAS: Corrections

To select a specific Site,

o Click the Container field down-arrow
from the Toolbar at top of the list.

From the drop-down list,

o Select the Site.
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Step

Screen

Description

. Template _
~ Name -

hi ESL X

Description
T Intake X

ESL/ELL LAB:??7 - Intake: Pretest - Beginning Literacy Reading

ntake: Pretest - Level A

ESL/ELL Intake: Pretest - w/lLocator

. COE O Oms - /006 N . » . .
To filter for a specific Testing Session,
+ :‘:’:‘“‘:ate Description
— o Click the Filter icon in a column header
contains| ¥ Intaksl
{ j to search by:
ESL/ELL
ESL/ELL
ESL/ELL LAB:??7 - Intake: Pretest - Beginning Literacy Reading " Template Name’ or
ESL/ELL LAB:??? - Intake: Pretest - Level A . . . .
ESL/ELL LAB:777 - Intake: Pretest - w/Locator * Description (testing session).
ESL/ELL LAB:??? - Progress: Post-test
ESL/ELL LAB:??? - Registration w/Practice From the Filter,
ESL/ELL LAB:??7 - Retest: Scores Outside Accurate Range (Not Same Day)
ESL/ELL LAB:??? - Retest: Scores Outside Accurate Range (Same Day Only) 1) Select the OPerator (e‘g‘, Contains).
ESL/ELL LAB:??? - Returning Students: Pretest
ESL/ELL LAB:??7 - Spanish Reading Comprehension o Enter Information ln the SearCh fleld
o Click OK
5. | e 1 1 N3

From the list of Filtered testing sessions,
o Double-click to
* Highlight and

* Open the testing session.

E View Organization Records Reports Tools Help

Testing Sessions

Navigator

Edit / View
Tests *

Tested Students by Program Year

Template Name:

Session Description: LAl

Currently Testing Students 2| Testing Session

Session Description: LAB:??? - Intake: Pretest - w/Locator

Program Year: 7/1/2020 - 6/30/2021

The Testing Session will open in a new
tabbed page.

The tabbed page opens in a split screen
displaying Testing Session Information at
the right and the session record Navigator at
the left.

From the session record Navigator,

o Click Tests.

B Vo Orgonistion Records Reports Tooks Help

et tacdents by Proga vear

Cunenty Teshon Shaderts

The session Tests child lister opens in the
right screen displaying all tests taken in the
session.
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Step Screen
8 Tests
° ISP |01 - RHAS: North Campus

< Student ID
T

escription

e From the session Tests child lister, you can

= . Conservative
= Accurate | = oo e

o Filter for tests within a specific Date

i rrn B
0516504156 Cument Month |~ from: | 6/1/2021 [+ te: [ 6r30r2021 -l

0616504156 Range.
0616504156 q
0616504156 B/21/2021 ﬁL N N N

- - - .

[ ]

0616504156 62172021 osaL - Yes N To SpeCIfy a Date range,
0616504156 62172021 081X 218 Yes o Ves N
0616504156 62172021 102k - Yes N ; ;
isteotuod o o . o Click the Assessment Date column filter.
0621510075 6/17/2021 08l - Yes N
0621510075 6/17/2021 185R 219 Yes No N e From the drop-down fleldS,
0621510075 6/17/2021 102R Yes N
0621509588 6/16/2021 a5t 212 Yes Ne N
0521508228 6/16/2021 ogsL - Yes N o Select the Date range.
0621509938 6/16/2021 083R 229 Yes No N
0621509938 6/16/2021 102R - Yes N .
0614068633 6/15/2021 95t 214 Yes No N = (lick OK.
NATAORAR AL15/2021 NAG| 1

e Alist of Test records will display within the
specified date range.

e From the session Tests child lister, you can

o Print a customized report from the list of

Print Ve records displayed.

B, Open print data builder . . . . e
Batch WEEETS e If the Print button is not readily visible along

Batch Edit . the session Tests child lister Toolbar,

4
SRSRNSSE m o Click More for “more” buttons, then
(Chitd Lister

A CICN Refresh

o Click Print.

e The Print Data Builder setup screen

displays to set up your report.

Title: [Tesls Report - June 2021

Print Size: l(:\ Portrait () Landscape { ' Double-Portrait (' Unlimited Page WithJ
. .
Selected columns Available columns (@] See SteDS tO Pl'lnt REDOI‘tS fI‘OIn LlStel‘S.
Student ID [ <-Add |
Assessment Date
Form <- Add All
Scale Score
Is Accurate
Is Conservative Estimate
Remote Test L
 First )| up_Joown il Last [_Print_|
.

e From the session Tests child lister, you can

o Export filtered test results.

1 /20006 (B Export [
Expo

timate | + Remote T
Export WIOA 3rd Party Test Data
Export Old WIA 3rd Party Test Records

e With the list of records displayed,

h ¢

o Click Export from the session Tests child
lister Toolbar to output results
* to an Excel Worksheet.
= for WIOA 3+-Party Test Data.

© 2021 CASAS. All rights reserved. Training and Support I 3


https://www.casas.org/training-and-support
https://www.casas.org/docs/default-source/training-materials/steps-to-print-reports-from-listers.pdf

eTests ‘ TOPS

pro

enterprise

Test Results

Step ‘ Screen Description
12. OPTION 1: Export to an Excel Worksheet
PO e From the Export drop-down menu,
Export o Select Export to output the records
Export Old WIA 3rd Party Test Records displayed in the list.
137 HMT & > Ths PC » Dowrlosds v S— ’ e A popup window opens to save the Export
R — — . file to a location on the local machine.
J Today (1 o Export files are named with the type of
L Lw o e files exported, which may be changed.
- IO o By default, files export in a *.xIsx file
A e Folders Conce format, which can also be changed.
» Click Save.
13. OPTION 2: Export WIOA 3«-Party Test Data*
m m e From the Export drop-down menu,
et o Select Export WIOA 3rd Party Test
Export WIOA 3rd Party Test Data Data.
15. [[Feessemsasmom x

1 & > ThisPC > Downloads

Organize ©  New folder

EICLELEMWIOA 3rd Party Test Datal

e as type: Comma-Separated Values

Type

- Hide Folders

Cancel

e A popup window opens to save the 3+ Party
Export file to a specified location.

o 3w-Party Export files are named with the
type of files exported, which may be
changed.

o 3 -Party Export files will only export in a
*.csv file format, which cannot be
changed.

= (Click Save.

16.

*NOTE! Before exporting WIOA 3r-Party Test Data, you may need to specify the Default
Student Identifier for 3=-Party Exports such as Student ID, SSN, State ID, etc.
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19.

view Organ

Lock
Connect
Disconnect

Options...

I Exit
S —

Description

From the Menu Bar at top,
o Click the TE icon.

= Select Options.

Default Student Identifier for 3rd Party Exportdll Student ID b
[stugent ID

Social Security Number

State ID

GED ID

HISET ID
TASC ID
NEDP ID

From the Options popup window,
o Click the Exports tab.

Click the down arrow in the Default
Student Identifier field.

o Select your Student Identifier.
= Click OK.

Proceed to Export WIOA 3rd Party Test Data.

Cancel

TOPSpro Enterprise

J The export operation was successfully completed.

Exporting Begins and the process Ends with
a message when complete.

o Click OK.
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