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Steps to Retrieve Test Results in TE

From the Tests Menu

Use the Tests menu to retrieve test results for a specified date range. Export to an Excel Worksheet

or for WIOA 3rd-Party Test Data. See also Steps to Print Reports from Listers.

Screen

rograms
Tests

Employment History
Places of Employment

B3 view crganization Records Reports Tools Help

1. E View Organization [T From the Menu bar,
Students 4
Classes 4

Description

o Click Records.
From the drop-down menu,

o Click Tests.

4. [ TE )

View Organization

Records Reports Tools Help

A tabbed page opens to the list of Test
records

s site s fll,"""' 1 Last Name | - First Name | < :5;255'“5"‘ = Form
A\ 4 = A\ 4 A\ 4 =
.. . .
11 - RHAS: North City 555141083 Acosta Melinda 12/1/2017 081RX (@) for tests admlnlstered at all Sltes m your
11 - RHAS: North City 555141083 Acosta Melinda 9/30/2017 o8&2L
11 - RHAS: North City 555141083 Acosta Melinda 8/4/2017 o81L account.
11 - RHAS: North City 555141083 Acosta Melinda 8/4/2017 082RX
01 - RHAS: North Campus 913425098 Acuna Rosalina 12/10/2017 086R
01- RHAS: North Campus 913425098 Acuna Rosalina 9/1/2017 083R 1) for the Current Program Year
3. =0 s
Tests I To select a specific Site,

EEZEE] | 2905 - Roliing Hills Adutt School (RHAS) ~ [T el

N 4908 - Roling Hill Adult School RHAS)| | | . . .

. PR TT— . o Click the Container field down-arrow

02 - RHAS: South C. :

1w oun Compus Metnds from the Toolbar at top of the list.

11-RHA 03 - RHAS: East Campus Melinda

11-RHA 04 - RHAS: West Campus Melinda

11- RHA Melinda

orme 0% RAASSuise Conter Rosaiina From the drop-down list,

01 RHA 07 - RHAS: Central Library Rosalina

02 - RHA 11 - RHAS: North City Maris

02 R Vi o Select the Site.

=) | 008 - Rolling Hills Aduit School (RHAS)| ~ [ e T e

” - o Click the Assessment Date column filter.
s site = op¥d L Last Name | < First Name Assessment
r - Y Y .
m— ! " From the drop-down fields,
11 - RHAS: Nol 1N/A >  from: [
11 - RHAS: No
11 - RHAS: No == o Select the Date range.

To specify a Date range,

= (Click OK.
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Screen

cords Reports

Tools Help

Description

(Default) =

e For specific Assessment Type,
=) | 005 - Rolling Hills Adult School (RHAS)| ~ [subsites i | . .
Comentsroarem year= o Click the Filter button from the Toolbar
Assessment Type |Fixed Form, Appraisal, EL Civics Additional Assessment Form, _ at top of the list.
Observation, Long C/
Fixed Form .
iten [ (Deraul) — 8o e From the Filter,
Fixed Form Locator
11 - RHAS: North City 555141083 Acosta [ Practice .
01 RHAS North Campus 913425098 Acums | (21 Chies Addidanat Assesment Form o Click the Assessment Type down arrow.
01 - RHAS: North Campus 913425098 Acuna m Observation
02 - RHAS: South Campus 94193397 Adalberto | [v]Long CAT M
02 - RHAS: South Campus 94193397 Adalberto F‘CATgLocamr d From the drop-down hStl
02 - RHAS: South Campus 94193397 Adalberto m Multistage
02 - RHAS: South Campus 94193397 Adalberto FSurvey @) Check any Other Type if needed.
02 - RHAS: South Campus 94193397 Adalberto [_‘ SG Practice 4
02 - RHAS: South Campus 94193397 Adalberto h Sample
02 - RHAS: South Campus 94193397 Adalberto F Field Test
02 - RHAS: South Campus 94193397 Adalberto elect al — ear
02 - RHAS: South Campus 96191583 Aquilar
02 - RHAS: South Campus 96191583 Aguilar m
6. .
e From the Tests lister, you can
o Print a customized report from the list of
Print S records displayed.
| . .
hL Open print data builder . . . .
S W e If the Print button is not readily visible along
Batch Edit .* the session Tests child lister Toolbar,
Batch Insert . @ .
m m o Click More for “more” buttons, then
» (Click Print.
A CISN Refresh
[View 7] e The Print Data Builder setup screen
Tide: [Tests Report June 2021 displays to set up your report.
Print Size: l(—'\ Portrait () Landscape (' Double-Portrait () Unlimited Page WithJ
Selected columns Available columns (@] See SteDS tO Pl'll‘lt REDOI‘tS fI‘OIn LlStel‘S.
Student ID | <-Add |
Assessment Date
Form
Scale Score
e
Is Conservative Estimate
Remote Test
[ First | up Wpown il Last | @ [ cancel |
e When the list populates, you can also

o Export filtered test results.

* Click Export from the Toolbar at top
right.
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Screen

Step
9.

| /58 © &)
[Export =
B2 | oetaun)| ~

View 2]

Description

If the Export button is not visible on the
Toolbar,

o Click More at top right.

From the drop-down menu of “more”
buttons,

o Click Export.

OPTION 1: Export to an Excel Worksheet

- Hide Folders

= e From the Export drop-down menu
98 |-t - porerop ’
Export (4] o Select Export to output the records
Export WIOkBrd Party Test Data < Passed | == . p . . P
v Export Old WIA 3rd Party Test Records T v dlsplayed mn the hSt'
11. TE Export lister x .
+ ¥ > ThisPC 5 Downlosds N — e A popup window opens to save the Export
Orgenize - New folder o file to a location on the local machine.
Name Date modified Type N
< Today (1) o Export files are named with the type of
) Tests Lister 6/15/2021 6:10 PM Microsoft Excel Worksheet 9 KB . .
_ files exported, which may be changed.
File name: | EESSHNEEY N
Save as type: Excel 2007 Workbook y

o By default, files export in a *.xIsx file
format, which can also be changed.

=  (Click Save.

OPTION 2: Export WIOA 3w-Party Test Data*

~ Hide Folders

e From the Export drop-down menu
Export = m I(Default) i P P ’
= o Select Export WIOA 3rd Party Test
Export WIOA 3rd Party Test Data k D
Export Old WIA 3rd Party Test Records ata.
13 TE Export data in 3rd party format X
+ ¥ > ThsPC > Downlosds v | ® | £ Seach Dowrions e A popup window opens to save the 34 Party
e e o Export file to a specified location.
Name Date medified Type N
. h o 3w-Party Export files are named with the
: _ type of files exported, which may be
File name: ~
Save as type: Comma-Separated Values ~J Changed.

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

=  (Click Save.
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Step Screen Description
14.

*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.

15.

Lock
Connect

Disconnect

Options...

I Exit

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

State ID
GED ID

HISET ID
TASC ID

Student ID -
Student ID

Social Security Number

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

« The export

operation was successfully completed.

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

o Click OK.
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