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Are you Back to School? The following tips will help 
you get started easier:

•Adding Users
▫ Create User Accounts –Provide access through Groups

▫ Two Levels of Access –Basic & Enhanced

▫ Access Groups

•Replicating Classes

•Batch Replicating Testing Sessions
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•Completing the Coordinator/Proctor Certifications, 
does not automatically provide access to users. New 
certified Proctors and/or Coordinators must forward 
the Certificate(s) of completion to Data Manager 
(DM), then a new user account is created by the DM, 
who also provides login credentials to staff member.

•CASAS recommends to manage and provide access 
through Access Groups.
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•Click: Organization > Users > New

•Add username, password, First Name, Last Name and 
email fields as minimum

•Welcome to enter additional fields

•Click: Save

•Steps to Add and Manage Users document: 
https://www.casas.org/docs/default-source/training-
materials/steps-to-add-and-manage-
users.pdf?sfvrsn=ebf2385a_6?Status=Master

Adding Users
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• Student Level Class Reports (Content Standards, Competencies)

▪ Monitor program effectiveness

▪ Class, Site and Agency Data Reports

▪ Track clients in multiple programs

▪ “Special Programs” feature

▪ Record instructional hours

▪ Drill-down: reports-to-data

▪ Customizable listers, Ad hoc reporting

▪ State and Federal accountability reporting (NRS Fed Tables)
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• In General, regardless of the Level of Access the Agency has, 
these groups provide access to TOPSpro Enterprise (TE):
• TE Admin Access: Like a Data Manager access: Creates, Update and 

Delete data
• TE Basic Access: List & View all records, no deletion privileges, and 

Generate reports
• TE Teacher Access: Have access to their own classes, students, add 

attendance (TE Enhanced only)

• These Groups provide access to eTests Online (ET),
• ET Coordinator/Proctor: Create, Update, Delete, Start & Stop Testing 

Sessions
• ET Coordinator: Create, Update & Delete Testing Sessions
• ET Proctor: Start & Stop Testing Sessions
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•Template of login credentials from DM to new user:

• TOPSpro Enterprise Online (TE Client):
1. Go to: https://etestsonline.org/ [this link varies with TE container: California, Global, 

Washington]
2. Click: Install TE Client at top left of browser window (Windows 10 or 11 OS only)
3. Select Container: (Global, California, Washington, Miami-Dade, or LARAEC)
4. Enter Agency/Site ID: Use <enter ID here>
5. Enter User: Use your e-mail address
6. Enter Password: Temporarily set to your first name (lowercase)
7. Reset Password: You are prompted automatically to change the temporary password
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•Click Organization > Classes > Instances

•Click the Filter > Select last Program Year (7/1/21-
6/30/22) click ok twice

•Click CTRL + A –key command, to select All Classes

•Click the More button > Batch Replicate

•Click the Replicate Class Instances button > Click Yes

You are now ready to start enrolling your students into 
their classes in this new program year.

Replicating Classes
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•Organization > Testing Sessions > Filter for last 
Program Year: 7/1/21 - 6/30/22 > Click Ok.

•Click CTRL + A –key command, to highlight All existing 
sessions from last year > More > Batch Replicate
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•Click Replicate Sessions from the pop-up window. A 
message will display once testing sessions are 
replicated
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Summary

▫Adding User Accounts for new staff members

▫ Provide them with the appropriate level of access

▫ Replicating Classes

▫ Batch Replicate Testing Sessions
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