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Introduction to the Data Entry Interface

The Data Entry Interface (DEI) allows authorized users to electronically submit student test
data. While the Alternate Assessment for Students with Significant Cognitive Disabilities
(AASCD) will be administered in person using paper test booklets and materials, student scores
must be entered into the Data Entry Interface.

Test Administrators may choose to enter students’ scores into the system at the time of testing,
or they can record the scores on the optional scoring worksheet and enter them into the DEI
after testing ends. All scores must be submitted in the DEI by the end of the test window in
order for students to receive score reports.

Second raters also must submit scores in the DEI.

The information presented in this user guide applies only to the Spring 2013 AASCD
administration. This does not cover information regarding the Ohio Achievement Assessments,
the Ohio Graduation Tests or the Ohio Test of English Language Acquisition.

User Roles and Access

The DEl is a secure, role-based system. The following table describes the user roles within the
DEI for the Ohio AASCD and the features that are accessible for each user role. Your access to
the system depends on your user role and your school and district associations.

Table 1. User Roles and Access
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District Administrator
District Reporting User
Building Test
Coordinator (BTC)
Building Reporting User
Test Administrator (TA)
Second Rater (SR)
Information Technology
Center (ITC)

Data Entry Interface v v v v v
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Introduction to this User Guide

This user guide provides information on how to use the DEIl and is broken into sections to help
you use the online testing system effectively. This introduction describes the contents of this
document and includes a key for identifying icons and elements found throughout the guide.

User Guide Content
This user guide provides information about the following sections:
e Section |, Logging in to the Data Entry Interface, explains how to log in to the DEI.

e Section Il, Accessing the Student’s Alternate Assessment, describes the steps needed
to enter student information and select and verify the appropriate test and form.

e Section lll, Understanding the Data Entry Interface, describes the layout of the DEI.

® Section IV, General Test Rules and Navigation, provides an overview of how to navigate
through the tasks and items and submit the assessment for scoring.

Table 1. Key Icons and Elements

Icon Description

Caution: This symbol appears with text that contains important information, including

! actions that may cause errors.
_L Note: This symbol appears next to text that contains helpful information or reminders.
T text Text that appears in gray boxes provides instructions relevant to the task described.

9 text e Numbered (ordered) lists provide step-by-step instructions.
- e Bulleted lists provide instructions that do not need to be done in a specific order.

[Text] Text in brackets is used to indicate a link or button that is clickable.

Additional Resources

This user guide does not provide information on test policies and procedures. Refer to the
AASCD Spring 2013 Directions for Administration Manual for information governing policies for
administering the Alternate Assessment. User guides and manuals for other AASCD systems are
available for download from the Ohio Alternate Assessment Portal at
http://oh.portal.airast.org/Oh_Alt/default.html.

Computer and System Requirements

The Spring 2013 Data Entry Interface requires the use of the Mozilla Firefox web browser.
Complete details on the operating systems and web browsers are outlined in the AASCD
Technology Requirements document, which is available on the Technology Resources page of
the Ohio Alternate Assessment Portal (Ohio Alternate Assessment Portal > Technology
Coordinator > Technology Resources).


http://oh.portal.airast.org/Oh_Alt/default.html
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Section I. Logging in to the Data Entry Interface

The Data Entry Interface, as with other AASCD systems, is accessed through the Ohio Alternate
Assessment Portal. As previously noted, you must use a supported Firefox browser to use the
Data Entry Interface.

Figure 1. User Cards

1. Using Firefox, access the Ohio Alternate
Assessment Portal
(http://oh.portal.airast.org/Oh_Alt/
default.html).

2. Click either [Teachers/Test
Administrators] or [Test Coordinators].

Figure 2. DEI card
3. Click the [Data Entry Interface] icon. g

You will be directed to the Common E———
Login System page.

Data Entry Interface
(DEI)

o

Figure 3. Login Screen
4. Enter your username (email address) g g

and password and click [Log In].

Username
If you do not have a username, contact Enter your email
your test coordinator. Test coordinators eSS
are responsible for creating district and Password

school user accounts.
Forgot Your Password?

For more information on user roles,
consult the resources available on the LOg In
Portal.



http://oh.portal.airast.org/Oh_Alt/default.html
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Logging out of the DEI

For security purposes, it is essential that you log out of the DEI to ensure that data entry cannot
be accessed by unauthorized users. To log out of the system:

1. Click the [Pause] button in the top row. A pop-up window will appear asking you to
confirm that you want to pause the test.

2. Click [Yes] to pause the test. This action will log you out.

Caution: We do not recommend using the [Log Out] button when you are actively entering
! student data. The above steps ensure that the test is intentionally paused, rather than paused
because of an accidental logout action.

Notes:
e You may log out while you are navigating through the login process. Simply click the
[Log Out] button in the upper right corner of the screen.
e For additional security, it is recommended that you close your browser. The system also

has an automatic timeout feature that automatically logs you out of the system if you are
inactive for 20 minutes.

“\
‘H.‘r
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Section II. Accessing the Student’s Alternate Assessment

This section explains how to enter and verify student information and select the correct test
and form for which you need to enter scores.

Step 1 - Entering Student Information

After you have logged in to the Data Entry Interface, you will be automatically directed to the
Enter Student Information page.

Figure 4. Enter Student Information Login Screen

Data Entry Interface

Enter Student Information

Student First Name.
Student ID:

Sign In

Ohio Department of Education

Entering student information

1. Inthe First Name field, enter the first name as it exists in the student record in TIDE (e.g.,
Julie).

2. Inthe Student ID field, enter the student’s SSID (e.g., ZZ9999999).
3. Click [Sign In].

Common Login Error
The system will generate an error message and associated code if the login process fails. The
following is the most common login error:

Student’s first name and SSI D do not match.
Verify that you have correctly entered the student’s name and SSID. If the login is still

unsuccessful, verify the student’s first name and SSID in TIDE. The information must match

exactly what is in TIDE. If the student does not have a record in TIDE, notify your test

coordinator. Note that only District Test Coordinators (DTCs) and District Administrators are

permitted to add or edit student records in TIDE.
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Step 2 - Verifying Student Information

After logging in, you will see the Is This The Student? screen.

Figure 5. Sample Is This The Student? Screen

Is This The Student?

Please review the information below. If all of the information is correct, click [Yes], if not click [No]

Name: Demo Student A

Date of Birth: October 12, 1996
School: AIR School

SSID: ZZ9999907

Enrolled Grade: 10

Verifying student information:

1. Verify the student’s name, enrolled grade, date of birth, school, and SSID.
2. Click [Yes]. The Tests for This Student screen will appear.

If any of the information displayed is incorrect, do not proceed with data entry. Click [NQJ]. You
will be redirected to the login page. Tell your District Test Coordinator or District Administrator
that the student’s information needs to be updated in TIDE.

Updates to student information in TIDE will be reflected in the Data Entry Interface immediately.

e
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Step 3 - Selecting the Test

The Tests For This Student screen displays the test(s) eligible for data entry. Tests that need to
be completed are selectable. Tests that are not available or have already been submitted for
scoring cannot be selected.

Figure 6. Sample Tests For This Student Screen

' B
Tests For This Student
Choose a test
‘ Start AASCD ELA OGT (Second Rater)
(paper)
Resume AASCD Math OGT (paper) - Start AASCD Math OGT {Second Rater)
niy (paper)
. Start AASCD Science OGT (paper) - Start AASCD Science OGT (Second Rater)
(paper)
‘ Start AASCD Social Studies OGT (paper) - gt:rt AASCD Social Studies OGT (Second
ter) (paper)
1 Back to login
N— —

e Available tests are shaded green and have an arrow that indicates whether you will be
entering data for a new test opportunity or resuming an opportunity.

0 Startindicates that you can begin entering data for this test.
0 Resume indicates that you can resume entering data for this test.

¢ Inactive tests are shaded gray. These tests have already been completed.

Notes:

e All tests are labeled as “paper” tests to indicate that these assessments must first be
administered to students using the paper test materials provided by ODE. All scores from
the alternate assessments must be entered into the DEI.

e The tests labeled with “Second Rater” will only appear for those students who were
selected to receive a second rating.

|
|
|

[

|

Selecting an available test:

e Click the test name. You will be prompted to select a test form.

If the tests available for the student are not correct (e.g., the student is in grade 6, but the tests
for grade band 3-5 appear), click [Back tologin]. Verify that the grade associated with the
student reflects the correct grade band. The tests available are determined by the grade
associated with the student record in TIDE.

10
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Step 4 - Confirming the Test and Selecting the Test Form

This screen displays the test you selected. Select the appropriate form from the Test Forms
drop-down list. When multiple forms are listed, the test form selected must match the form
indicated on the test materials. If you select the wrong form and continue with data entry, the
test will need to be reset by your District Test Coordinator.

Figure 7. Test Confirmation and Form Selection Screen

Is this the test you are entering data for?

Test Forms: Select a fomm vl

Form2:OGTM:SP13
Form03.0GTM: SP13 G > . q p ~ ¢
Is the testnsregapovemeest you want to enter data for? If it is, click [Yes, Start Entering Data). If

not, click [Noj

I No Yes, Start Entering Data

Selecting a Test Form

1. From the Test Forms drop-down list, select the form that matches the form number on
your test materials.

2. Click [Yes, Start Entering Data].

11
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Step 5 - Test Instructions and Help

This screen displays Test Instructions and Help. You can see an overview of the Data Entry
Interface and available tools, as well as a summary of test rules and navigation.

Figure 8. Instructions and Help Screen

, Test Instructions and Help

Click [?] to access the Help Guide at any time during your test. Please scroll down for additional
information.

Contents B

o Oyerdew olme Data Entre inlertace
e st Rulss

Overview of the Data Entry Interface

Cancel ’ Begin Test Now

To proceed and begin data entry:

1. You may review the information on this screen to understand what test tools are available
and how to navigate through the online test.

2. After you have finished reviewing this screen, click [Begin Test Now].

When you click the [Begin Test Nowbutton, the test opportunity officially begins or
resumes.

12
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Section III. Understanding the Data Entry Interface

The following image is a sample test page. Each page displays one task and all its associated
items. You may need to use the vertical scroll bar to view all items for the task you are viewing
and select the correct score option for each one. As soon as you click on a score for an item,
the score is immediately saved by the system. Users do not have to save each entry. The system
automatically captures and saves the score as soon as the score is selected.

Figure 9. Sample Task Page

m Log Out Demo Student A (SSID: ZZ9999907) AASCD Math OGT (58 out of 58)  Questions: RECE) -

Task 1 (marked)‘
ﬁko\ O\ Task 2 - ‘ » =

OOMIN  ZOOM OUT Click to see list of viewed PAUSE BACK NEXT  DONEENTERING DATA
tasks. Select a task to view. N

4 Please review all entries before
submitting the test for scoring.

Pause
Zoom in/out Buttons: 165t Move between
- Zoom into enlarge text size pages
- Zoom out to reduce text size Show (tell) me, what label is the title: Favorite Animal (indicate Favorite Animal on the
T graph), dog (indicate the word dog on the graph), or one (indicate the 1 on the graph)? s
4 (20 2 points, Correct on Try 1
3 @ 1 point, Correct on Try 2 Done Entering Data button
2 < : (appears after last item
(0. 0 points, Incorrect on Try 2 \appears-giier tast f e_' .
| 1 has a score)
| (N N, No Response
|
[ A B C
'l Open notepad [——>
View Test Instructions Show (tell) me, where do you find the number of animals: here (indicate the title),
and Help page here (indicate the animal names), or iere (indicate the numbers)?
(22 2 points, Correct on Try 1
(i) 1 point, Correct on Try 2 -
Mark item
(@ 0 points, Incorrect on Try 2 for review
(N N, No Response
Test Tools

The Data Entry Interface has several on-screen tools that support users’ needs. These include
global tools and task/item tools. Global tools are those available on every page in the top
banner. Task and item tools are available for each item on the test.

Global Tools

e Help [?] button: The [?] button at the top left will open the on-screen help (Test
Information and Help page).

e Zoom buttons: You can zoom in on the page to increase the font size. Four levels of
magnification are available.

e Questions drop-down list: This enables you to quickly return to a specific task page.
Marked pages will be indicated with “(marked)” text.

e Pause button: This button allows you to pause the test. When you return to the test,
you will be directed to the first page with unanswered items.

13
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Navigation buttons: These buttons in the top right corner permit you to go between
pages on a test.

Done Entering Data button: This button appears after scores have been selected for all
items.

Task/ltem Tools

Submit Comment tool: Each task item has a bubble icon. Click this icon to provide
feedback about the item. Comments will be automatically submitted into the system
and cannot be reviewed after submission.

Mark for Review flag: Each task item has a flag icon. Click this checkbox to identify that
item as one you may want to return to later.

Strikethrough: Each item's score option can be “eliminated” as a possible option. Right
click on a score option and select [Strikethrough]. A line will appear through the text or
image. To remove the strikethrough, right-click on that option again and select [Undo
Strikethrough].

14
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Section IV. General Test Rules and Navigation

This section describes how to move forward or backward in a selected test, how to pause data
entry, and how to end the test and submit it for scoring.

Navigation and Pause Rules

e All tasks and associated items must be administered to each student. Refer to the
Directions for Administration Manual for scoring-related policies.

e You may mark items for review and review them before pausing or submitting the test.

e You may review items and change the selected scores only if the test has not yet been
submitted for scoring.

e No pause rule is in effect. You will be permitted to pause for as long as necessary and
you can return to review items until you submit the test for scoring. All tests must be
completed before the end of the administration window.

Test Timeout (Due to Inactivity)

As a security measure, you will be automatically logged out after 20 minutes of inactivity. This
results in the test being paused. Activity is defined as selecting an answer or navigation option
in the test (e.g., clicking [Next] or [Back] or using the Past/Marked Questions drop-down list to
navigate to another question).

Note: Before the system logs you out of the test, a warning message will be displayed on the
screen. If you do not click [OK] within 30 seconds after this message appears, you will be
logged out.

|

I

Figure 10. Idle Timeout Warning Message

|dle Timeout

Are you still there? Click OK to continue or you will be logged out in 30
seconds. [Message Code: 10906]

Ok |

All scores that are entered are automatically saved by the DEI system, and the test being
paused will not impact any scores that have been entered.

15
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Proceeding Through the Test

Entering Student Responses/Scores

You must select the student’s score or non-scoring option for each task item that appears on a
page before you proceed to the next page in the test. After you have selected the score for all
items on the page, click [Next] to go to the next page.

Marking Items for Review

To mark an item for review, click on the flag [ ] located in the upper right corner of each item.
Marked items will show a dark flag and check mark [Er']. This feature allows you to easily
identify which item(s) you may need to return to at a later time.

Navigating to Previous Items

You can use either the [Back] button (at the bottom right Figure 11. Questions Drop-Down
of the screen) or Questions drop-down list (at the top Questions: IE T8 |L
center of the screen) to navigate to the page with the Task 1 (marked)

task and item(s) you want to review. Task 2
Task 3
Task 4
Task &
Task 6
Task 7
Task &

Pausing Tests

To pause data entry, click the [Pause] button in the top row. A confirmation message will pop
up. Click [Yes] to pause the test.

Figure 12. Pause Test Message

Attention

Are you sure you want to pause this test? To resume entering data for this
student, you will have to log in again. [Message Code: 10899]

When you are ready to resume data entry for the test, you will need to log in again. When you
resume the test, you will return to the first page with unanswered items; however, you may go
back to review or change scores for items already entered.

16
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Reaching the End of the Test and Reviewing Marked Items

The [Done Entering Data] button appears in the top right corner of the screen.

Figure 13. Done Entering Data Button

e o=

PAUSE BACK NEXT DONE ENTERING DATA

When you click the [Done Entering Data] button, the next page will give you two options:
e Review the data you entered.

e Submit the test for scoring.

Once you submit the test for scoring, you cannot return to it. The test opportunity is now
. completed.

Figure 14. Done Entering Data Screen

You are done entering data.

You may now go back and review your entries, or click [Submit Test For Scoring] if you are finished
with this test. You cannot change entries after you submit this test.

+fu  This flag shows that you have marked questions. Please review those before submitting your test

Done Entering Data screen options:

e To review answers and go back to the test, select a task page from the list and then click
[Review Entered Data].

While you are reviewing the test, the [DoneEntering Datd button will remain on the
screen. To return to this Done Entering Data screen, click that button again.

e To complete the testing process, you must click the [Submit Test for Scoring] button.

Alert: After you click [Submit Test For Scoring], the test is officially completed. You cannot
log back in and review the data you entered for each task and item. Only those tests submitted
by 11:59pm on March 29, 2013, will be reported.

17
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Test Successfully SubmittedScreen

After you submit the test for scoring, you will see the Test Successfully Submitted confirmation
screen. This screen will show the student’s name and SSID, the test name, and when the test
was submitted.

__L | Note: The student’s scale score will not be available on this screen for the Spring 2013 AASCD
administration.

Figure 15. Sample Results Screen

rTest Successfully Submitted

Student Name: Demo Student A (Student ID: Z79999907)
Test Name: AASCD Math Grade OGT
Data entered on: 2/25/2013

Click on [Enter More Data] to continue data entry for another student. Click on [Enter More Data for
this Student] to enter data for another test for the same student. Click the [Logout] button in the
upper right of the page if you are done entering data.

Scores will be reported at a later date.

Enter More Data ] [ Enter More Data for this Student

In accordance with the Family Educational Rights and Privacy Act (FERFA), the disclosure of personally identifiable information is prohibited by law.

\ J

Results screen options:

e Click [Enter More Data] to enter scores or responses for a different student. You will be
directed to the Enter Student Information login screen.

e Click [Enter More Data for this Student] to enter data for the same student without having
to enter that student’s demographic information again. You will be directed to the Tests
For This Student screen. From there, you can proceed through the test selection and
verification process.

e If you are done entering test data, click the [Log Out] button in the upper left corner of the
page.

18
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User Support

If this user guide does not answer your questions, please contact the Ohio Help Desk.

To assist you with your issue or question, please provide the Help Desk with detailed
information that may include the following:

The district name and IRN and school name and IRN

The Test Administrator’s name and contact information

The SSID of the student whose test was affected by the issue
The test name and task number

Any error messages and codes that appeared

Operating system and browser information

19
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