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Quick Guide

Getting Started
* Loginto
http://www.riversidedatamanager.com

e Iflogging in as a teacher or administrator:

0 Log in with your admin ID/password

0 Click the Application Switcher ([F2=])

0 Select Assessments

0 To the right of the name of the Test
Event for which you want to proctor a
session, click on the blue icon
(“Proctor an Online Test Session for
this Event”)

Find Assessments

i Assessments
Scope | (Nonie)

View | Opan Test Events

Scapa Test Event Name Event Craator Data

CogAT CogAT Fall 2013 Betsy Rowlett 10212012

lowa Assessments lowa Fall 2013 Betsy Rowlett 102201 {Fre)

e Iflogging in as a Proctor:
e Login with your proctor ID/password

Starting a Test Session

e From the list of sessions, click on the name of
the session that you want to open

[Proctor Session
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Managing a Proctor-Led Test Session

Managing a Proctor-Led Session

¢ Asstudents log in for this session, their names
will appear in the Waiting for Approval area

Proctor Session s i S| | S iy
i

¢ Once all students have logged in, select
Approve All or you can approve students
individually as they log in

¢ Once students have been approved for
testing, select the Proctor Led tab to access
the proctor directions and information for this
session

Proctor Session

Manage | Andrewsor5Qua @| Proctorted [

Test Admin Type

Andrawe ar 5 Nnan Proctar | od Comnd
*  For proctor led sessions, directions/script for
the proctor will be in the top half of the
screen; the lower pane displays what students
see on their screen

DIRECTIONS FOR ADMINISTRATION

SAY: This is the first pan of & test sbout how pecpia use language: Listen carsfuly, The
words on this page are part of a spelling test. There are three words on your
screen. | will say the three words. and use them in a sentence. You are ta ciick the
word that s misspelied.

Look at the words on your seresn. They ara knew. time, tide. She knew what time
the tide came in. Click the ward that s not spelied corractly

Pause whle stuents cick the answer

Knew tyme tide ‘

¢ Proctors should read verbatim the text
preceded by SAY to students
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e Proctors should follow the instructions not
preceded by SAY (but do not read them out
loud to students)
e Student progress/status in the test will be on
the left side of the screen
0 The question the students are working on
appears in the Question column of the
Student area on the left

0 When the student answers the current
question, a green check mark ( ")
appears in the Answered column of the
Student area on the left

Proctor Session
eosgs [ ERpeACagATseion s [ Preciried 3]
‘Session Name. Test Admin Type
BR gr 5 CoghT session 1 Proctor Led. CogAT Spring 2013 -
Time: 00:22:40 Refresh |
Verbal Analogies - Ley|
Question Answered s
( v
Make sure all
SAY: Toa
the

¢ For some subtests, the proctor will read
directions/ give instructions through the
sample items and then release the students to
work independently, at their own pace,
through a timed subtest.

DIRECTIONS FOR ADMINISTRATION

Maka sure all students are on the comect screer.

SAY: To answer the questions in this test, figure out how the first pair of words goes together. Then find the word that makes
the next pair go together in the same way.

You will have 10 minutes to complete this test.
« Kesp Working until you reach the end of the test. If you finish early, you may check your answers by using the Review
button.

 Try to answer every question. If you cannot answer a question, try the next one. If there is time, go back 1o the questions
you skipped.

» If you have any questions, raise your hand and someone will help you after the others have begun.
Let’s begin.
The remainder of this test is self paced, When you click Next, stuognts. will control their screens. Click Next 1o bagin the test

Al any time during the lest, you can click the Skip to End butlon te advance your screen 1o the fast page of the fest. If you skip to the end. you wil not be able o
retum o the fest questions

e For some subtests, the proctor will read
directions/give instructions through the
sample items as well as through every test
question in the subtest.

¢ When all students complete the subtest, the
proctor will determine whether the group will
continue to the next subtest or if testing will
end.

Note: Students must end their subtest by
selecting the End button.

Thank you

Click End to close the test.

Once students have ended the subtest, they will
be returned to the drawing screen where they will
wait for further instructions.

CogAT

DIRECTIONS FOR ADMINISTRATION

Number Analogies - Level 11

Please read the instructions on this screen before taking any action

While students are testing:
+ Move around the room observing students as they take the test.
*+ Check that each student is working independently and confirm that students appear to be
considering questions carefully before responding.
+ Answer questions about procedures and the mechanics of test taking; however, do not give
help on specific test questions.
* Monitor student progress carefully by using the Status column.

Make sure all students have completed testing. Then, decide what you would like to do next.

If you want to administer the next subtest in the series:
1. Go to the Session tab.
2. Check the Approved Students area of the Session tab to verify that all students who are able
have completed their subtests.
3. Click Continue Testing.

If you want to end testing for the testing period:
1. Go to the Session tab.
2. Check the Approved Students area of the Session tab to verify that all students who are able
have completed their subtests.
3. Click End Testing.

¢ The proctor will select the session tab (the tab
with the name of the session) and select to
Continue Testing All (which will automatically
advance students to the next subtest in
sequence) or End Testing All.

Proctor Session
P Tt - ——

e If the Proctor selects to Continue Testing All,
the students will move to the next subtest in
sequence. Once the next subtest is
completed, the proctor can again continue to
the next subtest or end testing. This process
continues until the proctor selects to ends
testing. To end testing, the proctor will select
End Testing All.

* If additional subtests need to be taken the
next day, a new test session will need to be
created so that students can continue testing
through additional subtests.
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