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Introduction

The purpose of this manual is to help District Assessment Coordinators (DACs), School Assessment
Coordinators (SACs) and other DRC INSIGHT Portal users manage user permissions, student information,
and testing responsibilities in the DRC INSIGHT Portal. It is the responsibility of DACs/SACs to ensure that
all district/school DRC INSIGHT Portal users have the appropriate level of access, and to remove access
when staffing changes occur.

Log in to the DRC INSIGHT Portal

To access the DRC INSIGHT Portal, enter the URL https://wi.drcedirect.com in a supported browser.

All DACs receive an email from the Forward exam test
vendor, DRC, notifying them that they have access to the
2023 Forward administration in the DRC INSIGHT Portal. DRCANSIGHT"
New DACs also receive an email with an authorization link
and a temporary password. All other DACs should be able to
log in with their previous credentials.

Username

Password

If you forget your username or password, click on the
Forgot your password? link located at the bottom of the
Log In box. Enter your email address and click Send
instructions. You will receive an email containing your

Show Text

Signin

Forgot your password?

username or a link to reset your password, depending on
your request.

Changing Your Password
If you are an existing user and need to change your password, log in to your account and click on your
initials in the right upper corner of the screen.

DRCANSIGHT  WISCONSIN ~  MYAPPLICATIONS ~

MY PROFILE

Welcome to the DRC INSIGHT Portal

Edit Profile

Congratulations, you have successfully logged on. Change Password

several helpful links are just a click away. Please take time to familiarize yourself with the navigation menu under My Applications at the top of this screen. -

If you are having difficulty navigating through the site, please review the instructions at the top of each page or contact the DRC WI Help Desk.

View My Agreements
Wi Forward Help Desk My Ag

1.800.459.6530

Sign Out

WIiHelpDesk@datarecognitioncorp.com

Access to Forward Exam Online Tools Training (OTT), Forward Exam Student and Administrator Tutorial Videos, and Forward Exam Sample Items

Publicly accessible versions of the DRC INSIGHT test engine and the Forward Exam OTTs, Student and Administrator tutorial videos, and the Forward Exam Sample Items are available. Please copy the link
below into a Google Chrome browser window to access. Note that Google Chrome is the only supported browser for this public version of the DRC INSIGHT test engine.

Wisconsin Forward Portal: https://wbte.drcedirect.com/Wi/portals/wi

DRC
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Click Change Password. When the Manage my password page appears, enter your Previous Password,
New Password and Confirm New Password. When this is complete, click SAVE.

Passwords must contain a minimum of eight characters including:

e At least one numeric character
e At least one lowercase character and at least one uppercase character
e At least one of the following special characters: ~!@#$%"&*() -+=

Security Agreement
The first time any user logs in to the DRC INSIGHT Portal they must read and accept the Security and

Confidentiality Agreement for DRC Applications, which will automatically display. Users cannot continue
without accepting the agreement.

User Agreement
Everyone working with the Forward Exam must also
complete a hard copy DPI Forward Exam
Confidentiality Agreement (See the Forward Exam
Test Security webpage). password for access.

The secure test materials are propri

fidentiality Agreement for DRC Applications

re designed for State, District, and Sc
fidential and private
nd nt

rotected and req

nformation of its owner(s) and are
who are legal
of the test. In order to access the secure te

bound to maintain

materials you must
materials secure and confidential
secure test materials

If you would like to view or print the Security and
Confidentiality Agreement for DRC Applications, click
on your initials in the right upper corner of the screen
and then click View My Agreements.

ystem is not for publi

be disclosed to ar

record in order to fulfill his/her professional responsibility.

State, district, and school users who are granted permission to this system
must read and abide by the Family Educational Rights and Privacy Act
(FERPA). Disclosure of passwords to anyone unauthorized to use the system is
prohibi i rdian must be
in accordance the U.S.

ed.

Working in the DRC INSIGHT Portal

After you have logged in and accepted the security agreement, you will see the Welcome to the DRC
INSIGHT Portal screen. Click on MY APPLICATIONS in the menu bar.

DRCANSIGHT  WISCONSIN ~ MY APPLICATIONS ~

Welcome to the DRC INSIGHT Portal

Congratulations, you have successfully logged on.

Several helpful links are just a click away. Please take time to familiarize yourself with the navigation menu under My Applications at the top of this screen.
If you are having difficulty navigating through the site, please review the instructions at the top of each page or contact the DRC WI Help Desk.

WI Forward Help Desk

1.800.459.6530

WIHelpDesk@datarecognitioncorp.com
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After clicking on MY APPLICATIONS, a drop-down application menu will display multiple menu
selections, based on the level of permissions assigned to the user.

DRCANSIGHT  WISCONSIN ~  MYAPPLICATIONS ~

PARTICIPANT PREPARATION SCORING AND REPORTING

Student Management Report Delivery

User Management Interactive Reports

TEST PREPARATION GENERAL INFORMATION

Materials General Information

Test Management TECHNOLOGY SETUP

POST-TEST ACTIONS
Central Office Services

Student Management

The application menu in the DRC INSIGHT Portal includes:
PARTICIPANT PREPARATION

Student Management — manage student records, complete a student transfer request form,
and view the Student Status Dashboard.

User Management — add users or edit existing users. A list of users’ roles is available in
Appendix A — User Roles and Permissions Matrix.

TEST PREPARATION
Materials — order Braille test materials for students who require them.
Test Management — manage student test sessions and test tickets.
POST-TEST ACTIONS

Student Management — manage student records, complete a student transfer request form,
and view the Student Status Dashboard.

SCORING AND REPORTING

Report Delivery — access your district demographic data file, electronic Individual Student
Reports (ISRs), and status reports.

Interactive Reports — access your rosters and summary data.
GENERAL INFORMATION

General Information — view announcements from DRC, documents (guides, manuals, etc.),
downloads for INSIGHT software, and student and administrator tutorials.



TECHNOLOGY SETUP

Central Office Services — view existing configurations and/or add a new configuration for
managing local content caching and approved student testing devices.

User Management in the DRC INSIGHT Portal

DACs are responsible for assigning DRC INSIGHT Portal access and permissions to users. Required users
include School Assessment Coordinators and District Technology Coordinators (DTC). Test
Administrators (TAs) do not require DRC INSIGHT Portal access in order to administer the assessment.
However, a DAC may assign access and permissions to a Test Administrator if that individual will be
assisting with tasks such as printing test tickets.

Updating Existing Users for the New Administration Year
DACs are able to update existing users from the previous administration year to the new administration
year if the users will have the exact same role in the new administration as they did in the prior year.

To update existing users with the same role to the new administration year:

1. Select User Management under MY APPLICATIONS.

2. Select Administration, User Role, District, and School (optional) from the drop-down menus on
the Edit User tab.

Click Find User.

Click on the Profiles tab.

Check all profile boxes that apply or select all by checking box in the header.

oV kW

Click on Copy to New Administrations.

Edit User = Add Single User Upload Multiple Users
# [nstructions

0 Filters are required. See Instructional Text if unsure how to filter

Administration User Role District

Wisconsin Forward Exaly]  (All) [+] [DRCuUSE ONLY - SaMP[v]
School First Name Last Name

(an) =

E Hide Inactive Users

User Profiles

H Balderson Bob bbalderson@datarecogntioncorp.com Diwiict | Yeconsin Formird Exin S0 9999950000
Calderon John John.Calderone@dpi.wi.gov District ‘;ﬁg’"s'“ Forward Exam Spring 999990000
District ALL DISTRICTALL4183@gmail.com District \2"‘.'51(5”"5‘" Forwand Exam Spring 9999950000

Wisconsin Forward Exam Spring 9909900000 9999099099

Doe Jane doe@jane.com School .

five user ufive@dre-mn.com Digiict, | Xetes) e S v 9999990000
four user ufour@drc-mn.com D || Sews Forve DX cpres 9999950000
Hanson James Jhanson@datarecognmoncorp.com Distnct ‘1”‘:“;‘6”"5‘" Forward Exam Spring 9999990000
[ Heyer Lz Iheyer@watershedhs.org District ‘2';_"??"5"‘ N B Spaing 9999990000
— '
T Copy to New | | Assign | R Per Export All to Excel J




7. Inthe dialog box, select the New (L it Lo Ve

Administration. You are copying 3 user profile(s). If you are unsure which
. . . profiles you selected, press Cancel and review your
8. Click Submit. choices on the previous screen.

# Instructions

* Indicates required fields

NOTE: When updating New Administration

Wisconsin Forward Exam Spring 2018 .| *
current users to the new Wisconsin Forward Exam Spring 2017
administration, district Wisconsin Forward Exam Spring 2016

users and school users

(identified with the User
Role filter) must be

updated separately. n .

Adding Users

DACs can add both school- and district-level users in the DRC INSIGHT Portal. Depending on the district,
the DAC may delegate school-level user additions to the SACs. Only one person in a district should be
assigned the role of DAC. A DAC may assign an “Assistant to the DAC” to aid them with a multitude of
tasks. This role should be used sparingly and only at the district level.

When a new user is added, the DAC/SAC must assign the appropriate role and permission set to the
user. The User Roles and Permissions Matrix (Appendix A) outlines the permissions for each user role. It
is a local decision to give Test Administrators (TAs) access to the DRC INSIGHT Portal. TAs do not need
access to the DRC INSIGHT Portal to administer the Forward Exam. To protect student data, it is
important that DACs only assign permissions to individuals who require access to the DRC INSIGHT
Portal to conduct their tasks.

The established user roles/permission sets at the district and school levels are:

District Roles School Roles

District Assessment Coordinator School Assessment Coordinator
District Technology Coordinator School Technology Coordinator
District Report User School Report User

Assistant to the DAC Test Administrator/Proctor (optional)

NOTE: Each district is permitted only one DAC.

There are two ways to add users to the DRC INSIGHT Portal:

1. Add a single user — manually enter each user in the DRC INSIGHT Portal
2. Upload multiple users — upload a predetermined file type and layout containing multiple users
to the DRC INSIGHT Portal



Adding a Single User

User Administration

To add a single user: EaitUser | Add singie user| [oRioad Hultpie Users
* Indicates required fields
1. Select User Management under MY — S i i~
APPLICATIONS. Shobeean :
(5]
2. Click on Add Single User tab. e o
3. Complete all required fields and options from T oy ST
the drop-down menus. oo A Coor o 3 ;,_,E
. . & Tip: When you select a permission, its description will display below the lis
4. Select a permission set from the drop-down ey m——
Administrator -
menu (see Appendix A - Roles and Permissions e nad & /
. eolagclr Setup - Document and Repart ﬂ
Matrix). Materats - Adiionsi - Secongery wing [
Ot S e |1
. . Online Testing Statistics
5. Click on the Add Selected arrow icon ’ to Reports - Manage -

assign the permission set to the user.
6. Click Save. —p

There is an Administrators Tutorial that walks through this process.

Adding Multiple Users

To add multiple users at the same time:

1. Select User Management under MY
APPLICATIONS. User Administration
2. CIICk on the Upload Mu|tip|e Users Edit User ~ Add Single User | Upload Multiple Users EI

& First time? Download the File Layout (PDF document) and a Sample File (CSV text file).

tab. —— E E

3. Download the File Layout (PDF), which * Indicates required fields
shows what data are required and how | m7srter o

:T:a must be formatted in your upload File o _

4. Download the Sample File (CSV file).

5. Use the sample file format (delete sample data and add your own) to create your user upload
file. The file you upload must be a .csv file and it must include the header record. The column

headers and sequence must match the sample file.

After you have created an upload file and saved it
on your computer:

NOTE: If there are errors in the file, a message will
display containing details about the errors.

6. Select the appropriate test administration

year. You must resolve the errors and repeat steps 5 8.
7. Click Browse to select the file to upload.
8. Click Upload.

Once you have successfully uploaded users, you will need to assign a permission set to each user.

There is an Administrators Tutorial that walks through this process.

8
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Assigning Permissions to Users after Multiple User Upload
If you added users via the multiple user upload, you will need to add a permission set to each user.

There are two ways to assign permissions to users:

1. Assign multiple users the same permission set at one time
2. Assign permission set for a single user

Assign Multiple Users the Same Permission Set At One Time

It is possible to assign the same permission set to multiple users at one time. In large districts, it may be
more efficient to assign all SACs in the district the permission set at one time, rather than assigning it at
the individual level.

To assign a permission set to multiple users at one time:

Select User Management under MY APPLICATIONS.

On the Edit User tab, select Administration, User Role (optional), District, and School (optional).
Click Find User.

Click on the Profiles tab.

Check all profile boxes that apply.

o Uk wnN PR

Click on Assign Permissions.

Edit User | Add Single User | Upload Multiple Users
# Instructions

. Filters are required. See Instructional Text if unsure how to filter

Administration User Role District

Wisconsin Forward Exalw] | (All) [¥] |DRC USE ONLY - samp [+

School First Name Last Name |Z|
(A1) [v]

Email

Hide Inactive Users

Find User Clear
Users | Profiles |E|
User Profiles

5 Balderson Bob bbalderson@datarecagnitioncorp.com District ‘;g?g”“s'" Forward Exam Spring 9999950000
(] Ccalderon John John.Calderone@dpi.wi.gov District ;gig“"s'" Forward Exam Spring 9994390000
District AL DISTRICTALL4183@ gmail.com Distit | Seisconsin Forward Exam Spring. | 9999990000
Doe Jane doe@jane.com Schoot [ YCanSA Fnwrd B Spriog 9999990000 9999999999
five user ufive@drc-mn.com Dicrice | isconsin Fonward Exam Spring 9999990000
four user ufour@drc-mn.com District ‘zlgits"m" Forward Bxam Spring 9999990000
Hanson James jhanson@datarecognitioncorp.com District ;‘gigonsm Forwerd Exam Spring 9999990000
Heyer Liz ’?I Iheyer@watershedhs.org District ;‘g?(;"s'" Forward Exam Spring 9999990000

ssign L

Copy to New Administrations I [ Assign | L Export All to Excel




Assign Permissions
You can only assign permissions on this screen, not remove them.

7. Inthe dialog box, select the
.. . 2 Permission(s) in the right-hand list will be added to the user profile(s) you
permission set in the drop-down selected on the previous screen.

menu. Permission-set ‘
o[7

8. Click on the Add Selected arrow icon

Tip: When you select a permission, its description will display below the
list

4 to assign the permission set. fvalable Permissions _ Assigned permissions
. Administrator - Set Password @
9. C||Ck Save. Documents - View

Online Testing - Secured Resources
Online Testing Statistics

Reports - Manage - Delete

Reports - Manage - Publish

Reports - View - Delete

Reports - View District Files

Reports - View School Files

Reports - View State Files -

AW a

To see the description, select a permission

[¢]
=

Assign Permission Set to a Single User
If you added users via the multiple user upload, you still need to add a permission set to each user.

To add a permission set to a single user:

Select User Management under MY APPLICATIONS.
Click on the Edit User tab.

Use the fields and drop-down menus to enter search criteria to locate the user.
Click Find User.

vk wN e

would like to edit.

Click the View/Edit icon in the Action column to display the Edit User dialog box for the user you

User Administration

Edit Userd Single User | Upload Multiple Users

® Instructions

. Filters are required. See Instructional Text if unsure how to filter

Administration User Role District

Wisconsin Forward Exalw] |(All) [«] DRCUSE ONLY - SAMP[v]
School First Name Last Name

(Al [+]

Email

| Hide Inactive Users

Users | Profiles

M Last Name A FirstName

] Balderson Bob bbalderson@datarecognitioncorp.com

10



6. Inthe Edit User dialog box, click the  [EN I

Add button First Name Last Name Email Address

test drc lyzhzjjz.gcs@20mail. it

Permissions

Administration 4 Role A District 4 School 4 Adion

Wisconsin Forward Exam Spring 2019 State E

‘ Reset User ‘ ' Inactivate ] l Close J

7. Inthe Add Permissions dialog box,

* Indicates required fields

complete all required fields and options

Administration User Role
from the dro p_down menus. Wisconsin Forward Exam Sprifw] *  |School
. PO District School
8. Select the appropriate permission set e el [ &

from the drop-down menu (see Permission-set

Appendix A: Roles and Permission ; o S
Y 'l:lp: When you select a permission, its description will display below the
Matrix). gt

Available Permissicns Assigned Permissions
9. Click on the Add Selected arrow icon Administrator
Administrator - Set Password
Documents - View
’ . . . Online Testing - Secured Resources E
to assign the permission set to Online Testing Statistics
Reports - Manage - Delete
the user. Reports - Manage - Publish
Reports - View - Delete
H Reports - View District Files
10 CIICk Save' Reports - View School Files
Reports - View State Files -

AFNANE

To see the description, select a permission

o

Editing a User’s Permissions within a Permission Set

DACs/SACs should assign established permission sets to the majority of users. On rare occasions, a
DAC/SAC may find it necessary to edit the permissions within an established permission set for a select
user. This type of edit would either add or remove individual permissions to the established permission
set. (This is also how you would remove all permissions from a user.)

To add/remove a specific permission to/from a user:

Select User Management under MY APPLICATIONS.

Click on the Edit User tab.

Use the fields and drop-down menus to enter search criteria to locate the user.
Click Find User.

il

11
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5. Click the View/Edit icon in the Action column to display the Edit User dialog box for the user you

6.

would like to edit.

User Administration

Edit Userd Single User = Upload Muiltiple Users

@ Instruclions

W Filters are required. See Instructional Text if unsure how to filter

Administration User Role District
Wisconsin Forward Exalv] |(All) [v] ©RC USE ONLY - samP[v]
School First Name Last Name
(Al [v]
Email
| Hide Inactive Users

Users  Profiles

W Last Name

4 First Name

1 | Balderson Bob

bbalderson@datarecognitioncorp.com

In the Edit User dialog box, click the
View/Edit icon in the Action column to

display the Edit Permissions dialog box.

In the Edit Permissions dialog box, you

can:

a. Select permissions from the
Available Permissions list and click
on the Add Selected arrow icon

’ to add permissions to the
user.

or

b. Select permissions from the
Assigned Permissions list and click
on the Remove Selected arrow

icon ‘ to remove permissions
from the user.

or

Last Name Email Address

First Name
John

Calderon John.Calderone@dpi.wi.gov

Permissions

9999990000 - DRC USE ONLY - SAMPLE

Wisconsin Forward Exam Spring X

2016 Distict  prerRict

Wisconsin Forward Exam Spring District 9999990000 - DRC USE ONLY - SAMPLE w
2017 DISTRICT

Add
Reset User lnacllvau‘ Close

Edit Permissions

* Indicates required fields
Administration User Role
District School
Permission-set

[~]

Tip: When you select a permission, its description will display below the
Assigned Permissions

R jist
-~ ___|Documents - View [ -

&2 || Online Testing - Secured Resources
Test Setup - Device Toolkit

Avallable Permissions
TG T CINTY SIS
Reports - Manage
Reports - Manage - Delete
Reports - Manage - Publish
Reports - View - Delete
Reports - View District Files
Reports - View School Files
Reports - View State Files
Status Reports - District Reports
Status Reports - State Reports
Student Lookup
Studaent Trancfer Earm
= Test Setup - Device Toolkit: Allow us
device to use for testing

igure a computer or other approved

c. Click the Clone from Another User icon @ to copy another users set of permissions.

Click Save.



Activating or Inactivating a User

When staff changes occur within schools and districts, DACs/SACs must inactivate users that should no
longer have access to the DRC INSIGHT Portal for their district/school, and DACs may need to re-activate
a user who previously was inactivated.

To inactivate a user:

Select User Management under MY APPLICATIONS.

Click on the Edit User tab.

Use the fields and drop-down menus to enter search criteria to locate the user.
Click Find User.

Click the Inactivate/Activate icon for the user you want to make inactive.

vk wnN e

User Administration

Edit User d Single User | Upload Multiple Users

& Instructions

. Filters are required. See Instructional Text if unsure how to filter

Administration User Role District

Wisconsin Forward Exa[s] | (All) [v] DRCUSE ONLY - SAMP[v]
School First Name Last Name

(Ally [+]

Email
[] Hide Inactive Users

Find User H

users | Profiles |

User Accounts

B Last Name A First Name A Email Address

1 Balderson Bob bbalderson@datarecognitioncorp.com EA HE

6. Click Inactivate to make the user inactive. A Inactivate User

message will display that reads The user has (o) You have requested to inactivate user 'John
Calderon (John.Calderone@dpi.wi.gov)'. Are you

been inactivated. sure?
Inactivate Cancel

To activate a user, follow steps 1 to 5 above. Selecting the Inactivate/Activate icon will automatically re-
activate a user. A message will display that reads The user has been activated.
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Student Management in the DRC INSIGHT Portal

DACs/SACs are responsible for managing student data in the DRC INSIGHT Portal. Student details (e.g.,
district, school, birthdate, grade, gender, race, WISEID, Local ID, and district/school of accountability)
and demographics (e.g., disability status, English language proficiency, migrant status, district/school
FAY) are exported from WISEdata and uploaded to the DRC INSIGHT Portal approximately eight weeks
prior to the testing window.

The following are DAC/SAC responsibilities for managing student data in the DRC INSIGHT Portal:

e Add all accessibility features required by students into the DRC INSIGHT Portal before testing.

e Ensure that student detail and demographic data are up to date and correct in the DRC INSIGHT
Portal.

e Update the DRC INSIGHT Portal if a student transfers into the district or between schools within
a district.

e Ensure that all students in their district are added to test sessions.

e Enter a not-tested code in the DRC INSIGHT Portal for any student that does not participate in
the Forward Exam.

Under the Student Management menu option in the DRC INSIGHT Portal, there are three additional
application menus:

e Manage Students DRCANSIGHT™ WISCONSIN ~  STUDENT MANAGEMENT ~
e Student Transfer Form
e Student Status Dashboard

Manage Students  Student Transfer Form  Student Status Dashboard

Please select an item from the menu above.

Adding Accessibility Features for Students in the DRC INSIGHT Portal

The DAC/SAC must indicate in the DRC INSIGHT Portal if a student will use an accessibility feature
(designated supports and accommodations) for the Forward Exam. DACs/SACs must work closely with
school staff to ensure that students are receiving appropriate accommodations and designated
supports. Please refer to the Accessibility Guide when making such decisions.

There are three options for entering accessibility features into the DRC INSIGHT Portal:
1. Using the Multiple Student Upload (MSU) process
2. On a student-by-student basis
3. Mass-assign the same support or accommodation to a group of students

For precise dates for the availability of these options, please consult the Forward Calendar on the DPI
website.
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https://dpi.wi.gov/assessment/forward/calendar

Add Accessibility Features Using the Multiple Student Upload Process (MSU

Process)

There is an optional window of time when districts can use a MSU process to enter accessibility features
for multiple students. You will not be able to use this process to enter accessibility features at any time
other than during this optional 10-day window. On the first day of the optional Add Accessibility
Features Window (see Calendar for precise dates), you will have access to a District Demographic Data
file (.csv) in the MSU file format with all of your student detail and demographic data pre-populated.
You can download this file from the DRC INSIGHT Portal, add student accessibility features to the file,
and upload the file into the DRC INSIGHT Portal. The file, with accessibility features added, can only be
uploaded during this window. If you upload a file after this window, data entered into the accessibility
features columns of the file will be ignored.

It is not necessary to upload student records that do not require accessibility features or changes to
student information. It is recommended that you delete unneeded rows and/or copy needed rows into
the MSU file layout.

If you choose not to use the Add Accessibility Features Window (e.g., you have a low number of
students using accessibility features) you may still enter supports and accommodations using the
individual and mass-assignment tools available in the DRC INSIGHT Portal once Test Setup becomes
available.

The MSU process consists of three steps:

1. Download the District Demographic Data file or create your own file using the Sample File (.csv)
as a template.

2. Add needed accessibility features for students in the file.

3. Upload thefile.

Step 1: Download the District Demographic Data File
To download the District Demographic Data file, do the following:

1. Select Report Delivery under MY APPLICATIONS.

2. Click on the View Reports tab.

3. Select the administration, your district, and in the Report drop-down menu select the District
Demographic Data file.

4. Click Show Reports.
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5.Download the District Demographic Data file for use as a MSU file by clicking on the Save CSV
icon.

Status Reports View Reports

View Reports

Administration
Wisconsin Forward Exam Spring 20J«|

District School Report

Abbotsford - o3rlnu:|ao|l (All [v]  District Demographic D|w|
4

| Show Reports Download Reports |

Reports 5
Administration Report Title District & School 4 Date ¥ Action

Wisconsin Forward Exam Spring 2021 District Demographic Data File WI Forward 2021 District Demographic Data File 0300070000 2/12/2021 = l"'

As an alternative to using the District Demographic Data file, there is also a Sample File (.csv) available
on the Forward Exam Resources webpage, and in the DRC INSIGHT Portal on the Upload Multiple
Students tab (see Step 3 below). You can download the Sample File, add your student data and
accessibility features to that file, and use that as your upload file.

Step 2: Add the Student Accessibility Features

After you download the District Demographic Data file, you need to add student accessibility features to
the appropriate columns. Use the MSU File Layout (pdf) document, which outlines the specific
formatting and data validation rules that you must follow when producing an upload file, to confirm all
your columns are formatted correctly. The MSU File Layout (pdf) is available on the Forward Exam
Resources webpage, and in the DRC INSIGHT Portal on the Upload Multiple Students tab (see Step 3
below). After you have added data, make sure that you save the file.

NOTE:

It is important to use the File Layout (pdf) document to confirm that all of the columns in your
MSU file are formatted correctly before uploading it to the DRC INSIGHT Portal. All column
headers must be identical to the headers in the Sample File or the District Demographic
Download file.

Step 3: Upload the Updated File
To upload your saved MSU file back into the DRC INSIGHT Portal, do the following:

1. Select Student Management under MY APPLICATIONS.

2. Click Manage Students.

3. Click on the Upload Multiple Students tab. The blue bar at the top of the tab provides links to a
File Layout (pdf) and a Sample File (.csv text file).

4. Click Browse to locate your updated and saved MSU file. Select the file and click Open to display
it in the “File” field.
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5.

Click Upload. A message will display indicating the file has been transferred and is being
validated (checked for errors). Depending on the size of your data file, the validation process can
vary in length.

/ \ anage Students Student Transfer Form Student Status Dashboard
NOTE:

k

The blue highlighted
area under the
Upload Multiple
Students tab provides
links to the MSU File

you can use to create

afile. @E

Manage Students

Manage Students Upload Multiple Students

¢ Download the File Layout (PDF document) and a Sample File (CSV Text File).

# Instructions

* Indicates required fields

Administration District School
Layout (PDF) and a Wisconsin Forward Exam Spify] *  |DRC USE ONLY - SAMPLE DI[w] *  [(All) [v]
Sample File (.csv) that e : E
| Browse...

/

6.
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After the file validation process is completed, if your file has critical data errors (for example, if
the district number is incorrect or does not have 10 digits) you will see an error message alerting
you that the file failed to upload:

A previously submitted student file failed to upload. Please check the error report and resolve the errors before
resubmitting the file.

Click the error report link (included in the error message) to download a report (.csv) listing the
cause for the upload failure.

NOTE:
Correct the data errors identified in the If you upload another MSU file, the new
error report, save the corrected file, and file will overwrite the currently uploaded
re-upload the file. version.

Once your file has successfully uploaded (without critical data validation errors), you will see a
message that says the file has successfully uploaded and advises you to download an error
report (.csv) by clicking the underlined link:

The student file has been accepted, all records free of errors have been uploaded. Please check the error report and
resolve any errors that may exist before resubmitting the file.

Even if your file uploaded successfully, it still may contain data errors that did not pass the
validation process. For example, data in a certain field may not display properly. The error
report will list the cause of each non-critical data error.

Correct the data errors identified in the error report, save the file, and re-upload the file.

Once your file has uploaded without any data errors (critical or non-critical), the error report will
indicate that the file contains no errors.



Enter/Edit Accessibility Features on a Student-by-Student Basis

To enter/edit a student’s

accessibi“ty information' do the nage Students | Student Transfer Form | Student Status Dashboard
following: Manage Students
Manage Students Upload Multiple Students
1. Select Student Management The maxinwum number of 5000 students is displayed.
under MY APPLICATIONS. G
2. Click on Manage Students. Administration District school
Wisconsin Forward Exam Spi[w] *  |DRC USE ONLY - SAMPLE DI[»]*  [(all) []
3. On the Manage Students Lost Name First Name —
tab, select your search — @
. . Designated Supports - Designated Supports - Designated Supports -
criteria. ::;:mmudatmns Content Accommedations Type Accommodations
4. Click Find Students. 2 =
. . o . . Grade Online Test Status Content Area
5. Click the View/Edit icon in H &l
the Action Column for the Session Session Assignment _
o |
student. The Edit Student
window will open. E
Students
6. In the Ed|t Student Window' B LastName & First Name A WISED Local Student ID Date OFBith  Grade & Action
click on the Designated Student Training 1234567890 9876543210 1/1/2007 08 E

Supports - Accommodations tab.

7. Select the check boxes to assign the necessary accessibility features for the student. To remove
an accessibility feature, uncheck the box. Features must be added separately for each subject
area.

8. Click Save to save your changes or Cancel to cancel your changes.

ediswdenn |
/NOTE: \

The Designated g i T PR —

Accommodations tab in T

the Edit Student ——

window is used to R — :

enter both Designated o8 i )

Supports and - E‘ifl:‘_i;.i:i‘::‘;if;m S

Accommodations. S e

Designated Supports :

are marked with a “DS” el

and Accommodations

and marked with an

!A". / All test tickets must be re-printed if changes are made to
accessibility features.

There is an Administrators Tutorial that walks through this process.
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https://assets.drcedirect.com/States/WI/Tutorials/Student/current/index.html

Mass-Assign the Same Support or Accommodation to a Group of Students
To add the same accommodation or support to multiple students simultaneously, do the following:

19

1. Select Student
Management under MY

APPLICATIONS.

2. Click on Manage
Students.

3. Select your search
criteria.

4. Click Find Students.

5. Select the check box next
to each student that you
want to assign the
accessibility features.

6. Click on Update
Designated Supports -
Accommodations. The
Update Accommodations
for Multiple Students
window will appear.

7. Inthe Update
Accommodations for
Multiple Students window,
Select Assign Designated
Supports —
Accommodations under
Update Mode.

8. Select the desired
accessibility features.

9. Click Save.

Manage Students
Manage Students | Upload Multiple Students

The maximum number of 3000 students is displayed.

Administration District school

Wisconsin Fornard Exam Sp{x]* | DRC USE OMLY - SAMPLE DI[¥]  DRC USE OMLY - «DIRECT S[z]

Last Name First Name WISEID

Designated Supports - Designated Supports -
Agcommedations Content L Type
Area

Designated Supports -

= -

Grade

Find Students | | Clear

Students | Alternate Testing Sites

s o A 10 ]
e Testerkd e @
e Tesrs 2mma1 @
e Testac 2mnus ©
e Testeo Rt @
o Testut R ]
ke Tastef R
e Testers 2mMT ]
e Teste s ©
1 Testet DN @
I Testa) 2148 1m0

e ot 0 omeems) < [l 2 3 4 5 6 7

Ada student | | Export to Excel | | Download Students | | Update Desianated Supports Aanmmdwnns

3 2 3 Neas

(s]s[s|s[sI8[s|S|S]s0S)

Update Designated Supports - Accommodations for Multiple Students

The Designated Supports - Accommodations selected (checked) below can be
either Assigned or Removed from the Students selected on the previous screen.

# Instructions
Update Mode

® Assign Designated Supports - Accommodations

Remove Designated Supports - Accommodations

Designated Supports - Accommodations

Mathematics
Online DS - Color Choices [CC] ] v/
Online DS - Contrasting Color [CTC] ¥ =
Online DS - Reverse Contrast [RC] ™ ]
Online DS - Masking [MSK] O
Online [Dssr] Spanish Translation (Stacked) |

Online DS - Text-to-Speech [TTS] O
Online DS - Amplification Device [AD] (]
Online DS - Bilingual Dictionary [BD]

Online DS - Color Overlay [CO]) O

- Magnification [MAG]

NOTE: To mass-remove accessibility features from a selected group of students, choose
Remove Designated Supports - Accommodations under Update Mode, then un-check the

boxes for the accessibility feature that needs to be removed, and click Save.




Viewing a Report of Students with Accessibility Features Assigned

It is possible to export a student list from the DRC INSIGHT Portal that includes the accessibility features
assigned to each student. The DAC/SAC should use this list to confirm that all students who need
accessibility features have these assigned before testing starts. In addition, DAC/SACs should use this list
to ensure that students are not assigned an accessibility feature that is not needed. To export a list of
students and their assigned accessibility features, do the following:

1. Select Report Delivery under MY
APPLICATIONS.

2. Click on the Status Reports tab.

3. Select the required fields from the drop-
down menus.

4. Click the icon in the Action column for the
report titled Daily Cumulative Student
Status Report. A csv file will download.
Column Q in the csv download file
contains the assigned accessibility
features.

Status Reporis

View Reports

Status Reports

* Indicates required fields
Administration District Schoal

Wisconsin Forward Exam Spiy|* |DRC USE ONLY - SAMPLE DI[v|*  (Al)

4 Description

Daily Cumulztive

Displays all students in 2 test session, regardless of whether they have started the test
Student Status Report E

session or not. Shows the test status for each student, including start and submit times, the
ticket status, assigned accommodations 2nd hzs a comment field.

Daily Student Status

Displays each student that logs into 3 test. Shows the test start and submit times, test ticket

status and has a comment field. This report does not contain any cumulative test activity for
the student.

ggg:rfchon\ Resets Displays information about schools that have unusual reset/unlock activity.
Daily Student Resets

Report Displays information about students that have unusual reset/unlock activity. E

IMPORTANT: This file contains secure, student-level, personally identifiable information (Pll),
and must be kept secure to protect student privacy. Do not email this file to staff or share
this file with staff that do not have permission to access PII.

Editing Student Demographics

The DAC/SAC is responsible for ensuring all student demographic information (grade level, school, etc.)
in the DRC INSIGHT Portal is accurate. DACs/SACs must work closely with school staff to ensure student
information is correct and/or updated. Any demographic information updated in the DRC INSIGHT Portal
must also be updated in your district/school student information system.

Student demographics can be edited in the DRC INSIGHT Portal in two ways:

1. Using the Multiple Student Upload (MSU) File process

2. On a student-by-student basis
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Editing Student Demographics using Multiple Student Upload (MSU) File

To create a student file with updated/corrected demographics, follow the MSU instructions on pages
15-16 of this manual. You can either download the District Demographic Data file and make your
updates to that file, or you can create your own file using the Sample File (.csv template). After you
have created the file, you need to upload it, following the instructions on pages 16-17 of this manual.

NOTE: Student demographic data can be updated in the DRC INSIGHT Portal using a MSU
file at any time that users have access to Test Setup features. However, if you want to use
a MSU file to load accessibility features, this is only possible during the optional window to
add accessibility features. See the Forward calendar webpage for dates. Any data in the
accessibility columns of a MSU file will be ignored after this window closes.

Editing Student Demographics on a Student-by-Student Basis

To view or edit a student’s demographic information, do the following:

1. Select Student Management under Manage Students
MY APPLICATIONS.

2. Click on Manage Students.

3. Onthe Manage Students tab, select
your search criteria.

The maximum number of 3000 students is displayed.

District School
DRC USE ONLY - SAMPLE DI[v] (Al =l

First Name WISEID EI

4. Click Find Students. Ao Coment. Aecmmodaton e pocmmodaton
5. Click the View/Edit icon in the = S &
Action column for the student. The - = W i— - —
Edit Student window will open. E E—
Find Students M B
Students

Student Training 1234567850 9876543210 1/1/2007 06 ;

6. Inthe Edit Student window, select ey
the Demographics tab. T

7. Update the student demographic Ta . e
information. Stucent Training @ 1234567890

. Student Detail = Designated Supports - Accommodations = Demographics |~ Testing Codes = Test Sessions
8. Click Save.

English Proficiency
English Proficiency - 7 - Fully English proficient, never ELL/ [,

Migrant Status &
Migrant Status - No v

Enrolled in School FAY
Enrolled in School FAY - Yes -
Enrolled in District FAY

Enrolled In District FAY - Yes [v]

EL Student New to Country

Optional Field

oipl Status
8

Save | | cancel
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Viewing, Adding, and Removing Students in a Test Session

Students in the DRC INSIGHT Portal at the close of the optional Add Accessibility Features Window are
automatically added to test sessions. If any students are assigned a not-tested code in the MSU process
during the window, these students will be placed in separate not-tested sessions. All test sessions are
grouped by grade and content area for each school. Once Test Setup is available, DACs/SACs may edit

these test sessions or create new sessions.

Viewing a Student’s Test Session Information

Student test session information can be accessed in the DRC INSIGHT Portal under both the Test
Management tab and the Student Management tab. Both methods are outlined below.

To view a student’s test sessions in the Test Management tab, do the following:

1. Select Test Management
under MY APPLICATIONS.

2. Click on the Manage Test
Sessions tab.

3. Enter the student name or
WISEid.

4. Click Show Sessions.
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The data for this Administration is read-only.

Test Sessions

Manage Test Sessions

# Instructions

* Indicates required fields

Administration District School

Wisconsin Forward Exam Spi] * |DRC USE ONLY - SAMPLE DI[v] |DRC USE ONLY - WI SAMPLE[w |E|

Last Name First Name WISEID

Session

Content Arj Assessment
(All) [w] (am [v]
Show Sessions |  Print All Tickets

Sessions | Status Summary

<

# Instructions

Session Detail

Session Name  Assessment  Status Begin Date  End Date  Action

ONLY - ONLY-WI  Students Not s g | =
SAMPLE SAMPLE Session Grade3BA | goqeq | 6/21/2018 | 62172018 DE L L_.E X
DISTRICT  SCHOOL

DRC USE DRC USE

Grade 4 . —
ONLY - ONLY - W Grade 4 Not ; : ]l =]
SAMPLE SAMPLE Stience Science Started 132018 1/3/2019 L_Jm . LH X

DISTRICT  ScHOOL i




To view a student’s test sessions in the Student Management tab, do the following:
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Select Student Management under MY APPLICATIONS.

Click on Manage Students.
Enter the student information
and/or select additional search
criteria.

Click Find Students.

Click the View/Edit icon in the
Action column for the student.
The Edit Student window will
open.

Student Transfer Form

Manage Students

Manage Students  Upload Multiple Students

The maximum number of 3000 students is displayed.
@ Instructions
* Indicates required fields

Administration
Wisconsin Forward Exam Spi[y] *

District School
DRC USE ONLY - SAMPLE DI[9] *  [(All)

Last Name
student

First Name WISEID

Designated Supports -
Accommedations Content

Designated Supports -
Accommodations Type

Designated Supports -
Accemmedations

Area
Grade Online Test Status Content Area
Session Session Assignment

=
o

i st

Students

4 First Name

Student Training 1234567890 9876543210

Local Student 1D

Student Status Dashbeard

=

3]

Date Of Birth

1/1/2007

Grade 4 Acion

In the Edit Student
window, click on the Test
Sessions tab to view all
test sessions for that
student.

@ Instructions

Last Name
Student

Student Detail

DRC USE ONLY -
SAMPLE DISTRICT

DRC USE ONLY -
SAMPLE DISTRICT

DRC USE OMNLY -
SAMPLE DISTRICT
DRC USE OMLY -
SAMPLE DISTRICT

* Indicates required fields

First Name Middle Initial WISEID
[Training 1234567890
D Supports - Al Demographics | Testing Codes

Student Session Detail

B
DRC USE ONLY - =7 0
EDIRECT SAMPLE sudentssesson | peoson L TDAMIS | pnprogress o

SCHOOL gl a

DRC USE ONLY - Session 2 04/11/2019
EDIRECT SAMPLE StudentsSession  (Wrling/Language)-  InProgress  02:52PM
scH Grade 3 ELA

DRC USE ONLY - \ 07/0/2019
€DIRECT SAMPLE Student's Session | gesgy 2SS9 | 1n progress 02:28PM
SCHOOL e T

DRC USE ONLY - 7

EDIRECT SAMPLE Student’s Session 2“;‘““3;:_:‘“'"5- " Not Started

SCHOOL e

Test Sessions @

O i
Do
Ol
O i




Adding or Removing Students in an Existing Test Session
To add or remove a student in an existing test session, do the following:
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1.

Select Test Management
under MY APPLICATIONS.
Click on the Manage Test
Sessions tab.

Select the Administration,
District and School from the
drop-down menus.

Click on Show Sessions.
Identify the test session
that you want to
add/remove the student
to/from and click the
View/Edit icon in the action
column in that row. The Edit
Test Session window will
open.

The data for this Administration is read-only.

Test Sessions

Manage Test Sessions

@ Ins CLi ns
* Indicates required fields

District
DRC USE ONLY - SAMPLE DI [v]

Administration School

wisconsin Forward Exam Splw] *

Last Name First Name WISEID
bear
Session
Content Ary Assessment
(Al [v] [am [+
Show Sessions Print All Tickets
Sessions = Status Summary

# Instructions

Session Detail
Select District School Session Name  Assessment  Status Begin Date
DRC USE g
ONLY - = t
O |swe eDIRECT Grade SELA | GradeSELA o0 2/1/2017
DISTRICT | SAMPLE :
SCHOOL
DRC USE S:EVU_SE
ONLY - Grade 5 Not ’
[ SAMPLE gm{;&r Mathematics | OradeSMath oo . 2/1/2017
DISTRICT
SCHOOL

DRC USE ONLY - eDIRECT SF

End Date

5/1/2017

5/1/2017

3]
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In the Edit Test Session window, enter search criteria and click Find Students.

To add a student to this test session:

a. In the Available Students column, click
on the student’s name to highlight it.

b. Click the Add Selected arrow ’ to
move the student from the Available
Students column to the Students in
Session column or click the Add All

arrow » if you want to move ALL
students from the Available Students
column to Students in Session column.

c. Click Save.

To remove a student from this test session:

Edit Test Session

&2 Testing Window: 02/01/2017 - 05/05/2017
4 Eligible Grades: 05

#® Instructions

* Indicates required fields

Session Name
Grade 5 ELA

Content Area Assessment

End Date

Mode Begin Date
' Il =

Search for Available Students
Student Last Name

Accntlnn

Find Students

Student First Name WISEID Grade

New Student | Clear

Available Students: Students in Session:
elvis, presley (9999944444)

24Vav

Double-click to edit Student Double-click to edit Student

Save Cancel

a. Inthe Students in Session box, click on the student’s name to highlight it. (To select multiple
students in sequence, press the Shift key while you select them. To select multiple students
that are not in sequence, press the Ctrl key while you select them.)

b. Click the Remove Selected arrow ‘ to remove the selected student/s from the Students in

Session column or click the Remove All arrow

Students in Session column.
c. Click Save.

-«

to remove ALL the students from the



Transferring Students

Transferring Students Between Schools within a District

DACs can transfer students between schools within their district in the DRC INSIGHT Portal. All student
information (including tests that have already been completed and assigned accommodations) will move
with the student to the new school. The student must be removed from test sessions at the old school

prior to transfer and placed into test sessions at the new school for any tests that have not yet been
started.

There are two options for transferring students between schools within a district:

1. On astudent-by-student basis
2. Using the Multiple Student Upload (MSU) process

As shown in Figure 1, the option you choose depends on how many students must be transferred, the
urgency of the transfer, and personal preference.

Figure 1. Within District School-to-School Transfer Process Decision Tree

School-to-School

(within district)

I

1-10 Students 11+ Students

Individual student-

by-student basis in Multiple Student Multiple Student
the DRC INSIGHT Upload (MSU) File Upload (MSU) File
Portal

Before you can transfer a student to another school in your district, you must remove the student from
any test sessions that have a status of “Not Started”. See “Adding or Removing Students in an Existing
Test Session” on pages 24-25 for directions on how to remove students from test sessions.
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Within District Transfer Option 1: Transfers between Schools on a Student-by-Student

Basis

To transfer a student to a different school, do the following:

1. After the student is removed from all not-started test sessions, select Student Management

under MY APPLICATIONS.

2. Click on Manage Students.

3. Enter your search criteria and/or
select from drop-down menus.

4. Click Find Students.

5. From the student list that
displays, click the View/Edit icon
in the Action column for the
student you wish to transfer. The
Edit Student window will appear.

6. Inthe Edit Student window, select
the Student Detail tab.

7. Select the new school from the
School drop-down menu.

8. Select the new school of
accountability from the drop-
down menu.

9. Click Save.

The student can now be added to
test sessions in the new school. See
“Adding or Removing Students in an
Existing Test Session” on pages 24-25
for directions on how to add the
student to a test session.

Student Transfer Form | Student Status Dashbeard

Manage Students
Manage Students ~ Uplead Multiple Students

The maximum number of 3000 students is displayed.

3 Instructions

* Indicates required fields

Administration District School
Wisconsin Forward Exam Spiv] * |DRC USE ONLY - SAMPLE DI[w] *  [(All) []
Last Name First Name WISEID

Designated Supports -
Accommodations

Designated Supports -
Accommedations Content

Designated Supports -
Accommodations Type

Area
[+ [+]
Grade Online Test Status Content Area
o] =
Session Session Assignment
=
e

Students

Local Student ID

Date Of Birth Grade 4 Acion

Student Training 1234567890 9876543210 1/1/2007 06

ast Name First Name Middle Initial

as WISEID
Student * Training

1234567890

Student Detail | Designated Supports - Accommodations | Demographics | Testing Codes  Test Sessions

Administration District School 7
*  |DRC USE ONLY - SAMPLE DIST[w]*  [DRC USE ONLY - eDIRECT SAM[y]
Date of Birth Grade Gender Race/Ethnicity Local Student 1D
7 T+ o2 El* Male  [w]* [(select [l [ss7es43210

Distri

f Accountability

School Of Accountability

]

Save | | Cancel
—

NOTE: In most situations, the school of accountability is the same as the school of attendance.

Within District Transfer Option 2: Transfers between Schools Using Multiple Student

Upload Process

You may transfer multiple students between schools within your district at one time using the Multiple
Student Upload (MSU) process. Follow the instructions on pages 15-17 of this manual to create and

upload a file.
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Transferring Students into your District

If a new student arrives in the district during the testing window, DACs are required to request the
student transfer into their district in the DRC INSIGHT Portal. DACs cannot transfer students out of their
district and into another district. All student information (including tests that have already been
completed and assigned accessibility features) will be transferred in the DRC INSIGHT Portal with the
student to the new district and school. During the transfer process, DRC will remove the student from
any tests not yet started in the old district, and will provide the new district with usernames and
passwords for any in-progress tests, so that the new district can add the student to new test sessions in
their district. The student must be added to test sessions in the new school.

You need the following information to transfer a student into your district:

e WISEid (State Student ID)
e Student Grade

e Receiving District

e Receiving School

There are three options DACs may choose from to transfer a student into their district:

1. Submit a Student Transfer Request Form through the DRC INSIGHT Portal
2. Complete the Transfer Request Spreadsheet
3. Request the transfer through the WI Forward Help Desk

As shown in Figure 2, the option you choose depends on how many students must be transferred into
your district, the urgency of the transfer, and personal preference.

Figure 2. Transferring Students into a District - Decision Tree

District-to-

District

1-6 Students 7+ Students
DRC INSIGHT Transfer
Portal Transfer Call Help Desk Request Call Help Desk
Request Form Spreadsheet
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Transfer Request Option 1: Complete and Submit a Transfer Request Form

The DRC INSIGHT Portal Student Transfer Request Form is an electronic form available in the DRC
INSIGHT Portal. One form needs to be submitted per individual student transfer. After submitting the
form, it may take up to two business days to process. DACs receive an email notification from the Wi
Forward Help Desk when the transfer is completed.

To use the DRC INSIGHT Portal Transfer Request form, do the following:

1. Select Student P s N haicet e D
Management under MY Student Transfer Form
APPLICATIONS ¢ Once the form is submitted, the WI Help Desk will complete the transfer within 2 business days of receiving the request.
) T
2. Click on Student prp————
Transfer Form. P R
3. Enter the requ”’ed Student Moved FROM (Sending Site): E| Student Moved TO (Receiving Site):
H H Nstri hool istrict hool
information. Dot g it g
4. Click Submit Request. Testing Mode : Testing Mode

Last Name First Name Date of Birth

State Student ID Grade

Sender's Phone number

4]

| Submit Request Print Clear

Transfer Request Option 2: Complete and Submit a Transfer Request Spreadsheet

The Transfer Request spreadsheet can be used to transfer multiple students at one time and may take
up to two business days to process. The Transfer Request spreadsheet may only be completed by the
receiving district.

To use the Transfer Request spreadsheet, do the following:

1. Download the Transfer Request spreadsheet available on the Forward Exam Resources webpage
and in the documents section of the DRC INSIGHT Portal.

2. Complete the fields in the Transfer Request spreadsheet and save your changes. Do not include
any student information other than what is requested on the spreadsheet, as it may be in
violation of student privacy laws.

3. Email the file to the WI Forward Help Desk at WIHelpDesk@datarecognitioncorp.com.

Transfer Request Option 3: Call WI Forward Help Desk

Calling the Help Desk 1-800-459-6530 requires you to spend some time on the phone, but the transfers
are immediate. When you call the Help Desk to transfer a student into your district, you will need to
provide the student WISEid (State Student ID), the student’s grade, and the receiving district and school
names.
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Student No Longer Enrolled in the District

If a student has left your district, keep the student enrolled in test sessions and enter the not-tested
code of "NLE" (No Longer Enrolled). See page 32 for instructions on entering a not-tested code. You do
not need to transfer a student out of your district. See Appendix D: Testing Scenarios for more
information.

Adding a “New to Wisconsin Public School System” Student to the DRC
INSIGHT Portal

A “new student” is a student who is new to the Wisconsin Public School System and has not attended a
private school via the Choice Program. First, the student must be added as a new student record in the
DRC INSIGHT Portal. After the student is added to the DRC INSIGHT Portal, the DAC or SAC can add the
student to an existing test session.

It is possible to combine the steps of adding a “New to Wisconsin” student to the DRC INSIGHT Portal
and adding that student to an existing test session. To combine these steps, follow the directions under
the subheading “Adding a New Student to the DRC INSIGHT Portal and to an Existing Test Session”. If
you use this method, you do not need to add the new student to the DRC INSIGHT Portal first.

Adding a New Student to the DRC INSIGHT Portal
To add a new student (new to the Wisconsin public school system) to the DRC INSIGHT Portal, do the
following:

Obtain a WISEid for the student.

Select Student Management under MY APPLICATIONS.

Click on Manage Students.

Select administration, district and school.

Click on Add Student. The Add Student window will open.

In the Add Student window, click on the Student Detail tab.

Enter and select the required information.

8. Click Save or Save & Add Another to save the information and add another student or Cancel to

Nouhkwne

Manage Students cancel the process.
Manage Students | Upload Multiple Students
quired fiel @ ns

District E School

n
orward Bxam Spw]*  DRC USE ONLY - SAMPLE DIfw|*  DRC USE OMNLY - eDIRECT S[v]

Last Na First Name Middle Initial ~ WISEID
Last Name First Name WISEID Doe ¥ [Jane A 999123456

Student Detail | Designated Supports - Accommodations | Demographics | Testing Codes
signated Supports - Designated Supports - Designated Supports -
dati \

e hTIvRe Administration District School 3
:I E ¥ DRC USE ONLY - SAMPLE DISTE . DRC USE ONLY - eDIRECT SAVE kd

Date of Birth Grade Gender Race/Ethnici
Grade Online Test Status Content Area 1/26/2010 &= o+ [e]* |Female []* [Tweor & ra,
Session Session Assignment District Of Accountability School Of Accountability

=i = DRC USE ONLY - SAMPLE DIST[w]  |DRC USE ONLY - eDIRECT SaM[x]

Local Student 1D
[v]* |9987854321

Aldswen | Exporttobxcel | DownloadSideniz) | Ubdote Declondiod Supborts  Sccommodations
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After the new student has been added to the DRC INSIGHT Portal, they can be added to test sessions for
each content area they have not completed, by following the directions on page 24-25 of this manual.

Adding a New Student to the DRC INSIGHT Portal and to an Existing Test

Session

To add one or more new students to the DRC INSIGHT Portal and add them to an existing test session at

the same time, do the following:

Click on Show Sessions.

vk wnN e

Test Session window will open.
6. Inthe Edit Test Session window, click New Student. The Add Student window will open.

Select Test Management under MY APPLICATIONS.
Click on the Manage Test Sessions tab.
Select administration, district and school.

Select an existing test session for the student’s grade level and click the View/Edit icon. The Edit

2]

The data for this Administration is read-only.

Test Sessions

Manage Test Sessions

SAMPLE
osticr | SALE

Pl Session Name Content Area Assessment
* Indicates required fields Grade 5 ELA
Administrati chool
dministration District _ school o Begin Date el
Wisconsin Forward Exam Spw]* |DRC USE ONLY - SAMPLE Di[w| [DRC USE ONLY - @DIRECT 5[] . -
I 2
Last Name First Name WISEID
= Search for available Students
Student Last Name Student First Name WISEID Grade
Session
Accommodation
Content An Assessment
All) & [cam =
Find Students | New Student  Clear
Show Sessions | Print All Tickets
rint All Ticke! Avallable Students: Students In Session:
elvis, presley (5995944444)
Sessions | Status Summary
# [nstructions ’
Session Detail 4
DRC USE o <«
oMLY - = " ot e -
L S ORECT  GndeSEA  GRdeSEA S, 21U S0
oisTRICT | SAMPLE
CHOOL
DRC USE e Double-click to edit Student Double-click to edit Student
Sl GDIRECT e s ratesman B ;e s

Edit Test Session

&4 Testing Window: 02/01/2017 - 05/05/2017
& Eligible Grades: 05
@ Instructions

* Indicates required fields

Save | Cancel

7. Inthe Add Student window, enter the new student’s information.
8. Click Save. The student is automatically placed in the Students in Session list for that test

session.

# Instructions

District Of Accountability

Save | | Save & Add Another
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* Indicates required fields
Last Name First Name Middle Initial  WISEID 7
Doe . Jane . A 999123456
Student Detail Supports - Testing Codes
Administration District School
ORC USE ONLY - SAMPLE DIST[9]* | DRC USE ONLY - eDIRECT SaMu] *
Date of Birth Grade Gender Race/Ethnicity Local Student ID
1/26/2010 =] |os [¥]* [Female [J]* Two or more races [¥]* [oss7654321

School Of Accountability
ORC USE ONLY - €DIRECT Sav[z]

Cancel
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Entering a Not-Tested or Invalidation Code (NTC)

If a student is unable to take the Forward Exam for any reason, DACs/SACs must enter a not-tested
reason for the student in the DRC INSIGHT Portal. Any student that is not tested will count as a non-
test participant for federal accountability purposes. For a complete list of not-tested codes,
descriptions, and guidance see Appendix C. NTCs must be entered for each content area. Student
NTCs can be entered into the DRC INSIGHT Portal using the Multiple Student Upload process or they
can be entered individually for each student. NTC Students must be in a test session in order to
view, enter, or edit their NTC.

To view, enter, or edit a student’s test code information, do the following:

1. Select Student Management

Student Transfer Form | Student Status Dashboard

Under MY APPLICATIONS Manage Students
2. C||Ck on Manage Students. Manage Students ~ Upload Multiple Students
. . The maximum number of 3000 students is displayed.
3. Select your search criteria.
4. Click Find Students. o
5. Click the View/Edit icon in the —— B e
Action column for the student. et E'
Designated Supports - Designated Supports - Designated Supports -
The Edit Student WindOW Wi” 2::mmadauons Content Accommodations Type Accommodations
open. Grad M Onll Test Stat L\L Content Al
[ =)

Session Session Assignment

Students E
D: Grade A Action

A WISEID

Student Training 1234567890 9876543210 1/1/2007 06 A

6. Inthe Edit Student window,
click on the Testing Codes tab.
7. Select the not-tested reason
from the drop-down menus. - - ) R E|

Student Detail | Designated Supports - Accommadations | Demographics | Testing Codes
8. Click Save.

Invalidating a Student Test

A test may need to be invalidated if there is a misadministration of the test or if a test security violation
occurs. Invalidating a test session invalidates the entire content area, not just the session in which the
issue occurred (for example, all of ELA, not just ELA session 1). An invalidation counts as a non-tested
participant for accountability purposes in the content area invalidated and a not test reason of
“invalidation” must be entered for the student in the DRC INSIGHT Portal for the affected content area.
The DAC should contact DPI prior to invalidating any tests.
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Unlocking/Purging a Student Test

Unlock (Reopen) a Student Test

A student may accidentally or intentionally submit their test before they have finished answering all of
the questions. Once the test is submitted, it will have a status of “Completed” on the Test Sessions tab,
and the student cannot log back into the test. Under certain circumstances, a DAC may unlock a
student’s test. See Appendix F for a decision tree to determine if a test can be unlocked.

Only a DAC may unlock (reopen) a test. A DAC may unlock (reopen) a test with a status of “Completed”
ONLY if the following conditions are met:

e The duration of the test was two minutes or less

e The number of items attempted by the student is two or less

To determine how many minutes a student has been in the test, and how many items the student has
attempted, do the following:

1. Select Student Ma nagement anage Students | Student Transfer Form | Student Status Dashboard
under MY APPLICATIONS. Manage Studenta
. Manage Students | Upload Multiple Students
2' CIICk on Manage StUdents' The maximum number of 3000 students is displayed.
3. Enter the student information
*r quired fields
(student name or WISEid, administration istrct school
Wisconsin Forward Exam Spw] * |DRC USE ONLY - SAMPLE DI[«]* |(All) [+]
grade) M Last Name First Name WISEID E
. . student
4. Click Find Students. -
Designated Supports - Designated Supports - Designated Supports -
5. Click the VieW/Edit icon in the ::;:mmwdaimns Content Accommodations Type Accommodations
. = [=]
ACtIon C0|umn for the StUdent' Grade Online Test Status Content Area
The Edit Student window will n n
Session Session Assignment
open. E &
5
6. Inthe Edit Student window, ST :
B Last Name 4 Frst Name A WISEID Local Student ID Date Of Birth Grade 4 Action
select the Test Sessions tab. [ Student Training 1234567890 9876543210 1/1/2007 06 E
On the Test

Sessions tab, you |

will see the begin @ Instructions

* Indicates required fields

date and time, and Last Name First Name Middle Initial WISEID
Student ¥ [Training g 1234567890
the end date and
Student Detail | Designated Supports - Accommodations | Demographics = Testing Codes | Test Sessions

time. The Status

Student Session Detail

COl umn wi I | Say School 4 SessionName A  Assessment A Status 4 BeginDate End Date Action
; DRC USE ONLY - Session 1 (Non- 02/11/2019 | 02/11/2019
”Co m p | ete d' ’ g:ﬁpﬁEa??TL;I%T eDIRECT SAMPLE Student's Session Calculator) - Grade & Completed 09:11 AM 09:12 AM
M & SCHOOL Mathematics cT T
DRC USE ONLY - 02/11/2019 | 02/11/2019
DRC USE ONLY - . Session 2 (Calculator) - 19 -
SAMPLE DISTRICT SEIH'}JEOCE SAMPLE Student's Session Grade 8 Mathematice Completed chr 12 M gd} AM

7. To see how many items a student has attempted, select the Edit/Print Ticket Status icon in the
Action column for the test session. The Testing Status window will open.

33



8. Inthe Testing Status window, the number of items the student attempted will display when the
mouse hovers over the “Completed” status (tests that are “Not Started” or “In Progress” will not
display a number of items attempted).

Testing Status

Last Name Status Status By Module

Al) [¥] Grade 4 Mathematics - Sess[w] | rimer | [ clear

— —
Testing Status - DPI Math 4 (Grade 4 Math - Grade 4 Mathematics - Session 1)

Passward Status arted eted

- E -
NoAcc oPL DNOACC10 DARK4726 Completed ;;;5‘,:,.'7 PMCT = - :; &

NoACC oFl DNOACCI2 HERDS5849 Completed

;]
09:54

E

e
08/ E-.;T Ej‘tgznr 0057 » :‘ ’ °
@

s oPL DTTSE LOADS765

Print Selected Print All Unlock Selected Unlock All | Close
h — [l

Some examples of situations where a student may accidentally or intentionally submit a test are listed
below, with guidelines about whether the situation meets the conditions to unlock the test:

e Astudent enters the test early (e.g., during the review of the test directions), panics, and clicks
the Submit button in an attempt to exit or start over. In this situation, if the student has been in
the test for two minutes or less, and they have not attempted more than two questions, a DAC
can unlock the test.

e Astudent exits the test incorrectly at the end of a test sitting and clicks the Submit button
instead of exiting via the Pause button. This may happen when the student is taking a break
during the day, or at the end of the day. In this situation, the DAC must call DPI for further
guidance.

e A student purposely clicks the Submit button due to frustration, behavioral issues, etc. In this
situation, the DAC must call DPI for further guidance.
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To unlock (reopen) a student test:

1. Select Student Management
under MY APPLICATIONS.

2. Click on Manage Students.

3. Select or enter your search

criteria (last name, grade, etc.).

4. Click Find Students.

5. Click the View/Edit icon in the
Action column for the student.
The Edit Student window will
open.

Manage Students

Manage Students

e Students | Student Transfer Form

Upload Multiple Students

Student Status Dashboard

The maximum number of 3000 students is displayed.

o ates required fields

Administraticn

wisconsin Forward Exam Spi[e] *

Last Name
student
Designated Supports -

Accommadations Content
Area

[
Grade
Session

District

DRC USE ONLY - SAMPLE DI[w] *

First Name

Designated Supports -
Accommodations Type

Online Test Status

Session Assignment

School
(Al [v]

WISEID

Designated Supports -
Accommodations

[

Content Area

Students

3]

& First Name 4 WISEID Local Student ID Date OF Birth Grade & Action

=

W Last Name

[ Student Training 1234567890 9876543210 1/1/2007 06

6. Inthe Edit Student window, select the Test Sessions tab.
7. Click on the Unlock icon in the Action column for the session that you need to unlock.

Edit Student

& Instructions
* Indicates required fields

Middle Initial WISEID

1234567890

First Name
Training

Last Name
Student

Student Detail Designated Supports - Accommedations Demographics Testing Codes Test Sessions

Student Session Detail

A School 4 SessionName 4 Assessment 4 BeginDate EndDate  Action
DRC USE ONLY - DRC USE ONLY - Session 1 (Non- 02/11/2019 | 02/11/2019 r
SAMPLE DISTRICT eDIRECT SAMPLE Student's Session Calculator) - Grade 8 Completed 09:11 AM 09:12 AM E u Eﬁ
SCHOOL Mathematics cT a
DRC USE ONLY - 3 02/11/2019  02/11/2019
DRC USE ONLY - - Session 2 (Calculator) - ‘ e [
SAMPLE DISTRICT gggioEOFLr SAMPLE Student’s Session | =R Mathematics | Completed (o:?r 12.AM g.i} AM

NOTE: The Unlock icon always looks unlocked. It is a static image and does not change. J

8. When the confirm Unlock dialog box displays, click Unlock to unlock the session or Cancel to
cancel the process. The Status column will now say "In Progress".

Purge a Student Test

Only DPI can give approval to DRC to purge a student test. When a student’s test is purged, all student
answers are deleted and a new password is assigned. Most often, a purge is requested when a student
has started a test without the proper accessibility features. See Appendix E for details about when a
purge may be appropriate. The DAC must contact DPI to request a purge.
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Test Management in the DRC INSIGHT Portal

Managing Test Sessions

Viewing Test Sessions
To view all test sessions for a specific district or school, do the following:
1. Select Test Management under MY APPLICATIONS.
2. Click on the Manage Test Sessions tab.
3. Select your search criteria.
4. Click Show Sessions.

Creating a New Test Session

Students are automatically placed into test sessions by content area and grade level the week following
the optional Add Accessibility Features Window. After Test Sessions are created, DACs/SACs may edit or
add additional sessions (i.e., smaller test sessions by teacher) if they wish. If you want to create new test
sessions, students must be removed from any test session they are already in before they can be added
to a new session. See “Adding and Removing Students in a Test Session” in this manual for instructions
on how to remove students from a test session. There are Administrators Tutorials that walk through
these processes.

To create a new test session, do the following:

[2]

1. Select Test Management under e —
MY APPLICATIONS. Wanage Test Sessions
2. Click on Manage Test Sessions. * lnstrustions

Indicates

3. Select administration, school and Adminstration _ Dna school
. . . Wisconsin Forward Exam Spijw| * DRC USE ONLY - SAMPLE DI |w DRC USE ONLY - eDIRECT Si|v
district (required). Last Nome First Name WISED
4. Click on Add Session. The Add Test Session
Session window will open. RN p o
& e =
Show Sessions Print Al Ticket

Sessions | Status Summary

# [nstructions

Add Session |  Export to Exce! Unlock Selected  Unlock Al Export Student Details

36


https://assets.drcedirect.com/States/WI/Tutorials/Student/current/index.html

5. In the Add Test Session

window, enter the required ¥ Testing Window: 01/03/2018 - 01/03/2019

4 Eligible Grades: 05

information (session name

# Instructions

should be descriptive — = Indicates required fields E
Session Name Content Area Assessment
teaCher name, etC.). Example Session “  Mathematics = Grade 5 Math ==
. . Mode egin Date End Date
6. Click Find Students. - o o -
7. Select students from the Sheiset oot pares  Sgenteesmeme  ymseo s =
oS

Available Students column. f;:“cmmo g e .

8. Click the Add Selected arrow == p— =
’ Students Student
to move selected students The Avstable Foderts”prufimd wah o kave skamds bows seviomed vt
from the Available Students S
. Available Students: Students in Session:
column to the Students in skupa, student (1234567691 skmi, stud (9768967456)

skupc, student (1104567891)
= skalt, stud (1414141414)

Session column, or click the = skupd, stud (1114567850) 13
-

Add All arrow to move all
students. [
9. Click Save or Save & Add . E

Another, to add another test oo Lezzm o] comen

session.

cl edit Stu

NOTE: To select multiple students in the Add Test Session window, press the Shift
key while you select them. To select multiple students that are not in sequence,
press the Ctrl key while you select them.

Copying a Test Session

You can use an existing test session as a template to create a new test session. For example, you can
make a copy of an ELA test session and edit it to create a new math test session.

To copy a test session, do the following: w[2]

Test Sessions

1. Select Test Management under MY

Manage Test Sessions

APPLICATIONS The data for this Administration is read-only.
# Instructions
2. Click on Manage Test Sessions. ® ipdeal s rciind e B
3. Select you r Search Crite ria. Wisconsin Forward Exam Spifv]*  |DRC USE ONLY - SAMPLE Di[v| |DRC USE ONLY - €DIRECT Si[w
4. Click Show Sessions. -
5. Locate the session that you want to oot e R
(A &) [camy

copy from the list displayed, and
click the Copy Session icon in the
Action column.

The Add Test Session window will

Show Sessions |  Print All Tickets

Sessions | Status Summary

& Instructions

ORCUSE | D

open. Spym b GIRECT  GrdeSEA  GrdeSELA S, JU0D 5207 A i"‘ Ll E = %
S sAWRLE o~

SCHOOL

DRC USE e
g DT ok Grade s Math N0t ey s | E = X
SAHPLE or Hathematcs Starteg i S
DISTRICT

SCHOOL
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6. Inthe Add Test Session window,
enter the appropriate edits for the
new test session.

7. Click Save to save your changes,
Save & Add Another to save your
changes and add another test
session, or Cancel to cancel your
changes.

Add Test Session

4} Testing Window: 01/03/2018 - 01/03/2019
@4 Eligible Grades: 05
# [nstructions
* Indicates required fields
Session Name

Content Area Assessment

[¢]

Example Session Mathematics &= Grade 5 Math =]
Mode Begin Date End Date
N =
Search for Available Students
Student Last Name Student First Name WISEID Grade
os [+

Accommeodation Teacher

(am) (am) =

Students Student

The "Available Students’ prefixed with an "#" have already been assigned to the
i of Test i (max=1) for the selected School and

Assessment.

Available Students:

skupc, student {1104567891)
= skalt, stud (1414141414)
= skupd, stud (111456783%0)

Students in Session:
skmi, stud (9768967456)

RVANV

E Save & Add Another] [.cancel

Viewing Test Session Status and Exporting Test Session Details

DACs and SACs should monitor testing in their district and schools to ensure that test administration is
on track. One way to view the status of the test sessions is via the test session window. You can use this
information to verify that all of the students in a session have completed their tests.

You can also export the details of a test session as a .csv file to save, view, edit, or print in a spreadsheet.
Exporting test session details in a spreadsheet can be used to verify that accommodations and supports
are correctly assigned, to create alternative test ticket formats and to review all test ticket information

in a single, sortable format.

To view the status of a test session and/or export a test session, do the following:

1. Select Test Management under
MY APPLICATIONS.

Click on Manage Test Sessions.
Select your search criteria.

Click Show Sessions.

Click the Export Details icon in the
Action column to export the
status of each student within that
session. The test session details
are exported as a data file (.csv).
To export the same information
for more than one session, click
the boxes in the Select column
next to the sessions, and the use
the Export to Excel button.

vk wnN
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Test Sessions
Manage Test Sessions
# [nstructions
* Indicates required fields

Administration
Wisconsin Forward Exam Spi[v] *

District
DRC USE ONLY - SAMPLE DI E

School
DRC USE ONLY - eDIRECT S-E

Last Name: First Name WISEID
Session
Content Area Assessment
(any n [¥] (e [+
Show Sessions | Print All Tickets
Sessions = Status Summary
® Instructions H n
Session Detail y
Session Name  Assessment  Status  BeginDate End Date J
o i SK Y17 T [ ;

A - 7 Test ot v o =
SAMPLE SDERECY Session Gl 3BA | gy | L7268 | Yier2008 D@DEE
pisTicr | SAMPLE

SCHOOL.
DRCUSE  DRCUSE

o ONLY- Students Not o o
BT ML w2 v | v [OOSR
DISTRICT SAMPLE

SCHOOL.




“Completed”.

In the Testing Status window, you can search for a student by last name, or filter the list by

To view test session status details, click the Edit/Print Ticket Status icon in the Action Column.
The Testing Status window will open. Testing Status is either “Not Started”, “In Progress”, or

Status, or Status by Module (Module refers to Test Session). The Testing Status window shows
each student’s test status, and the time the student started and completed the test.

/ \ ® Instructions

NOTE: A student who R
has a status of “Not
Started” may have a
“Not Tested” status sudent
in the Student Status Student
Dashboard. Students Shrkrt
with a “Not Tested” p
status should not be -
removed from test :ij:

Qessions. /

Chudoak:

Print Selected

Status By Module

~] [Session 1 (ToA writing Pronfe]  ["eieer | [ clear

Testing Status - Student’s Session (Grade 3 ELA - Session 1 (TDA Writing Prompt) - Grade 3 ELA)

Status

Status
(All)

Completed

First Name User Name Password

Training 3elammSdpil0 test1234 Not Started
Training 3elamm5dpi3 test1234 Not Started
Training Jelamm5dpig test1234 Not Started
Training 3elammSdpi7 test1234 Not Started
Training 3elammSdpi6 test1234 Not Started
Training JelammSdpi5 test1234 Not Started
Training 3elammSdpi4 test1234 Not Started
Training 3elammSdpi3 test1234 Mot Started

Tesininn dalammEdnin fack124 Mk Chackad
Print All Unlock Selected Unlock All Close

Action

o oo bol o B b Bo be b

Testing Status

Identifying Students Not in Test Sessions

All students must be assigned to test sessions. Students not enrolled in test sessions will be counted as
not tested for accountability purposes. To determine if you have any students not assigned to test

sessions:

Select Student Management under
MY APPLICATIONS.

Click on Manage Students.

Select the administration, district,
and school.

In the Session Assignment drop-
down menu, select None. Leave all
other fields blank.

Click Find Students.

Click Export to Excel to download
the list of students who are not
assigned to any test sessions.

Manage Students
Manage Students | Upload Multiple Students
The maximum number of 3000 students is displayed.

@ [nstructions

* Indicates required fields

Administration District School

Wisconsin Forward Exam Spi[w] *  |DRC USE ONLY - SAMPLE DI[«]*  |(AN) [~ IE
Last Name First Name WISEID

student

Designated Supports -
Accommeodations Content

Designated Supports -
Accommodations Type

Designated Supports -
Accommodations

Area
™ &

Grade Online Test Status Content Area
e

Session

=
Session Assignmen
EM

Find Students | | Clear

12345¢

Student 9876542210

1
1 student Traning 1234567890 sa7saRIn
1 Student Traming 1234567890 9876543210
1 suudent Traning 1234567890 sa7654I0
1 student Traing 1234567890 swrsRI0

Page1of 1 (2o < Prev [RH] Mext -
add \!thmrl to Excel Download Students update Designated Supports - Accommodations
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Printing Test Tickets

Test Tickets can be printed by DACs, SACs, and those Test Administrators (TAs) that have been given
access to the DRC INSIGHT Portal. Unless TAs are printing test tickets, they do not need access to the
DRC INSIGHT Portal to administer the Forward Exam. You can print test tickets for all studentsin a

session, or you can select specific students and print only those tickets.

Steps 1 to 5 below provide instructions for printing all test tickets in a session. Steps 6 to 8 provide
additional instructions if you only want to print tickets for specific students.

1. Select Test Management under MY .
Test Sessions
APPLICATIONS. Manage Test Sessions
2. Click on Manage Test Sessions. S
3' SeIeCt your SearCh Cl’lterla ::rs::::tr:i:ru:are Exam Spfw] * le‘cn\jtsz ONLY - SAMPLE Di[v] S:Tcuzlseom.v'wmen slv]
4. Click Show Sessions. jast thime st ome MsEID E
5. To print all of the test tickets in a specific
session, click the Print All Tickets icon in il e -
the Action column for that session.
Sessions Status Summary
A Po.rtable Document Format (.;?df) ' I H B
version of the Student Test Session Ticket = S pean -
will open that you can view, save, and/or B OB mw s i v v SISO
print. :::: oxc _ IR
O é‘:‘ﬁ%% g.l:a;? S Gade3Math BOL . w2speis /252010 L:quuww
6. To print only selected test tickets, click on the Edit/Print Ticket Status icon in the Action column
for that session. The Testing Status window will open.
7. Inthe Testing Status window, select one or more students by checking the box in the Select
column next to the student name.
8. Click Print Selected.

GOTE:

You can search for
students in the Testing
Status window by Last
Name, Status, or Status by
Module (Module refers to
Test Session). To search,
enter your search criteria
or select from the drop-
down menus. Then, click
Filter to display the
results or Clear to clear

Qour selections. /

Testing Status
@ [nst Jon:

Status
(All)

Last Name

Hilmarsson Bjartur 1 SINGBIS4

Sigurdsson P PSIGURDSSONL  JUMPS705

BHILMARSSON: %
s e e e I A [
1] ST - e e ] I | -
1 EEES ey o | I

Status By Module

[w] |Grade s Mathematics - Sessilw] | piter | | clear

Testing Status - Grade 5 Mathematics (Grade 5 Math - Grade 5 Mathematics - Session 1)

Not Started

E

b (o) bo b b

Nt Staned iy

Print Selected Unlock Selected  Unlock All | Close

There is an Administrators Tutorial that walks through this process.
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https://assets.drcedirect.com/States/WI/Tutorials/Student/current/index.html

Monitoring Testing Status

Testing status reports and the Student Status Dashboard allow DACs/SACs to:

e Monitor testing progress at the school level

e Identify students that still need to complete test sessions
e Identify students that have a Not-Tested Code (NTC) applied to any test sessions
e Verify that all sessions within a content area have been completed

District Technology Coordinators (DTCs) also have access to the status reports and dashboard (included
in the DTC permission set) because these resources provide valuable information for technology

readiness as testing proceeds.

Working with the Student Status Dashboard

The Student Status Dashboard provides real-time data about student testing status. School-level data is
displayed and can be further filtered using clickable filters (Status, Grade, Content Area, and
Assessment). The output table toward the bottom of the dashboard provides additional data that can be
sorted. Users can export the displayed results in a spreadsheet (.csv) format.

To access the Student Status Dashboard, do the following:

1. Select Student Management under MY APPLICATIONS.

2. Click on Student Status
Dashboard.

3. Click on Select a Site.

4. In the Site Search box, enter
the name of the school for
which you would like to see
data.

5. Select your school from the
list of search results.

6. A list of test administrations
will appear. Select the
administration for which you
would like to view results.
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o Select a Site

‘ Sample School| | 4‘ I

Name

£ | B

Drc Use Only - Edirect Sample School =~ 9999999999 Drc Use Only - Sample District = 9999990000 Select

Drc Use Only - Eis Sample School 9999999998 Drc Use Only - Sample District = 9999990000 Select

Drc Use Only - Ott Sample School 9999999997 Drc Use Only - Sample District =~ 9999990000 Select

Drc Use Only - Wi Sample School 9999999996 Drc Use Only - Sample District =~ 9999990000 Select
° Drc Use Only - Edirect Sample School - 9999999999 o Select an Adm
e N e

Wisconsin Forward Spring 2016 EWI200 553200 Select

Wisconsin Forward Exam Sprin 3 32 Select

Wisconsin Ferward Exam Spring 2018 EWI220 553220 Select

Wisconsin Forward Exam Spring 2 E 553230 Select EI




The dashboard displays four charts and a data output table. To filter or drilldown into the dashboard
results, click on that section of the graph.

-

I ot Started Not Tested [l In Progress 04 =

I Completed

05
‘ Not Tested: 12

of 220 08
total 08 I

0 50 100 150

Grade 4 Science
ELA Grade 4 Social Studies
Grade 5 ELA
Grade 5 Math
Grade 6 ELA
Grade 6 Math
Grade 8 ELA |
Grade 8 Math = ]
Grade & Science |
Grade & Social Studies |
100 0 10 20 30 40 50

Mathematics

Science

Social Studies

Multiple filters (e.g., Status, Grade, and Content Area) can be applied to narrow the displayed results.
For example, selecting an Assessment filter will automatically narrow the Grade and Content Area filters
to correspond with the selected assessment.

Selected filters will display above the clickable charts. The filters can be removed by clicking the X next
to the displayed filter.

o

I ot Started Not Tested [ \n Progress
I completed

Grade 8 ELA
Grade & Math

Mathematics
Science Grade 8 Science

Social Studies Grade 8 Social Studies

50 50

To view specific counts for any of the sections of the clickable charts, hover over that portion of the
chart and a tooltip with color-coded counts will appear above that portion of the chart.
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Exporting Results from the Student Status Dashboard

The output table under the charts displays the complete results of the data in the filtered charts. Data in
the output table displays in ten sortable columns. Once the data is organized in the desired manner
(filtered and sorted), it can be exported in a spreadsheet format (.csv).

Student Search Results

& Exportto CSV

sknew stud 08 Mathematics Session 2 (Calc... | Grade 8 Math Completed 01/03/2018 1407 | 01/04/2018 14:07 | 24 Hours 0
CST CST Minutes

sknew stud 08 Mathematics Session 1 (Non-...  Grade 8 Math In Progress 01/03/2018 13:07  01/04/2018 13:07 | 24 Hours 0
CST CST Minutes

skupgenderb stud 08 Mathematics Session 2 (Calc... | Grade 8 Math Not Started

skupgenderb stud 08 Mathematics Session 1 (Non-__. | Grade 8 Math Not Started

skupgender stud 08 Mathematics Session 2 (Calc Grade 8 Math Not Started

skupgender stud 08 Mathematics Session 1 (Non-__. | Grade & Math Not Started

skjusttest stud 08 Mathematics Session 2 (Calc Grade 8 Math Not Started

skjusttest stud 03 Mathematics Session 1 (Non-... | Grade 8 Math Not Started

skupallacc stud 08 Mathematics Session 2 (Calc... | Grade 8 Math Not Started

Exporting Not-Tested Codes (NTCs) from the Student Status Dashboard

The Student Status Dashboard can be used to create a spreadsheet listing all currently assigned Not-
Tested Codes (NTCs) at a particular school, grade, or content area.

To create a list of students with assigned Not-Tested Codes, do the following:

1. Click on the Not Tested portion [Fm
of the Status chart. Select any
filters on the Grade and
Content Area charts that you
would like to apply.

2. The filtered results will display T e s s s

n the output table below.
Verify that the value in the

I

o

. Compleled INot Tested

Status column for all results is ;
Mathematics Grage 7 Mam |

”NOt Tested”. . crace 2ELA [
e o
@ ience
3. Select the Export to CSV button | ... m el ———-
to save a spreadsheet of the § T 2l wm %o s o e o0 w0 1w TeEEELF PSS

output table. The Not-Tested
Code descriptions are listed in

& Export to CSV
column K (“Not Tested e P v |som o] T | B | o
Reason”) of the .csv file.

Student Search Results

Area Time Time
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Status Reports Available for Download
There are several status reports available in the DRC INSIGHT Portal:

Status Report

Daily Cumulative Student
Status Report

Daily Student Status
Report

Daily School Resets Report

Daily Student Resets
Report

Daily Excessive Logins
Report

Daily State Summary of

Test Times Report

Weekly District Report

Daily District Report of
Testing Status by School
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Description

Displays all students in a test session, regardless of whether they have
started the test session or not. Shows the test status for each student,
including start and submit times, the ticket status, assigned
accommodations and has a comment field.

Displays each student that logs into a test. Shows the test start and
submit times, test ticket status and has a comment field. This report
does not contain any cumulative test activity for the student.

Displays information about schools that have unusual reset/unlock
activity.

Displays information about students that have unusual reset/unlock
activity.

Displays information about students with unusual login activity. Shows
the number of times the student logged in, as well the cumulative result
of all attempted logins by the student.

Displays the duration in which students completed the test. This report
shows district-wide data for each grade and content area.

Displays the number of tests started and ended at a district level for
each week of testing.

Displays the number of tests started and ended for a district and school,
or a grade and subject level.



To access the status reports, do the following:

1. Select Report Delivery under MY
APPLICATIONS.

2. Click on the Status Reports tab.

3. Select the administration and
district.

4. Click on the icon in the Action
column for the report that you
would like to download.

Reports download as csv files. These csv
files contain secure student and testing
information.

45

Status Reports View Reports

Status Reports

* Indicates reguired fields

Administration

Wisconsin Forward Exam Sp\ *

Daily Cumulative
Student Status Report

Daily Student Status
Report

Daily School Resets
Report

Daily Student Resats
Report

School

(Al [v]

District
DRC USE OMLY - SAMPLE DI *

Reports

Description

4 Action

Displays all students in a test session, regardless of whether they have started the test
session or not. Shows the test status for each student, including start and submit times, the
ticket status, assigned accommedations and has a comment field.

Displays each student that logs into a test. Shows the test start and submit times, test ticket
status and has a comment field. This report does not contain any cumulative test activity for
the student.

Displays information about schools that have unusual reset/unlock activity.

Displays information about students that have unusual reset/unlock activity.




Appendix A — User Roles and Permissions Matrix

An X in the table below signifies that the permission is available for the given Role/Permission Set

Role/Permission Set

Eo| g4 5%
Q|l | 84K | & Q| O
. . Q S t < o t
Menu Item Permission Name g '5 2 o 25 5, 5 F| $5
§F|og 28
o [~
ntral Offi
Ce . al Office Configuration Set-up X | x X X X
Services
View Documents X X X X X X X
General
Information
ormatio Access to Secured Resources X X X X X X
. Order Braille, view and edit
Materials . X
Braille orders
View District Status Reports
R X X X
.  Deli and District Files
eport Deliver
P y Download district /school
. . X X X X
reports, View School Files
Add/Edit/Upload Students,
edit demographics and add X X X
accessibility options
Download Students X X X X
Student
Management Search/View Students X X X X X
View Student Status « « « «
Dashboard
Student Transfers X X
Test Session -
. X X X
Add/Edit/Delete
Search/View Test Sessions
and view testing status
. , . X X X X X
summary information, View
Test Questions Attempted
Management Invalidate/Unlock Tests Refer
to the DAC/SAC Guide and «
TAM prior performing these
functions.
View/Print Test Tickets X X X X
User Add/Edit/invalidate Users X X
Management
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Appendix B — Administrator and Student Video Tutorials
The administrator and student video tutorials listed below are available on the Forward Exam Resources
webpage, under both the Trainings section, and the Student Preparation section. These can also be

accessed in the DRC INSIGHT application, by selecting DRC INSIGHT Online Assessment Tutorials at the

bottom of the screen.
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Student Video Tutorials

General Testing - Welcome

Using the Online Tools Training

Signing in to the Forward Exam

Pausing, Exiting, and Ending a Test

Testing Basics and Basic Tools

Advanced Tools — Basic Calculator

Advanced Tools — Scientific
Calculator

Advanced Tools — Grid

Advanced Tools — Protractor

Advanced Tools — Equation Builder

Advanced Tools — Writing Prompt

General Testing - Welcome

Using the Online Tools Training

Test Sign In

Pausing, Ending, Exiting, and
Submitting a Test

Testing Basics

Advanced Tools — Equation Builder

Advanced Tools — Writing Prompt

Administrator Video Tutorials ‘

VSL Accommodated Tests

Text-to-speech Accommodated Tests

Translations Accommodated Tests

Other Designated Supports

Creating Student Test Sessions

Editing Student Test Sessions

Adding Single Users

Adding Multiple Users

Updating User Permissions for a New
Administration

Adding and Editing Supports and
Accommodations

View and Print Student Test Tickets



https://dpi.wi.gov/assessment/forward/resources
https://dpi.wi.gov/assessment/forward/resources

Appendix C— Not-Tested Codes
Not Tested
Code
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Code Description

Parent Opt-out

Rationale for Use

Parent opted student out of testing. This student will count as
a non-test participant for accountability purposes. Opt-out
may come from the parent/guardian at any time during
testing. Opt-out is for the entire Forward Exam, not parts of it.
Any testing already completed prior to opting out will be
wiped out.

A significant medical emergency is a significant health
impairment that renders the student incapable of participating
in any academic activities, including state assessments, for the

Significant entire testing window. Districts should maintain

Medical documentation of the circumstance within their district. The

Emergency student will be excluded from test participation and
achievement-based accountability calculations. You must
enter a non-participation code of "Significant medical
emergency" for the student in the DRC INSIGHT Portal.
Student encountered a recent trauma rendering him/her

Recent Trauma incapable of testing. This student will count as a non-test
participant for accountability purposes.
Invalidation is often the outcome for assessments impacted by
a test security incident. This student will count as a non-test

Invalidated participant for accountability purposes. Invalidations should be
run past DPI prior to being initiated. Invalidation is for an
entire content area (not just a session within).

Student Absent Student was absent for the entire window. This student will

for Entire count as a non-test participant for accountability purposes.

Window

No Longer Student is no longer enrolled in the school. This student will

Enrolled not be included in accountability calculations.

Recently Arrived

Student enrolled in a US school within the last 12 months prior
to the beginning of testing. Student may be exempt from the
ELA assessment. Students must participate in the mathematics

ELL (for ELA) assessment. This student will not count as a non-test
participant for accountability purposes.

Alternate Student participated in the Dynamic Learning Maps (DLM)

Assessment

Other Any other reason. The student will count as a non-test

participant for accountability purposes.



https://dpi.wi.gov/assessment/forms#sig

Appendix D — Testing Scenarios

If a student moves from one district to another within Wisconsin during the test window, the receiving district should make sure to:

e Check if the student was tested in the sending district;
e Complete a request for transfer;
e Complete testing if already in progress, to avoid testing the same student twice in the same year.

Situation/Scenario

Standard protocol to
be followed by the
district FROM which
the student moved

Standard protocol to be
followed by the district TO
which the student moved

Accountability

1. | Studentwas enrolledin
the district but left before
the test window and no
testing has been started.

If the student has moved to the
receiving district within Wisconsin
(public school or choice program)
before any testing has been started
in the sending district, the sending
district should apply a not-tested
code of “No Longer Enrolled” for all
content areas.

The receiving school district will
make a transfer request (via the
DRC INSIGHT Portal, transfer
spreadsheet, or help desk). See
Managing Students and Testing in the
DRC INSIGHT Portal Guide for
transfer request instructions. The
student’s Individual Student
Report (ISR) report will go to the
new school.

Receiving district. Student will be
non-Full Academic Year (FAY). The
receiving district is accountable
only for test participation and not
for English language arts (ELA) or
mathematics proficiency.

2. Student leaves district
with some content areas
completed and others not

yet started.

If the student leaves the sending
district with some content areas
completed and others not yet
started no actionis needed

The receiving district will make a
transfer request (via the DRC
INSIGHT Portal, transfer
spreadsheet, or help desk). See
Managing Students and Testing in the
DRC INSIGHT Portal Guide for
transfer request instructions. The
new school should administer any
remaining content area tests to the
student to complete testing. The
student’s ISR will go to the new
school.

Receiving district. Same as above




Situation/Scenario

Standard protocol to
be followed by the
district FROM which
the student moved

Standard protocol to be
followed by the district TO
which the student moved

Accountability

3. | Studentleavesdistrict If the student leaves the sending The receiving district will make a Receiving district. Same as above
with_a content area district with a content area started transfer request (via the DRC
started but not but not completed, no immediate INSIGHT Portal, transfer
completed. action is needed. If the student has spreadsheet, or help desk). See

not been transferred by the end of Managing Students and Testing in the
the test window, the “sending” DRC INSIGHT Portal Guide for
district should mark the student’s transfer request instructions. As
test session(s) completed, apply a the student has a content area “In
testing code of “No Longer Progress” the new school needs to
Enrolled” and contact DPI for contact the Help Desk to obtain
further guidance the student’s user name and
password to administer any
remaining content area sessions to
the student. Ensure accessibility
settings are accurate then print
test tickets for the content areas
not started at the previous district
and complete the student’s testing.
The student’s ISR will go to the new
school.
4. | Studentleavesone No further action is needed. When | The receiving district should Sending district. If the student was

district with all testing
completed.

the sending school district receives
the ISR for that student, it should
be securely sent to the new school
district.

request the student’s ISR from the
district where the student was
tested, if it is not received shortly
after ISRs are sent from DRC.

not FAY in the sending district,
they count for test participation
only. If the student was FAY, the
student’s achievement in ELA and
mathematics is included for
accountability calculations.
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Situation/Scenario

Standard protocol to
be followed by the
district FROM which
the student moved

Standard protocol to be
followed by the district TO
which the student moved

Accountability

5. | Student movesoutside of | The sending district should apply a N/A N/A
Wisconsin, to a private not-tested code of “No Longer
school, or becomes a Enrolled”.
home-schooled
student,
a) prior to the testing
window
b) during or after the No actionis required N/A Sending district. If the student was
testing window and all not FAY in the sending district,
testing is completed they count for test participation
only. If the student was FAY, the
student’s achievement in ELA and
mathematics is included in
accountability calculations.
c) during the testing The sending district should mark N/A N/A
window with little the student’s completed test
testing complete session(s) and apply a not-tested
code of “No Longer Enrolled”, then
contact DPI for further guidance.
6. | Student movesintoa N/A The receiving district should obtain | Receiving district. Student will be

Wisconsin district from
another state, from a
private school, or home-
schooled situation in
Wisconsin during the
testing window

a WISEId for the student and then
add the new student in the DRC
INSIGHT Portal. Assign the student
to new or existing test sessions.
Then include the studentin
scheduled testing or arrange for
test make-up sessions.

non-Full Academic Year (FAY).
The receiving district is
accountable only for test
participation and not for ELA or
mathematics proficiency.
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Situation/Scenario

Standard protocol to
be followed by the
district FROM which
the student moved

Standard protocol to be
followed by the district TO
which the student moved

Accountability

one school to another
school within the same
district.

all “Not Started” test sessions in
the DRC INSIGHT Portal. See
Managing Students and Testing in the
DRC INSIGHT Portal Guide for
instructions.

7. | Studentleavesa The sending district should apply a The receiving district should add Receiving district. Student will be
Wisconsin district not -tested code of “No Longer the new student in the DRC non-Full Academic Year (FAY).
before testing begins Enrolled” INSIGHT Portal, then assign the The receiving district is
and enrolls ina new student to new or existing test accountable only for test
district in Wisconsin but sessions. Then include the student participation and not for ELA or
does not actually attend in scheduled testing or arrange for mathematics proficiency.
the new district until test make-up sessions.
near the end of the
testing window.

8. | Astudent moves from The sending school should remove N/A N/A
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Appendix E — Decision Tree for a Student who did not have Accessibility Feature during Testing

Student did not have accessibility feature available on test.

(Most likely was not entered into DRC INSIGHT Portal or ticket
was printed before accessibility option was entered into the
portal.)

Has the student completed any other
session in the content area?

Yes No
[ — |
: : Student clicked "Begin Student took an entire
(Conta'ct DPI for\ StHgggitnd_;_cégt?tychk Test" and was in test session without
T(ééltlcr]r?gci'e viewing/working on items accessibility option.
Y |
scored as is or r N [ ]
invalidated due to Ent Student was in the test . Contact DP!I f
—| misadministration. accegsiirility for 2 minutes or less Student was in the test 4 OPBL?i(t::lance o)
Student may not feature in the and/or the number of for more than 2 minutes :

retake the test portal for the items attempted is two or and/or complgted more Tes:t may be §c0red
with accessibility <tudent and less. than two items. as is or invalidated

option for security print new ticket - dueto
\ purposes. ) : | misadministration.

_‘f;tud%nt may !Oﬁg Contact DPI to have the fC O?Eta% DPI Student may not
In ﬁgwtt?éﬁ:;lt student's test purged. orisuidance retake the test
\_ ") Enter accessibility with accessibility
option in the portal for option for security
| thestudent and print \_ purposes. _J
new ticket once purge is
complete.

Student may login and
test with new ticket.
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Appendix F — Decision Tree for Unlocking a Student’s Test

Student accidently submitted the
TDA before complete.

DAC may reopen (unlock) the
student’s test

Student has been in the test for 2
minutes or MORE.

Student has completed MORE than
2 items.

Call DPI for guidance.

Can | reopen (unlock) this student’s
test?

Student has been in the test for
LESS than 2 minutes.

Student has completed 2 item or
LESS.

DAC may reopen (unlock) the
student’s test. Student may only
work forward from last item
completed.

This test may not be reopened
(unlocked).

Student clicked through the test

without trying. Submit as is or Invalidate affected

content area.

S e s g B
T T T T
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Data Recognition Corporation (DRC)
13490 Bass Lake Road

Maple Grove, MN 55311

Direct: 1-800-826-2368

Wisconsin Service Line: 1-800-459-6530
Website: https://wi.drcedirect.com
Email: WIHelpDesk@datarecognitioncorp.com
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