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Housekeeping

Å If you have problems hearing the presentation, dial in on a 
telephone. Dial-in information:

Åin the Event Info tab at the top-left of the screen 

Åin your registration email (messenger@webex.com)

ÅDialing in for audio is recommended for best sound quality.

Å!ƭƭ ŀǘǘŜƴŘŜŜǎΩ ƭƛƴŜǎ ƘŀǾŜ ōŜŜƴ ƳǳǘŜŘ ŘǳŜ ǘƻ ǘƘŜ ƘƛƎƘ 
number of participants.

ÅCƻǊ ǉǳŜǎǘƛƻƴǎ ƻǊ ŎƻƳƳŜƴǘǎΣ ǳǎŜ ǘƘŜ άvϧ!έ ŦǳƴŎǘƛƻƴΦ
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Objectives

¢ƻŘŀȅΩǎ ǎŜǎǎƛƻƴ ǿƛƭƭ ŎƻǾŜǊ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǘƻǇƛŎǎΥ

Å Registering Students for Online Testing

Å Creating Online Groups

ÅManaging Online Testing

Å Viewing Sessions and Groups

Å Downloading and Printing Test Tickets

ÅMonitoring Online Sessions

Å Setting Online Test Attributes and Score Codes

Å Technology Readiness

Å Secure Browser

Å Resources and Training

ÅQuestions
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Objective

ÅAll slides in this deck apply to both interim and STAAR summative 
testing unless otherwise specified. 
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Registering Students for Online 
Testing
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Registering Students for Online Testing

Retestersvs. First-time Testers

Å Retestersare automatically registered with same test mode, home 
CDC, student demographics, enrolled grade level, and PNPs from prior 
administration.

Å Retesterregistrations are available for viewing and downloading 
ƻƴ Řŀȅ άretesterŘŀǘŀ ŀǾŀƛƭŀōƭŜέ ǇŜǊ COE.

Å Verify retesterdemographics and test registration settings and 
update accordingly. 

Å Braille Indicators are not rolled over from prior administration 
ŀƴŘ ŀǊŜ ŘŜŦŀǳƭǘŜŘ ǘƻ άbƻ .ǊŀƛƭƭŜέ ŦƻǊ ŀƭƭ ǎǘǳŘŜƴǘǎΦ

Å Interim Testing: The term retesterdoes not apply.

Å First-time testers (in a specific subject) must be registered if testing 
online.
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Registering Students for Online Testing

View & Edit Existing Registrations (Download/Upload Files)

Å Download registration file (district or campus level) before making any 
ŎƘŀƴƎŜǎ ǘƻ ǎǘǳŘŜƴǘ ŀƴŘ ǘŜǎǘ ǊŜƎƛǎǘǊŀǘƛƻƴ ǘƻ ŎŀǇǘǳǊŜ άretesterŦƛƭŜέ

Å Students Home Campus Report (updated nightly)

Å District Students Home Campus Report (updated nightly)

Åά5ƻǿƴƭƻŀŘ {ŜŀǊŎƘ wŜǎǳƭǘǎέ - Campus level search (real time)

Å Apply changes to downloaded files to edit existing registrations or 
create new registrations and upload into system.

7



Adding and Editing Student Test Registrations via Upload
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2018ς2019 Data File Format for Student Registration



Adding and Editing Student Test Registrations via Upload
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Appendix A: Student Upload File Format for Interim Testing



Students: Upload
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Upload page - Overview

Download Spreadsheet Template ςblank 
CSV file that can be used to enter student 
records for upload

Filename ςclick on file name to 
download/retrieve file that was uploaded

Status:

Uploadsςindicates the fraction of records 
that successfully uploaded

All records successfully  
uploaded

Some but not all records 
successfully uploaded

No records successfully 
uploaded



View & Edit Individual Registrations via UI

Å Set search parameters to 
filter results down to 
individual student level.

Å Click View & Edit       icon 
to enter an individual 
Student Profile.

NOTE: Downloaded search 
results only available when 
campus level organization 
entered into Organization
field
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View & Edit Student Demographics - Student Profile

Profile Tab

ÅDemographic settings must 
be updated or corrected prior 
to the close of the testing 
window.

ÅEnrolled grade level may not 
be changed once a student 
has started to test.
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View & Edit Test Registrations ςStudent Profile

Tests Tab 

ÅView, edit, add, and delete 
test registrations

ÅOnline test registrations may 
be added anytime prior to 
the close of the testing 
window.

ÅPNPs may be changed 
anytime prior to test 
submission.

ÅTest attributes (except score 
codes) display once test 
tickets are available.
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PNP Selection

Select Online



Setting PNPs

Å Changes to PNPs will be reflected 
on the testing group roster and the 
student test tickets.

Å A                    status will be 
displayed on Manage Online 
Testing when attempting to update 
PNPs of an existing online test 
registration if test tickets are not 
yet available.

Å The updated PNPs will switch 
automatically to In Sync        status 
when test tickets are posted one 
week prior to testing.

Å PNP options vary by test.
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Setting Test Attributes

Å Test Attributes will appear once 
test tickets are made available.

Å May be set in two places:

ÅStudent Profile ςTeststab (does 
not include score code setting)

ÅManage Online Test Session -
group level view (includes score 
code setting)

Å Interim Testing: Only local use 
included in Test Attributes ςnot 
necessary to set score codes

Å Test attribute verification window 
provided for December 2018 STAAR 
EOC administration

Å1 business day ςuntil 5:00 p.m. 
(CT)
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Two Step Process:

ÅStep 1 ςEnter PEIMS ID

Adding a New Registration (UI)
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Adding a New Registration (UI) ς

17

Å Student ( retester ) registration 
already exists. 

Å Student exists in 
directory but is 
not currently 
registered to test.

Å Student registration (non -
retester ) already exists.

Pop-up Messaging:



Step 1 (cont.) ςEnter Demographic Information

Adding a New Registration (UI)
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Step 2 ςCreate Test Registration(s)

Adding a New Registration (UI)
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Interim Testing:

ÅRegister student for 
any combination of 
on and off grade 
tests (grades 3ς8 
only)

ÅRegistrations 
default to online

ÅPNP options not 
available for 
Spanish tests

Adding a New Registration (UI)
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Online Test Registration Reminders and Helpful Hints

Å Test sessions are automatically established when one or more 
students are registered to take an online test.

Å Test sessions are set up at the campus level by subject for EOC (by 
subject and grade level for grades 3ς8).

Å By default, all students are placed in the NO GROUP NAME GIVEN 
group within a session unless otherwise specified.

ÅSetting up additional testing groups is optional.

21



Creating Groups

2
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Online Testing Groups

Å It may be useful to break students into multiple groups in a 
session.

ÅGroups are for printing of online test tickets and test session 
monitoring. 

ÅOnline testing groups may be created and edited via the three 
methods below.

ÅStudents> Upload

ÅOnline Testing > Groups

ÅStudents > View & Edit
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Creating and Editing Groups:  Students > Upload

Å[ŜŀǾƛƴƎ ǘƘŜ DǊƻǳǇ bŀƳŜ ŦƛŜƭŘ ōƭŀƴƪ ǿƛƭƭ ǇƭŀŎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
registration in the NO GROUP NAME GIVEN group.

ÅLeaving the Group Name field blank for an existing online 
registration will not override the existing group.
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Creating and Editing Groups: Online Testing > Groups

ÅEnter Group Name. 

ÅClick CONTINUEto create new group and add students. 

ÅSelect students. 

ÅSelect ADD TO in order to move students to the new group. 

ÅClick SAVE GROUP.
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Creating and Editing Groups: Online Testing > Groups

ÅClick the Edit icon of the group requiring changes. 

ÅSelect students. 

ÅSelect ADD TO or REMOVEto update students. 

ÅClick SAVE GROUP.
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Creating and Editing Groups: Students > View & Edit
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Importing Test Tickets

ÅPEIMS+2 required

ÅStudents must be registered for an online test in the same subject/grade 
level of test session.

Å¢ƛŎƪŜǘ ƛǎ ǇƭŀŎŜŘ ƛƴ ǘŜǎǘƛƴƎ ŎŀƳǇǳǎΩǎ ǘŜǎǘ ǎŜǎǎƛƻƴΦ

NOTE: {ǘǳŘŜƴǘΩǎ testing campus is changed but home CDC remains intact -
scores are reported back to the home CDC.

28


