Building Level Test Security Form Directions 2021

FORM CREATION DIRECTIONS

Step 1: Find the correct document link on the Help and Support Page.

The Building Level Test Security Form can be found on the on the Oklahoma Help & Support site:
https://oklahoma.onlinehelp.cognia.org/forms/. Click on the link to get started.

Step 2: Enter the name and email of all the recipients. For this form there should be a Building Test Coordinator, a
Building Principal, and a District Test Coordinator. Then click on the Begin Signing button. An email will go out to all
parties whose information you entered to sign the form.

PowerForm Signer Information

Fill in the name and email for each signing role listed below. Signers wil receive an
email inviting them to sign this document.

Please enter your name and email
to begin the signing process.

Building Test Coordinator *

Please provide information for any other
signers needed for this document.

Building Principal ~

District Test Coordinator ~

Beqin Signing

Step 3: You will see a screen pop up that says “Please enter the access code to view the document.” Ignore this pop up
and close your browser tab to end.

Please enter the access code to view the document
c QOSTP Program Management Team
An email has fust Been sent 1o your email address with a speceal valdation code in . To proceed 1o

256 OPON your email, and onter the cod inta tha bax below. Keep this
tules yous ot your emal

Sign your document
browser window ops

| NEVER RECEIVED AN ACCESS CODE


https://oklahoma.onlinehelp.cognia.org/forms/

FORM RECIPIENT DIRECTIONS

BUIDLING TEST COORDINATOR DIRECTIONS

Step 1: The recipients will receive an email with the subject “Email Validation: Please DocuSign: Building Level Test
Security Form 2021 [Insert your name here].”

OSTP Program Management Team via DocuSign Email Validation: Please DocuSign: Building Level Test Security Form 2019 Robert Smith
This Message originated outside your organization.

This email will have a “Signing validation code” and a button that says RESUME SIGNING. Ignore all other text as it is not
applicable.

Step 2: Copy the signing validation code. Click on the RESUME SIGNING button.

DocuS_:ngm_

(8)

Signing validation code: af916dc2

Copy and enter the validation code into the access page to continue signing

If you did not stan signing Please DocuSign: Building Level Test Security Form 2019
Robert Smith, please contact support

Step 3: You will have a pop up screen that says “Please enter the access code to view the document.” Enter the access
code from your email. See the yellow VALIDATE button darken. If it does not darken for you, click on SHOW TEXT. Then
it will appear. Click on the yellow VALIDATE button.

Please enter the access code to view the document

G OSTP Program Management Team

Cognia

An email has just been sent to your email address with a special validation code in it. To proceed to
sign your documents please open your email, and enter the code into the box below. Keep this
browser window open while you get your email.

Access Code
7b38c49b VALIDATE | NEVER RECEIVED AN ACCESS CODE

Step 4: If you are a first time user for DocuSign, the program will prompt you to agree to use electronic records and
signatures. Please select the box in the left-hand corner “l agree to use electronic records and signatures.” and click the
CONTINUE button.

- Please read the Electronic Record and Signature Disclosure.

| agree to use electronic records and signatures.




Step 5: Click the START button to take you to the first required field.

DocuSign Envelope 1D: D1370ADC-3588-4 1FA-803C-2TBO0CA3AABD
START
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Oklahoma School Testing Program (OSTP)
BUILDING LEVEL TEST SECURITY FORM

1 Form per school to be completed at the conclusion of testing

Official District Name: |:| Official School Name: |:|
District Code: 1 School Code: | I
(Example: county and district code combined, six characters 261056) (Example: three characters, 105)

Fill in the required fields of Official District Name, District Code, Official School Name, and finally School Code. The
district code is six characters, the school code is three characters. If you do not know your official district and official
school codes, you may look them up in an Excel file posted on the OK Help & Support Site here:
https://oklahoma.onlinehelp.cognia.org/forms/.

Step 6: Click the NEXT button to continue.

DocuSign Envelope 10; D1370A0C-3588-4 1FA-B03C-27BO0CS3AABD
START
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Oklahoma School Testing Program (OSTP)
BUILDING LEVEL TEST SECURITY FORM

1 Form per school to be completed at the conclusion of testing

Official District Name: m Official School Name:
District Code: School Code: por 1
(Example: county and district code combined, six characters 261056) (Example: three characters, 105)

Step 7: Your printed name will automatically populate along with the date. Click on the Sign button with the red arrow
underneath it.

Sign
SIGN Robert Smith ¥ 2/20/2019
Building Test Coordinator Name (printed) Building Test Coordinator Signature Date Signed
Building Principal Name (printed) Building Principal Signature Date Signed
If you cannot certify that all the above conditions have been met, please send a letter on official letterhead to the SDE describing the
situation and the measures undertaken to resolve the situation.

Please save an electronic copy or print a copy for your records.



https://oklahoma.onlinehelp.cognia.org/forms/




Step 8: Adopt your signature. Your electronic signature, full name and initials, is automatically populated.

Adopt Your Signature

Canfem yeur nams, inilials, and BgAsturs

* Fequined

Full Nama* Inittiaks*
Robert Smith RS

SELECT STYLE DRAW

PREVIEW

ADEHFT AND SHGN CANEEL

Step 8a: You may change the style by selecting the blue SELECT STYLE link in the middle, right-hand of the screen. When
finished, click on the ADOPT AND SIGN button.

Adopt Your Signature Mushmw:l o3
E@bm‘ Swill [ 15
SEBEFH13080EC

GORRIEN your relire, inilisss, and signalure

“ Frequired
DetuSigned by 1]
Full Hame*
oo S 52
Robert Smith
SELECT 5TYLE DRAW

FREVIEW [E—W(lmue‘:'*ngh;iﬂh @DB

DocuSigned by: Led SABEF T SDEDMEC

E!obm‘ Swits. [ 1S
BLEFHIBMOMES. Desusigned by: 08

r—nncusnm by: r—na

Step 8b: You may choose to draw your signature with your mouse by selecting DRAW. When finished, click on the
ADOPT AND SIGN button.

Adopt Your Signature

it wgriaten

[

SELECT STYLE DRAW

DRAW YOUR SIGMATURE



Step 9: Your electronic signature will automatically populate along with your printed name and date. Click on the FINISH
button either on the bottom of the form or in the upper right-hand corner of the screen.
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Step 10: A popup screen will appear saying “Save a Copy of Your Document.” Click on CLOSE.

Save a Copy of Your Document

¥

| B |

Your document has been signed

If you would like a copy for your records, select Download or
Print and save.

DOWNLOAD PRINT CLOSE

The click CLOSE again. (A copy of the document will be sent to your email address when completed by all signers.)

Step 11: You will receive a final “You’re Done!” screen. You may now close out your browser tab.

Docuﬂgm

You're Done! You'll Receive an Email Copy
Once Everyone Has Signed



BUILDING PRINCIPAL DIRECTIONS

Step 1: The recipients will receive an email with the subject “Please DocuSign: Building Level Test Security Form 2021

[Insert your name here].”

QOSTP Program Management Team via DocuSign Please DocuSign: Building Level Test Security Form 2019 Samara Garcia
This Message originated outside your organization.

Step 2: The recipients should click on REVIEW DOCUMENT.

Docuﬁfgne

OSTP Program Management Team sent you a document fo review and

sign.
REVIEW DOCUMENT

OSTP Program Management Team

OSTPProgramManagementTeam@measuredprogress org

Please DocuSign the Building Test Security Form for 2019

Thank you,
OSTP Program Management Team

Step 3: If you are a first time user for DocuSign, the program will prompt you to agree to use electronic records and
signatures. Please select the box in the left-hand corner “l agree to use electronic records and signatures.” and click the
CONTINUE button.

View More

Step 4: Click the START button to take you to the first Signature Field.

GoauSign Emvelops I BOADADF A-SGT 4340 0830 COCARGICOAG

M. okLaHoMA .
’ﬂt‘ Education C«Oﬂnlq
Oklahoma School Testing Program (OSTP)
BUILDING LEVEL TEST SECURITY FORM

START

1 Form per school to be completed at the conclusion of testing
John smith School

Official District Mame; %'t District Official School Name:
105
District Coda: 7*10% School Code:
(Example: county and district cade combined, six characters 261056 {Example: three characters, 105)

Step 5: Your printed name will automatically populate along with the date. Click on the Sign button with the red arrow

underneath it.



DocuSigned by
Robert smith % ! rg i 2/25/2021
Building Test Coordinator Name (printed) JETCTE _Mr Signature Date Signed

Sign
SIGN samara Garcia ¢ 2/25/2021
Building Principal Name (printed) sunang rrincipal Signature Date Signed

If you cannot certify that all the above conditions have been met, please send a letter on official letterhead to the SDE describing the
situation and the measures undertaken to resolve the situation.

Please save an electronic copy or print a copy for your records.

Step 6: Adopt your signature. Your electronic signature, full name and initials, is automatically populated.

Adept Your Signature
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Step 6a: You may change the style by selecting the blue SELECT STYLE link in the middle, right-hand of the screen. When
finished, click on the ADOPT AND SIGN button.
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Step 6b: You may choose to draw your signature with your mouse by selecting DRAW. When finished, click on the
ADOPT AND SIGN button.

Adopt Your Signature

CONBm your rame, infsis, and st
Fequeea
Pl Hame® Inisias

Samara Garsia

H

SELECT STYLE DRAW

DRAW YOUR SIGNATURE

ADOPT AND SIGN caRcRL



Step 7: Your electronic signature will automatically populate along with your printed name and date. Click on the FINISH
button either on the bottom of the form or in the upper right-hand corner of the screen.

completed document. m

@ a i 8 @
test materials (both used and unused) have been packaged as per directions in the Building Test Coordinator's
section of the Test Preparation Monual and retumed to the District Test Coordinator,
I have collected and destroved all scratch paper, test tickets, and reference sheets [if applicable).
| have observed that teachers have covered or removed all posters and visual aids and nothing is taped or placed
on student's desks unless it Is an allowable testing accommadation of English Learners (EL) or students an an
individualized Educational Program [IEP) or 504 Plan,
* | certify that the administrations of the OSTP tests in my schaol building were administered by certified Test
i by trained ther than the Test the durati i

the testing sessions,
& | have read and the pi ing Further, | d that viclations of the O5TP rules

«can result in revocation of my teaching and/or administrative certificates.

Boatugaed by

Robert suith ( foburt St 22572021

Building Test Coordinator Name (printed) m Tt Cdbrdinator Signature Date Sigred
SE—

samare Garcia [ . Conri 2/25/2021

Building Principal Mame (printed) 'memml Signature Date Signed

W yeu cannot certily that all the above conditions have been met, please send a lester on official lenierhead 1o the SDE describing the
ity i o respbae the si

Pliase save an electranic copy er print a copy for your records,

FIMISH

Step 8: A popup screen will appear saying “Save a Copy of Your Document.” Click on CLOSE.

Save a Copy of Your Document

¥

Ll

Your document has been signed

If you would like a copy for your records, select Download or
Print and save.

DOWNLOAD PRINT CLOSE

The click CLOSE again. (A copy of the document will be sent to your email address when completed by all signers.)

CLOSE

Step 9: You will receive a final “You’re Done!” screen. You may now close out your browser tab.

)

You're Done! You'll Receive an Email Copy
Once Everyone Has Signed

-

DocuZign,



NEXT STEPS

Form Printing & Saving Directions

Step 1: Once all recipients have signed the form assigned to them, all recipients will receive an automated email alerting
them the form has been completed. You may now print or save the completed form as needed.

Step 2: Receipt of form completed email.

Step2a: The creator of the form will receive an email stating “Your document has been completed.” A completed
form will be attached to the email in PDF format. You may print or save the form directly from your

email box.

Step2b: The recipients of the form will receive an email stating “Your document has been completed.”
Recipients will then click on the VIEW COMPLETED DOCUMENT to print or save the completed form.

Your document has been completed

VIEW COMPLETED DOCUMENT |

Step 3: You may select the download to save the form as a PDF to your computer, or you may select print to print a PDF

of the form for your records.

Your document is now complete. m OTHER ACTIONS v

a qlu & |@
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DID NOT RECEIVE COMPLETED EMAIL? NEXT STEPS

Suggestions of what you can do if you do not receive an email that your form was completed:

1. Check with your technology staff to see if the completion email ended up in a spam or junk folder.
Send out email reminders to the form recipients that you sent the form to be signed. They should check their
email and complete the form.

3. Call the recipients to remind them you sent the form to be signed. They should check their email to complete

the form.
4. |If all else fails, you may return to the Oklahoma Help and Support page and resend the form to the recipients.



