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Welcome and Introductions

Presenter
Presentation Notes
Welcome to the 2022 District Test Coordinator Assessment and Technology Training.  Before we begin, we have a couple of housekeeping items.  All participants are muted.  If you have questions at any time during the training, please use the Q&A function.  We have a whole host of folks with us today that can answer your questions along the way.To receive a training certificate you must have registered for this Webinar and be logged in, with the same name.  If you are using a zoom account with a different name (a spouses account or a department account) please change your name, so we can verify you are in attendance.  If you are watching this as a group, only the person who has registered and logged into the Webinar will receive a training certificate.  With that, I will pass it over to SDE to begin introductions.



Training Topics
OSTP Overview

OSTP Online System
 OSTP Portal
 OSTP Kiosk

Paper Pencil Materials
 Testing Overview
 Demographic Overlay Report
 Testing All Eligible Students
 IEP/504 Plan Students
 English Learners
 Test Irregularities and Invalidations
 Test Security
 OSTP Roles
 OSTP Assessments

 When to void a booklet
 Alternate Forms
 Spanish Options
 Manuals
 Student Labels and Rosters
 Receiving and Returning Material
 Security Checklists and Qualtrics

CCRA Overview
 College Board (SAT)
 ACT

Presenter
Presentation Notes
For today’s training we will begin with the Office of Assessment giving an overview of the Oklahoma School Testing Program.  We will then hear from eMetric regarding the OSTP online system.  I will then come back and talk about Paper Pencil Materials.  Then finally we will hear from College Board and ACT



Contact Information
Oklahoma State Department of Education (SDE) Assessment Office
For questions relating to policy or the OSTP in general:

Monday-Friday, 8AM – 4:30PM

(405) 521-3341 assessments@sde.ok.gov

Cognia Oklahoma Service Desk
For questions relating to the OSTP online or paper/pencil testing (i.e., iTester software, technical 
issues, test materials, UPS pickup, etc.)

(866) 629-0220 oktechsupport@cognia.org

Presenter
Presentation Notes
For questions relating to policy or the OSTP in General, the Office of Assessment can be reached Monday through Friday from 8am to 4:30pm..For questions relating to online or paper/pencil testing (including technical issues, test materials, UPS pickup), the Cognia service test will be available Monday through Friday 6am to 6pm Central Time During the Testing Window.  Outside of the testing window, the Service Desk is available Monday through Friday from 7:30 am to 4:30 pm Central time

mailto:assessments@sde.ok.gov
mailto:oktechsupport@measuredprogress.org


General testing 
information



Important Dates
CCRA Grades 3-8

Manuals arrive in districts LP and Braille 
PSTGs only:
3/14/2022

3/30/2022

Test materials in districts 3/14/2022 3/30/2022
Tests available for scheduling 3/28/2022 4/13/2022
Grade 3 ELA tests must be completed in order to 
receive early RSA reporting

n/a 4/27/2022

Grade 3-8 ELA online tests must be submitted in 
order to receive preliminary reports

n/a 4/20/2022-
5/3/2022

Last day for scoreable testing material pick-up 4/18/2022 5/5/2022

Presenter
Presentation Notes
Practice tests, PSTGs, TAMs, and TPM are available on the Oklahoma Help and Support site.  The number of manuals received in districts is carefully calculated, however if you need more, please print them from the Help and Support site. For CCRA the only printed manuals you will receive are LP and Braille PSTGs. We will be shipping all manuals and paper test materials at the same time.  For CCRA you will receive your LP and Braille PSTGs and your paper test materials Mar 14.  For OSTP grades 3-8, manuals and paper test materials will arrive March 30.  Online tests will be available to schedule march 28 for CCRA and April 13 for Grades 3-8.  To receive early RSA reporting, grade 3 ELA tests must be completed by April 27.  Grade 3-8 ELA online tests must be completed by May 3 in order to receive preliminary results.  The last day for scoreable materials pickup is April 18 for CCRA and May 5 for Grades 3-8 



Testing Window 2021-2022
Paper/Pencil testing CCRA: Science & U.S. History 
Content

4/4/2022 – 4/15/2022

Computer based testing CCRA: Science & U.S. History 4/4/2022 – 4/22/2022

Paper/Pencil testing for OSTP Grades 3-8 4/20/2021 – 5/3/2022

Computer based testing for OSTP Grades 3-8 4/20/2022 – 5/17/2022

Recommended Testing Window for OSTP Grade 3 ELA in 
order to receive early RSA reporting

4/20/2022 – 4/27/2022

Recommended Testing Window for OSTP Grades 3-8 ELA 
preliminary reporting 

4/20/2022 – 5/3/2022

Presenter
Presentation Notes
Paper testing for CCRA science and US History is April 4 to April 15. Computer based CCRA testing is April 4 to April 22. Paper testing for OSTP grades 3-8 is April 20 to May 3. Computer based testing for OSTP grades 3-8 is April 20 to May 17. The recommended testing window to receive early RSA for G3 ELA is April 20 to April 27. The recommended test window for OSTP G3-8 ELA preliminary reporting is April 20 to May 3. 



Testing Window 2021-2022

OSTP Grades 3-8 Computer based with paper 
accommodations

CCRA: Science and U.S. 
History Content

Computer based with paper 
accommodations

Presenter
Presentation Notes
All grades and contents are now administered as Computer Based Tests with Paper tests available for students with accommodations.  
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OSTP 
Overview

OSTP SPRING 2022 DTC TRAINING10

Presenter
Presentation Notes
Hello, my name is Sarah Dunn from the Office Of Assessments. I will be presenting an overview of the Ok School Testing Program for the 2020-2021 school year. 



Agenda
• Testing Overview
• Demographic Overlay Report
• Testing All Eligible Students
• IEP/504 Plan Students
• English Learners
• Test Irregularities and Invalidations
• Test Security
• OSTP Roles
• OSTP Assessments
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OSTP Testing 
Overview
Grades 3 – 8 & 11



Testing Overview

• English Language Arts, Mathematics, and Science 
assessments are required by the federal legislation Every 
Student Succeeds Act (ESSA).

• Oklahoma public schools must administer an OSTP general 
assessment with or without accommodations, or an Oklahoma 
Alternate Assessment Program (OAAP) test to all students 
enrolled in a tested grade level.
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Presenter
Presentation Notes
The every student succeeds act or ESSA is federal legislation which requires the English Language Arts, Mathematics, and Science assessments we annually give. For all students enrolled in a tested grade level, Oklahoma public schools must administer an OSTP general assessment with or without accommodations, or an Oklahoma Alternate Assessment Program (OAAP)On Dec. 17, 2020 the Oklahoma State Board of Education approved a one-year suspension of the Oklahoma School Report Card letter grades for the 2020-21 school year.  While assessment results will not factor into the report card, they will help inform how students have been impacted academically and what supports are needed



Testing Overview

• In order to meet federal ESSA requirements, students must 
test:

• English Language Arts and Mathematics
• annually in Grades 3 – 8
• once in Grades 9 – 12

• Science
• once in Grades 3 – 5
• once in Grades 6 – 9
• once in Grades 10 – 12
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Presenter
Presentation Notes
ESSA requires us to assess



Testing Contractors
• Cognia will serve as 

Oklahoma’s testing vendor 
for all OSTP Grades 3-8

• English Language Arts,
• Mathematics, and
• Science

• Grade 11 CCRA
• District choice of SAT or 

ACT
• Science and U.S. History 

Content – Cognia

• Oklahoma Alternate Assessment 
Program (OAAP): All subject areas 
will be assessed through Dynamic 
Learning Maps for

• English Language Arts (Grades 3-8 & 
11)

• Mathematics (Grades 3-8 & 11)
• Science (Grades 5, 8 & 11)
• US History (11th)
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Presenter
Presentation Notes
Our testing vendors for the 2021 OSTP  are: Cognia for grades 3-8 ELA, Math, and Science. Cognia is also the vender for the grade 11 CCRA: Science and US History Content assessments. For the ELA and Math components of the grade 11 CCRA, districts selected whether to administer the SAT or ACT.The OAAP is assessed through Dynamic Learning Maps. 



Demographic 
Information & 
Demographic 

Overlay Report



Demographic Information

• All students must be accounted for at the time of testing.
• Ultimately, all student demographic information will be pulled 

from the Demographic Overlay Report. Please ensure 
information in the local SIS is accurate.

• Incorrect or incomplete information will result in inaccurate 
student data and may have a negative impact on the final 
reports issued from the Office of Accountability.
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Presenter
Presentation Notes
All students must be accounted for at the time of testing in your local SISUltimately, student demographic information will be pulled from the Demographic Overlay Report.  Please ensure the student data in the local SIS is accurate.Incorrect student demographic information in your SIS will cause the Preliminary Reports to be incorrect.  This will requires additional data clean-up during the correction window and may have a negative impact on the final reports.



Demographic Overlay File & Report
• Demographic information is verified through the Accountability 

Reporting application in Single Sign On:
• Gender, IEP/504, EL, EL 1st/2nd year proficient, Migrant, Title X 

(homeless)
• Economically Disadvantaged
• Ethnicity/Race
• Military
• Foster 
• Most Recent Exit Date
• OCAS codes for students assigned to a particular teacher for the class 

reports
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Presenter
Presentation Notes
The fields listed on this slide should be correct in the WAVE at all times. If student information needs to be updated, these changes need to be made in your local SIS. 



Demographic Overlay File & Report
• Districts must complete the Demographic Overlay by

• CCRA (high school) April 20, 2022
• OSTP (grades 3-8 – including RSA) May 9, 2022

• The demographic overlay pulls from the Accountability Reporting 
Application course code assigned to a student, and it only populates 
one teacher. However, districts may input multiple teacher names into 
the demographic overlay manually.

• Additional information about the Demographic Overlay Report will be 
provided in the future by the Office of Accountability.
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Presenter
Presentation Notes
The Demographic Overlay does not need to be certified; please make sure that the information is correct by these dates.  The Office of Accountability will provide additional guidance about the Demographic Overlay Report at a later date. 



FAY/NFAY Status

Full Academic Year (FAY)/Not Full Academic Year (NFAY):
OAC 210:10-13-2(e)
“A student shall be considered a FAY student if the student is 
enrolled within the first twenty (20) instructional days of the school's 
instructional year through and including the date of the 
administration of the exam and has not experienced an enrollment 
lapse of ten (10) or more consecutive instructional days.”
For more guidance, see the Full Academic Year flyer.  
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Presenter
Presentation Notes
This slide details how the Oklahoma administrative code defines Full Academic Year (FAY)/Not Full Academic Year (NFAY) status. If a student is enrolled within the first 20 instructional days of a school year and has not a lapse of 10 or more consecutive school days, they are considered FAY. 

https://sde.ok.gov/sites/default/files/SY%202021_2022_FAY_NFAY%20Guidance_AG%20.pdf


OSTP- Testing All Eligible Students

• OAC 210:10-3-2(b)
“All public school districts shall administer the state mandated 
academic achievement tests of the OSTP to all students 
enrolled in designated grades.”
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Presenter
Presentation Notes
This slide details how the Oklahoma administrative code requires schools to administer the OSTP to students enrolled in a tested grade. We ask that districts test to the greatest extent possible and understand that that testing will look very different this year than it has in previous years.  Assessment results have been decoupled from the Oklahoma School Report Card letter for this year, and our office is working to ensure districts are not penalized for situations outside their control resulting from the Covid-19 pandemic. In short, test the students you can and don't stress the ones you can't.



Participation in Grade 3-8 Tests

• If a student is enrolled in the same district during Precode and 
the testing window, the grade the student is at the close of 
Precode will determine what grade level tests they take.

• If a student transfers to a new district between Precode and 
the testing window, the demographic overlay will determine 
grade level that should have been assessed.
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Presenter
Presentation Notes
If a student was enrolled in your district during precode and the test window, the grade the student was enrolled in at the close of the precode window (January 12th 2022) will determine the grade level tests they need to take. If a student transfers to you after the close of precode, the demographic overlay will determine the grade level tests they should have taken. 



Participation in CCRA
• In general, students enrolled in grade 11 on January 

12th, 2022, will be expected to participate.

• Students can be manually added to the OSTP Data Portal and SAT or ACT system if 
the student was promoted after Precode or if the student needs to take a CCRA for 
graduation purposes.

• If a student transfers districts and is enrolled in the wrong grade, do not exit and re-
enroll the student. Just correct the grade level in your SIS.
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Presenter
Presentation Notes
You will need to manually add students to the Cognia or SAT or ACT system



Student Graduation Requirements and COVID-19

Oklahoma State Department of Education
Student Graduation Requirements and COVID-19

1
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Absent Students

• Any student absent during the scheduled test session must be 
administered the assessment upon their return.

• The make-up session must be scheduled within the existing 
testing window.

• Students must take sections in proper order.
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Suspended Students

• OAC 210:10-1-5
It is no longer appropriate to “drop” or “exit” a student 
who is suspended out of school for any length of time.

• Students who are suspended will be expected to 
participate in the OSTP.

• Guidance for Attendance and Suspension
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Presenter
Presentation Notes
https://sde.ok.gov/sites/ok.gov.sde/files/documents/files/Suspensions%20Rule%20Change%20Guidance_0.pdfEffective beginning with the 2018-2019 SY, the oac now states that students should not be dropped, exited, or unenrolled  if they have been suspended for any length of time. This means that even suspended students are expected to participate in the OSTP. 

https://sde.ok.gov/sites/ok.gov.sde/files/documents/files/Suspensions%20Rule%20Change%20Guidance_0.pdf


Students Who Receive Instruction Away 
from Sites of Enrollment

Students Testing at Alternative Sites
• This includes:

• Special education consortiums;
• Alternative education cooperatives and interlocals;
• Hospital placement;
• Juvenile Detention Centers;
• Homebound Placement; and
• Technology Centers.

• No less than thirty days prior to the testing window, request permission in writing 
from the Office of Assessment at assessments@sde.ok.gov.

• Requests must include a description of the student’s unique situation, the 
student’s STN, and documentation verifying the situation. Do not include 
personally identifiable information. 

OSTP SPRING 2022 DTC TRAINING27

Presenter
Presentation Notes
If you are planning to administer OSTP assessments away from students’ official site of enrollment, you will need to email the office of assessments no less than 30 days prior to the start of the window and request permission. Examples for this scenario includes but is not limited to: Special education consortiums;Alternative education cooperatives and interlocals;Hospital placement; Homebound placement; andTechnology Centers.This request should be sent to assessments@sde.ok.gov 

mailto:assessments@sde.ok.gov


Students Who Receive Instruction Away 
from Sites of Enrollment (cont.)

• Paper/pencil test materials will be ordered by and sent to the 
district where the students are enrolled.

• Online assessments should be set up by the district of 
enrollment. The site of enrollment:

• Verifies student data through the Precode or manually uploads 
students,

• Places students in a testing session,
• Prints test tickets and securely delivers the test tickets to the site of 

instruction or transfers test tickets through a secure online platform.
• When testing students at their alternate site of instruction, 

follow the procedures outlined in the Test Preparation Manual.
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Students Who Receive Instruction 
Away from Sites of Enrollment (cont.)
• Score reports will be sent to the districts where the students 

are enrolled.
• The Test Administrator (TA) at the alternate site of 

instruction signs a Test Security Form.
• TAs must be certified employees of the school district or 

site of instruction.
• TAs and TPs cannot be related nor can they be related to 

any student in the testing session.
• All test books, answer documents, and test tickets must be 

securely returned to the student’s district of enrollment.
OSTP SPRING 2022 DTC TRAINING29

Presenter
Presentation Notes
For situations where students will be assessed away from their sites of official enrollment. A district plan for the security and transport of materials should be written out.  This documentation is requested for monitoring purposes, but every district should have a plan and procedure in place.



Distance Learners

• Schools must account for all students. This includes 
all students who are taking classes virtually or 
remotely.

• All school districts offering online courses or programs 
must provide at least one onsite location for these 
students to test.
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Presenter
Presentation Notes
Districts need to administer the OSTP to all students, including distance and virtual learners. Districts need to provide at least one onsite location for these students to test.  



Statewide Virtual Charter Schools

• Statewide virtual charter schools offering online courses or 
programs will provide, and are responsible for the cost of, at a 
minimum, six alternative testing locations.

• At least one testing site will be located in each quadrant of the state.
• One testing site will be located in each of the two metropolitan 

areas of the state.
• Testing locations and a testing plan must be submitted to the SDE 

for approval.
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OSTP IEP/504 Accommodations
Accommodations for IEP and Section 504 students must be:
• Specified in an IEP or Section 504 Plan

• Students should be familiar with the OSTP Accommodation they receive 
prior to testing.

• Selected from the list of state approved accommodations; and
• Indicated for each student by choosing either with or without 

accommodations
• For paper testers this must be bubbled on the back of a paper answer 

document.
• For online testers the “with accommodations” must be checked under the 

Delivered Locally section in the OSTP portal.
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Presenter
Presentation Notes
https://sde.ok.gov/documents/ostp-accommodation-manuals-companion-documentsNow we are going to discuss OSTP accommodations for students on an iep or 504 plan.For a student to receive accommodations on the OSTP, these accommodations need to be specified in the IEP or 504 plan and regularly provided to the student in the classroom The 21-22 OSTP IEP and 504 accommodation manual has a list of state approved accommodations. If a student on an IEP or 504 plan is taking a paper test, whether the test was administered with or without accommodations needs to be bubbled on the back of the answer document. For online testers, with accommodations needs to be checked under the delivered locally section of the OSTP portal.  

https://sde.ok.gov/documents/2014-08-11/ostp-accommodations-placeholder


IEP/504 Accommodation Updates (cont.)
• Overarching Changes: 

• Language and formatting updates for clarity 
• External hyperlinks to additional resources and webpages 
• Intra-document hyperlinks to additional information on a given topic 
• “Hundreds Chart” added as an example of an approved assistive 

technology device
• Revised Guidance for SAT/ACT Accommodations
• Please see the 2021-22 OSTP IEP/504 Plan Accommodations 

Manual Change Log for a more detailed explanation of the 
updates.  
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Presenter
Presentation Notes
The 20-21 ostp iep and 5-4 accommodation manual has been updated to reflect some changes to our testing program. In addition to editing language for clarity and adding intradocument hyperlinks, the testing format options table has been updated to show that all assessments for grades 3-8 and 11 will be administered online. Paper, braille, and large print formats are available for students who have that accommodation documented in their iep or 504 plan. The manual was also updated to reflect the current OSTP calculator policyLastly, the chart for commonly applied for SAT and ACT accommodations has been updated. 

https://sde.ok.gov/documents/ostp-accommodation-manuals-companion-documents


Emergency Accommodations

• Form EA (Emergency Accommodations):
• If prior to or during testing, the school principal (or designee) 

determines that a student requires an Emergency Accommodation 
(e.g., broken hand), Form EA must be completed and submitted to 
the DTC for approval.

• Form EA must be retained at the district level for five (5) years for 
monitoring purposes.

• Unless requested, Emergency Accommodation forms are not 
submitted to the Office of Assessments.
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Presenter
Presentation Notes
Form EA must be completed and submitted to the DTC for approval.And must be retained at the district level for five (5) years.Districts should have a written plan in place for when an Emergency Accommodation is necessary. This plan needs to detail who determines the accommodation is needed and who completes the paperwork.  This plan is required for all districts and will be submitted to the osde for monitoring purposes

https://sde.ok.gov/documents/ostp-accommodation-manuals-companion-documents


OSTP English Learner (EL) 
Accommodations
• EL accommodations must be:

• Selected from the approved list in the 2021-2022 OSTP EL 
Accommodations Manual

• The accommodation must be documented on the student’s current English 
Academic Plan (ELAP)

• First and Second year monitor students may continue to be eligible for 
OSTP EL testing accommodations dependent upon OSTP ELA test 
performance.

• EL accommodations must be indicated for each student by choosing 
either with or without accommodations

• For paper testers this must be bubbled on the back of a paper answer document.
• For online testers, “with accommodations” must be checked under the Delivered 

Locally section in the testing platform.
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Presenter
Presentation Notes
Now we are going to discuss ostp accommodations for English learners (or els)The OSTP EL accommodations manual has a list of all state approved accommodations.   Accommodations must be documented on the student’s current English Academic Plan.  First and second year monitor students may be eligible for OSSTP EL testing accommodations dependent upon OSTP ELA performance.  Similar to the process for iep and 504 plan students, If an el student is taking a paper test, whether the test was administered with or without accommodations needs to be bubbled on the back of the answer document. For online testers, with accommodations needs to be checked under the delivered locally section of the OSTP portal.  

https://sde.ok.gov/sites/default/files/documents/files/21-22%20EL%20OSTP%20Accommodations%20Manual.pdf


EL Accommodation Updates

• Overarching Changes:
• Language and formatting updates for clarity
• External hyperlinks to additional resources and webpages
• Intra-document hyperlinks to additional information on a given 

topic
• Updated approved list of Word-to-Word Dictionaries

• Please see the 2021-22 OSTP EL Accommodations Manual 
Change Log for a more detailed explanation of the updates.
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Presenter
Presentation Notes
The 21-22 ostp el accommodation manual has been updated to reflect some changes to our testing program. Similar to the ostp iep/504 accommodations manual, the el accommodations manual has been updated to improve clarity and ease of use. Many of the tables have been updated to improve accessibility, and language stating that dually identified students may not be exempts from ostp tests was clarified. 

https://sde.ok.gov/sites/default/files/documents/files/21-22%20Word%20to%20Word%20Dictionary_1.pdf
https://sde.ok.gov/documents/ostp-accommodation-manuals-companion-documents


• Both SAT and ACT require schools to request appropriate EL supports or 
accommodations for students with a documented need.

• EL supports or accommodation needs should be addressed during the 
development of the grade 11 student’s English Language Academic Plan (ELAP).

• CCRA EL support or accommodation requests must be submitted to SAT or ACT 
during the designated window and approved before a student can be provided 
their SAT or ACT specific accommodations.

• For more information, please refer to the following:
• SAT: Accommodations on College Board Exams
• ACT: Accommodations and English Learner Supports

• Please review the OSTP EL Accommodation Manual for reference.

EL CCRA: SAT/ACT 
Accommodations & Supports
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Presenter
Presentation Notes
Additional changes to the ostp el accommodation manual include updates to available test formats and translations options as well as updates to the  commonly applied for SAT and ACT el supports. A detailed list of the changes can be found on the office of assessment’s website. 

https://accommodations.collegeboard.org/
http://www.act.org/content/act/en/products-and-services/the-act/registration/accommodations.html
https://sde.ok.gov/sites/default/files/documents/files/21-22%20EL%20OSTP%20Accommodations%20Manual.pdf


Spanish Translation
• All assessments for all grade levels are available online in 

English.
• Grades 3-8 Math, Grades 5 & 8 Science, and Grade 11 

CCRA: U.S. History and Science Content are available 
online in Spanish with Spanish Text-to-Speech.

• Grades 3-8 Math, Grades 5 & 8 Science, and Grade 11 
CCRA: U.S. History and Science Content are available in 
paper format in English and accompanying Spanish audio 
files will be available for download.

• There are no paper tests in Spanish available for the Spring 
2022 OSTP administration.
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Text-to-Speech Scheduling Info

• Ensure that text-to-speech (TTS) accommodations are 
selected in the portal before scheduling the student’s test.

• If the test is scheduled before TTS is selected, these 
accommodations will not be available to the student.

• This applies to both English and Spanish TTS.
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Text-to-Speech Scheduling Info (cont.)

• TTS is an OSTP Accommodation for
• All math, science, U.S. History assessments, and
• Grade 5 and 8 ELA Section 3 (extended constructed response).

• The Read Aloud Accommodation must be approved as a 
Nonstandard Accommodation by SDE for ELA Grades 3, 4, 6, 
and 7 and for ELA Grades 5 & 8 Section 1 and 2.

• If TTS is mistakenly selected for ELA Grades 3, 4, 6, or 7, the user 
will receive an error message when scheduling a test session for 
the student.

• TTS is only available for Section 3 for ELA Grades 5 and 8.
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Presenter
Presentation Notes
SDE will provide directions for scheduling online tests to districts that have students who have been approved for the Nonstandard Read Aloud Accommodation. 



OSTP
Test Irregularities and Invalidations



Test Irregularity Vs. Test Invalidations
• A testing irregularity is an out-of-the-ordinary situation which 

does not affect the outcome of testing and does not require 
students to retest. 

• Requires DTC or BTC to submit a Test Irregularity Form through SDE-
provided Google Form.

• A testing invalidation is caused by a situation where the test or 
test security has been compromised and students must retake the 
test.

• Requires DTC to submit a Test Invalidation Request through the Testing 
Status Application in the SDE Single Sign On.
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Testing Irregularities
• Document testing irregularity.
• Re-administer same test form, if possible:

• Student may need a new answer document or booklet depending on 
circumstances.

• Complete the Testing Irregularity Form provided by the Office of 
Assessment. This will be on the SDE website.

• Take extra precaution when entering student’s STN
• DTC must be contacted to obtain a Proctor Password for online testing.
• Proctor Passwords will be automatically reset daily throughout testing.
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Presenter
Presentation Notes
For testing irregularities, the test administrator and proctor will need to document the irregularity. If the irregularity caused the student to have to stop taking the test, upon returning to school the student would resume taking the same test. The DTC or BTC needs to complete the Testing Irregularity Google Form. For online tests, the BTC or TA will need to enter a proctor password into the student’s device. Proctor Passwords must be manually reset by DTC periodically throughout testing.



Testing Irregularities

• Sickness
• TA/TP is distracting
• Student received read aloud for Math/Science and should not 

have
• Misread script
• Parent picked up student during testing
• Wrong accommodation was administered
• Sections not given on consecutive days in correct order
• Technical issues during online testing
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Presenter
Presentation Notes
This slide lists some common Testing Irregularities that might occur.  Districts must have plans and procedures in place for handling testing irregularities.  This plan should be written and provided to test administrators prior to testing.  The plan is required documentation for monitoring, and all districts need to have a plan in place before testing begins.



Test Invalidation
• Reasons for possible test invalidations include, but are not limited to:

• Cheating
• Large-scale security violation
• Presence of a cell phone (or other smart technology including smart 

watches) in the testing environment
• Testing outside the test window
• TA/TP/Student are related in the testing room
• Student received read-aloud on ELA and was not supposed to
• ELA writing section was started and didn’t finish until days after
• TP was not an employee of district for Human Reader sessions

If the SDE approves the invalidation, the student will be 
considered a nonparticipant unless a Breach Assessment is 
administered.

OSTP SPRING 2022 DTC TRAINING45

Presenter
Presentation Notes
This slide lists possible reasons for a test invalidation.  Remember that invalidations are caused when test security is compromised.  If SDE approves the invalidation through the Testing Status Application in SSO, the student will be considered a nonparticipant unless a breach form is administered.  Districts must have plans and procedures in place for handling testing invalidations.  This plan should be written and provided to test administrators prior to testing.  The plan is required documentation for monitoring, but all districts need to have a plan in place before testing begins.



Breach Tests
• In situations when a test must be invalidated, the DTC must enter the 

invalidation request on the Testing Status Application on the SDE Single 
Sign-On.

• Check the status through the Testing Status Application.
• Once the invalidation is approved, the SDE will order the Breach Test.

• The Breach Test must be administered to the student within the remainder of the 
testing window.

• In the case of a paper/pencil test, all answer documents for Breach Tests, as 
well as the invalidated operational tests, must be returned with the scoreable 
answer documents.

• In the case of online tests, Breach Tests may not be scheduled on the same day 
as the invalidated operational tests. Please follow the directions carefully and 
select the Breach Test form when scheduling the test in the OSTP portal.
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In situations when a test must be invalidated, the DTC access the Testing Status Application on SSO and enter the invalidation request. DTCs should then check the status of the invalidation request through the application in SSO.  



OSTP Test Security
Who must be trained on test security and administration 
procedures?
• District Test Coordinators (DTCs)
• Building Test Coordinators (BTCs)
• Test Administrators (TAs)
• Test Proctors (TPs)
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Test Security

• Additional important information regarding test security and validity is 
included throughout the Test Preparation Manual and its appendices.

• Test materials must be kept secure at all times and should not be left in 
open or unattended areas.

• Test books are not to be opened prior to or after any test sessions. Only 
the students testing are allowed to view the contents of a test book or an 
online test and only at the time of testing.

• All secure test materials must be returned to the vendor after the 
completion of testing.
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Read the first bullet.  This document is very helpful for district test coordinators.  All of the other bullets, then: Each site must have plans and procedures for maintaining the security of test materials before, during, and after testing.  These plans are required documentation for monitoring, and each site and district should have a documented plan in place before testing begins.  



Test Security
• Revealing information about test items or the overall test, either 

implicitly or explicitly, is a violation of test security protocols. This 
includes discussions:

• with students – individually or as a class
• with teachers
• on social media

• Nondisclosure Agreements (NDA) are included by completing the 
applicable OSTP training prior to testing and signing the Security 
Form after the completion of all testing.

• Test Proctors/Roving Proctors will submit NDA via their training 
requirement and Test Proctor Observation Log.
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Test Security
• All TAs, BTCs, and Building Principals must include their Teacher 

Certification Number on their applicable Security Form.
• The Test Proctor Observation Log sheet must be completed.

• Each testing session must be documented on a Test Proctor Observation 
Log by the Test Proctor or Roving Proctor.

• Ensure the Official Schedule of Testing is current and accurate 
throughout the entirety of the testing window.

• Include all make-up sessions.
• Ensure the Test Administrator and Test Proctor/Roving Proctor is 

documented for each testing session on the Official Schedule of Testing.
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Test Security

• Violations in test administration and test security may result in 
an invalidation of the test and/or test results.

• Violations in test administration may result in the suppression 
of preliminary and final results.

• Violations in test administration may result in the revocation of 
teaching credentials.
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Test Security

Paper-based Testing
• Classroom Security Checklists must be completed, signed, 

and dated by the TA and the BTC. Please retain a copy of the 
checklist for your records.

• District and School Checklists provide a list of all materials’ 
barcodes and have blank columns to record information 
regarding the location (school or classroom) of the test books.
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Test Security

• DTC, BTC and TA Security forms will be provided and signed 
electronically 

• District Level Test Security Form,
• Building Level Test Security Form, and
• Test Administrator Security Forms.

• Test Proctors will complete and sign an Observation Log 
which must be returned to the BTC.

• Keep an electronic copy or print a hard copy for your district 
records for five years.
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There are three security forms that will be filled out electronically.  The first is the Test Administrator security form, and that will be filled out by the test administrator.  The Building Level Test Security form will be filled out after the completion of testing at a building site by the BTC and the building level principal.   The last is the District Level Test security form and that is filled out after the completion of testing for the entire district, and is completed by the DTC and the district superintendent.  

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


Staffing Standard OSTP 3-8 and CCRA: 
Science and U.S. History Content
• Each testing room is required to have one Test 

Administrator.
• Certified employee of the district.

• A proctor is required for each testing session.
• Additional proctors are required for every 100 students for 

online testing.
• Administrator and Proctor cannot be related to anyone in 

the room – including each other.
• Neither the DTC nor the BTC can serve as a Test Administrator 

or Test Proctor if more than one testing session is occurring at 
the same time.
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Each testing session is required to have a test administrator who is a certified employee of the district.  A proctor is also required for each testing session.  



Staffing Standard OSTP 3-8 and 
CCRA: Use of a Roving Proctor
• Buildings may use Roving Proctors when 

simultaneous test sessions are occurring. 
• The Roving Proctor must rotate between test sessions 

every 15–20 minutes and cannot be assigned to more than 
five testing sessions at any given time. 

• The Roving Proctor’s duties include: 
• Assisting Test Administrators 
• Monitoring test sessions and escorting students 
• Keeping the hallways quiet during testing 
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SAT and ACT Assessments
SAT ACT

Roving Proctor X
Hall/Room Proctors X
Proctor for Accommodated Rooms X* X*
Cannot be related to an 11th grader taking the 
same assessment

X X

*Required by OSDE
Please note: Both the SAT and ACT are part of the Oklahoma School 
Testing Program. All applicable state test security rules and regulations 
apply to these tests in addition to the test security rules and policies SAT 
and ACT require for test administration.
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Roving proctors are required by ACT.  Hall proctors are required by SAT. A proctor for accommodated rooms is required by OSDE even when administering the SAT or ACT.   Also, the test coordinator cannot be related to an 11th grader taking the same CCRA.  Likewise, a test administrator/supervisor or test proctor cannot be related to an 11th grader who is testing in the same room.   



Academic Assessment Monitoring 
Program (AAMP)

• To meet federal requirements, Oklahoma’s AAMP evaluates 
school district implementation of both federal- and state-required 
academic assessments.

• All public school districts will be monitored at least once during the 
established five-year cycle.

• An electronic version of the five-year monitoring cycle is updated 
on an annual basis and posted on the Test Security and 
Assessment Monitoring page.

• The Desk & On-site Monitoring Checklist has been revised;
• All monitoring types require districts/sites to submit information 

contained in the desk monitoring portion of the checklist.
• Districts will be notified of On-site monitoring at least 10 working days 

before the opening of a testing window.
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Monitoring documentation consists of training records as well as providing district procedures.  Every district should have these procedures written.  Monitoring should simply be gathering these documents and submitting them to OSDE.  An AAMP webinar will be held after the monitoring list is released (early March).  

http://ok.gov/sde/test-support-teachers-and-administrators


Data Forensics

• OSDE conducts data forensics on all assessments and 
may conduct investigations as deemed necessary 
when test security and testing violations are suspected.
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OSTP
DTC Instructions and Information



DTC Instructions and Information
General Responsibilities:
• Serve as the SDE’s contact for all testing activities.
• Note: E-mail is often the quickest and most efficient way for the SDE or testing 

vendors to contact DTCs, so please access your account regularly.
• Request permission from the SDE for invalidating assessments.
• Provides Proctor Passwords to BTCs upon request (updated daily).
• Ensure that all personnel assigned to testing are adequately trained in proper 

test administration and test security.
• Verify that all personnel are trained using the modules. The training certificates must 

be kept on file by the DTC or BTC.
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DTC Instructions and Information
• Ensure SIS information for your district and schools are current and 

accurate.
• Inventory paper test materials immediately upon receipt. Confirm all 

boxes are received for each building and distribute materials accordingly.
• Contact the vendor immediately if any discrepancies are found during the inventory.

• Order additional testing materials through the vendor’s portal.
• Confirm that secure materials are properly returned from BTCs.
• Make certain all paper test materials are correctly packaged, sealed, and 

shipped to vendors according to the Key Dates documents.
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Additional responsibilities of district test coordinators include ensuring that SIS information for your district and school is current and accurate.  

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


DTC Instructions and Information

• The DTC needs to be available at all times when testing is 
occurring within the district.

• The DTC must not act as a TA or TP when more than 
one test session is in progress within the district.
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OSTP
BTC Instructions and Information



BTC Instructions and Information
General Responsibilities:
• Serve as the site contact for the DTC, direct the entire testing 

procedure at the specified building site.
• Ensure all TAs and TPs are trained using the TA/TP Modules and 

maintain documentation.
• Note:  Module training certificates required for all TAs/TPs.

• Identify students who need special accommodations and/or 
alternate assessments and make the appropriate testing 
arrangements for these students.
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BTC Instructions and Information
General Responsibilities:
• Inventory all paper test materials upon receipt from the DTC.
• Distribute or provide access to the PSTGs and Test Administration 

Manuals.
• Check testing materials out to TAs the day of testing using the 

Security Checklist.
• Verify the presence of a TP or Roving Proctor for every testing 

session before testing begins. Ensure that there is a proctor 
present the entire testing session.
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Districts will receive a paper copy of the PSTG for each paper/pencil tester.  For students testing online, districts should provide parents with the links to the documents or districts may elect to print the guides for parents.



BTC Instructions and Information
General Responsibilities:
• Collect all test materials from the TAs upon completion of testing each day.
• Ensure all Test Proctor Observation logs, Test Security Forms, and Classroom 

Security Checklists are completed. (Print or save copies for your records.)
• All testing sessions must have a completed Test Proctor Observation log.

• All materials must be accounted for and returned to the DTC.
• Complete the Official Schedule of Testing form.

• This form should stay current for the duration of the test window.
• Include all the building’s make-up sessions.
• Revise this schedule as necessary.
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BTC Instructions and Information

• The BTC needs to be available at all times when testing is 
occurring within the building.

• The BTC must not act as a TA or TP when more than one test 
session is in progress within the building.
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Test Administrator (TA) 
and Test Proctor (TP) 

Training Records



TA and TP Training Records
• The BTC must ensure TAs and TPs are trained using the TA/TP Training 

Modules within the Oklahoma Edge Online Learning Community powered by 
Next Thought.

• DTCs will be required to have an Oklahoma Edge account, and will be able 
to see all of the TAs & TPs who have been trained within their district. 

• The BTC must keep the training module certificate for each TA and TP.
• TAs must earn an 80% on the quiz to complete the training module.
• TPs and Roving Proctors must complete one item on their quiz.

• The BTC may provide additional training for TAs and TPs.
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This year, the TA and TP training will accessible through the Oklahoma Edge Online Learning Community. All TA and TPs must be trained using these modules. DTCs will be required to have an Okedge account, and this will allow them to be fascinators on the two modules for their districts and they will be able to see all who have completed the trainings. TA’s and TPs will also be required to create an Okedge account in order to access the modules. This will ensure that if there are technical difficulties or the PDF certificate of their training completion is lost, the TA or TP will not have to retake the module. They will be able to log back in and access their training modules and records.TA’s must earn an 80% on the quiz in order to complete the training. TPs and Roving Proctors are required to view the video in its entirety.  The BTC and DTC need to keep a record of these training certificates. BTCs may provide additional training to TAs and TPs. 

https://osdeconnect.ok.gov/login/


TA and TP Training Records

• The names of Test Administrators and Test Proctors used on 
the OKEdge account and training documentation must match
the name used for signing the Test Administrators Security 
Form & Test Proctor Observation Log.

• Certificates with handwritten or altered names will not be 
accepted.

• The TA training module meets TP/Roving Proctor training 
requirements, so it is unnecessary for TAs to complete both 
modules, even if they serve as TPs.
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OSTP
Test Administrator (TA) Instructions and 

Information



TA Instructions and Information
General Responsibilities:
• TAs must be a certified employee of the district.
• TAs must be trained via the SDE-provided TA training module.
• Review the Test Administration Manual (TAM) for directions 

several days prior to testing.
• Ensure all visual aids are removed or covered during testing.
• Confirm arrangements for students who require special 

accommodations or alternate tests.
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TA Instructions and Information
General Responsibilities:
• Follow the scripts in the TAMs exactly or play the TAM recorded script 

that will be available on the Cognia Help and Support Site.
• Make sure students use No. 2 pencils, scratch paper/unmarked grid 

paper, appropriate calculator, and if your district chooses: Reference 
Sheets for grades 6-8 math, Writer’s Checklist for grade 5 & 8 ELA, or 
Periodic Table for CCRA: Science Content.

• Administer tests with a TP or Roving Proctor present the entire testing 
session.

• Ensure that the TA and TP/Roving Proctor are not related to each other 
nor to any student in the testing session.
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TA Instructions and Information
General Responsibilities:
• Ensure the Test Proctor Observation log has been completed.
• Report any testing irregularities directly to the BTC.
• Keep records of students who missed the test on the original test 

date.
• Keep a record of TP/Roving Proctors with dates/test sessions.
• Administer make-up tests within the testing window, if needed.
• TA must sign the Test Security Form.
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OSTP
Test Proctor (TP) and Roving Proctor 

Instructions and Information



TP and Roving Proctor
Instructions and Information
General Responsibilities:
• Must be at least 18 years old, approved by the building 

principal, and cannot be related to the TA or any student in the 
testing session.

• Must be trained via the SDE-provided TP training module.
• May NOT administer tests.
• May assist the TA with certain duties (e.g., inventory test 

materials).
• Maintain the security of all test materials.
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TP and Roving Proctor
Instructions and Information

General Responsibilities:
• Must be present for the ENTIRE testing session.
• Monitor the TA’s transcribing of tests and checking of answer 

documents or test books for stray marks.
• Complete the Test Proctor Observation Log. Sign, date, and 

return the completed form to the Building Test Coordinator.  
• One log must be completed for every testing session.

• A TP/Roving Proctor that monitors a read-aloud session must 
be an employee of the school district.
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https://oklahoma.onlinehelp.cognia.org/forms/


OSTP
English Language Arts, Mathematics, 
Science, and U.S. History



2021-22 Testing Window
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Testing Schedules
• Estimated testing times for each test include distributing books, 

filling in student demographic information, and reading directions 
aloud to students/playing recorded script. These can be found in 
the Test Preparation Manual.

• The tests are not timed. Students should be given additional time 
if needed as an immediate extension of the current session. A TA 
and TP/Roving Proctor are required for the duration of testing.

• Additional time must be an immediate extension of the testing session 
not to exceed double the amount of recommended time per 
section/session.
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https://oklahoma.onlinehelp.cognia.org/manuals/


Testing Schedules

• Ideally, each content assessment should be administered on a 
separate day.

• If more than one content assessment is administered on the 
same day, students should be given a rest break between 
sessions.

• Under no circumstances should a test be started unless there 
is enough time to complete it.
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Testing Schedules
• Students may only be given breaks, including lunch breaks or 

recess, between sections or sessions.
• Sections must be given in sequential order on consecutive

instructional days.
• Grades 5 & 8 ELA Section 3 (writing prompt) may be 

administered BEFORE Section 1 or AFTER Section 2.
• Ex Grade 5 ELA:
Section 1 Section 2 Section 3 - Writing

Tuesday, April 26 Wednesday, April 27 Thursday, April 28 YES
Wednesday, April 27 Thursday, April 28 Tuesday, April 26 YES

Tuesday, April 26 Wednesday, April 27 Friday, April 29 NO
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Testing Schedules
• It is highly recommended, but not required, that all ELA 

assessments take priority in scheduling.
• In order to receive early RSA reporting, Grade 3 ELA 

tests must be completed and submitted no later than 
Wednesday, April 27, 2022.

• To receive preliminary reports for grades 3-8 ELA, 
online testing must be completed and submitted no later 
than Tuesday, May 3, 2022.

• Otherwise, these students’ scores will not be available 
until Final Reporting.

OSTP SPRING 2022 DTC TRAINING83



Test Results – Grades 3-8 and CCRA
• Preliminary results:

• Preliminary Grade 3 RSA Reports Posted in the OSTP Data Portal 
5/17/2022

• All other preliminary reports will be available in the OSTP Data Portal 
6/7/2022

• Preliminary Reports will not be available for CCRA: U.S. History Content.
• Final results:

• Available in the OSTP Data Portal TBD
• Available on the Parent Portal TBD
• CCRA U.S. History Content will be included in final results.

Materials returned late or incorrectly will impact reporting dates.
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OSTP & Reading Sufficiency Act

• http://sde.ok.gov/sde/reading-sufficiency

• Melissa Ahlgrim, Director of RSA

• Melissa.Ahlgrim@sde.ok.gov
• 405-522-1591
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Online Testing
• Online practice tests are available for students to become familiar 

with the online tools and formatting of questions.
• https://okpracticetest.cognia.org/student/login

• Only a basic calculator will be available in the online sample 
sections for Grade 6-8 Math due to the allowability of mixed group 
test administration.

• The operational portion of the Grade 6-8 online tests will provide:
• Grades 6-7: Basic Calculator
• Grade 8: Scientific Calculator
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Scratch Paper & Unmarked Grid Paper
• Students are allowed scratch paper for all assessments.

• Blank copy paper
• Lined notebook paper
• Unmarked grid paper

• Ensure students are writing their essays on the lined pages 
in the test booklet or in the online platform’s text box.

• BTCs MUST collect all scratch paper and unmarked grid 
paper after testing.

• All scratch and unmarked grid paper is to be DESTROYED
by the BTC immediately after testing.
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Reference Sheets
• Reference Sheets will be provided in the tools section for online 

tests and paper copies for paper tests:
• Math Reference Sheets: Math grades 6 – 8 (available in English or 

Spanish)
• Periodic Table: Science grade 11 (available in English or Spanish)
• Writer’s Checklist: ELA grades 5 and 8 writing section (CBT and PBT)

• Your district may elect to provide paper copies of these 
documents to online testers. They can be printed from Cognia’s
Help and Support Site and must be DESTROYED by the BTC 
immediately after testing.
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OSTP
English Language Arts Assessment



Grades 5 and 8 ELA Assessments
• Writing sections will be a paired passage-based prompt.
• Paper Tests – Students will write on the five (5) lined pages in their 

test books.
• Planning pages are included.

• Online Tests – Students will write their essays in the online 
platform.

• Planning can be done on the scratch paper.
• Remind BTCs that students should not hit "Turn In" until they are 

finished.
• TTS and Human Reader is available for the writing portion as an 

IEP/504 Plan OSTP Accommodation.
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Grades 3, 4, 6, and 7 
ELA Assessments
• Short Constructed-Response items that measure reading 

standards are included on grades 3, 4, 6, and 7 ELA 
assessments.

• Students will write (paper testing) or type (online testing) their 
responses.

• TTS and Human Reader is only allowed as an approved 
Nonstandard Accommodation. Rooms testing with this 
accommodation must have a dedicated TP that is employed by 
the district. A roving test proctor cannot be used in this situation. 
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OSTP
Mathematics and Science



Calculators

• Grades 3-5 Math
• IEP or 504 Plan students with a documented accommodation may 

use a basic four-function calculator.
• Any student with this accommodation will need a handheld 

calculator for both paper and online testing.

• Grades 6-7 Math
• All students may use a handheld four-function calculator with 

square root and percentage, excluding the +/- key.
• Online calculator will be provided: TI-108 (disabled +/- key).
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Calculators

• Grade 8 Math & Science
• All students may use a handheld scientific calculator
• Online calculator will be provided: TI-30XS Multiview

• Grade 11 Science
• All students may use a handheld graphing or scientific calculator
• Online calculator will be provided: TI-84 Plus 

• Please review the published Calculator Policy.
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College- & Career-
Readiness 
Assessments 
(CCRA)
SAT/ACT and Science and U.S. History 
Content



CCRA (Grade 11)

• Each district has selected to administer the SAT or ACT.
• This assessment fulfills the federal requirement for assessing 

students in grades 9-12 for math and ELA, including students 
with disabilities and English Learners.

• Students must also take the writing section.

• Grade 11 Science Content Test will fulfill the federal 
requirement for assessing students in science in grades 10-
12.
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CCRA: U.S. History Content

• Required by Oklahoma HB 3311
• Students MUST be assessed in U.S. History once in grades 9 -

12.

• All grade 11 students must participate
• Any 11 or 12 grade student needing to meet graduation 

requirements may be manually added to the testing portal and 
assigned a test. 
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Questions?



Break



3

OSTP 
Online System



OSTP Online System Components

OSTP Kiosk
 Student test delivery platform
 Technology staff will install 

OSTP Kiosks or Apps on 
student testing devices

OSTP Portal
 Manage portal users
 Manage student data and 

online test sessions
 Available via a browser

Presenter
Presentation Notes
The Oklahoma online system comprises of two components, one is the Portal where you as a DTC would log in to manage portal users, student data, online test sessions; and second is the Kiosk where the students log in to take the test.



 Portal opened on January 18, 2022
 Available via a browser at https://oklahoma.cognia.org
 Already have a user account? Continue to use it!
 New District Test Coordinators (DTC): account will be created by Cognia and 

credentials e-mailed to you
 Not a DTC, don’t have an account yet?

• DTC must create all other portal users within the OSTP Portal.
• Users will receive two automated emails, one with username and one with temporary 

password from OSTPProgramManagementTeam@cognia.org.
• Add “Trusted” Email Sender
• No email? Check Spam folder
• Contact the Help Desk if no email received.

 (866) 629-0220
 oktechsupport@cognia.org

 Deactivate obsolete/unused accounts!
 When an account is reactivated or deactivated, the user will receive an e-mail.

OSTP Portal Access
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The OSTP Portal opened on Jan 18th and is available via a browser at oklahoma.cognia.org. If you already have an account then that’s great, you can continue to use it. If you are a new DTC then your account will be created by Cognia and the credentials will be e-mailed to you. If you are not a DTC and don't have an account, then reach out to your DTC. They are the ones responsible for creating an account for you within the portal. Once an account is created, you'll receive two automated emails, one with username and one with temporary password from OSTPProgramManagementTeam@cognia.orgYou can add this email address to your trusted email sender listSometimes the emails end up in Spam folder, so I would recommend to look there if you dont see them in your inbox. If you still don't see the emails, contact the help desk and we should help you out. And last, please deactivate accounts that are obsolete or unused. When an account is deactivated, the user will receive an e-mail notification.
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OSTP Portal User Roles

Role Responsibilities

District Test 
Coordinator (DTC)

• Manage portal users
• Enrollment transfer requests & approvals
• Edit student data
• Create classes
• Schedule tests
• Manage & monitor student testing
• Track shipments and order additional materials
• View Dashboard
• Create & review online reports
• Access Proctor Passwords from Administration home page

Building Test 
Coordinator (BTC)

• Manage portal users
• Edit student data
• Create classes
• Schedule tests
• Manage & monitor student testing
• View Dashboard
• Create & review online reports

Presenter
Presentation Notes
Up on the screen you see responsibilities of a DTC and a BTC. These are also provided in the Portal user guide. So you can take a closer look at these there.



OSTP Portal User Roles

Role Responsibilities

IT Coordinator (ITC) • Download and install Kiosk
• Perform Site Readiness Testing
• Certify Site Ready for Testing

District User (DU) • Edit student data
• Create classes
• Schedule tests
• Manage & monitor student testing
• View Dashboard
• View online reports

Building User (BU) • Edit student data
• Create classes
• Schedule tests
• View Dashboard
• View online reports

Reports Access Only
(District or Building)

• View online reports

Presenter
Presentation Notes
This slide shows the resposibilities of a Techbology Coordinator, District User, Building user and a reports access only user. 



OSTP Portal Log-in1

2

Presenter
Presentation Notes
We have changed the way you log in to the portal. When you open the portal in the browser, you will be presented with the landing page with a Login button. On clicking on the Login button you will be taken to the sign-in page where you will enter your username and password to log in. So it is a two step process now. 



OSTP Portal Landing Page

2

1 

Presenter
Presentation Notes
When you successfully log in, you see the Welcome page. I have logged in as a Demo DTC and so I see the Users tab at the top, and the Administration and Reporting components. Lets first talk about Users.



OSTP Portal: Users

See online video tutorials for demonstrations!

Presenter
Presentation Notes
On Users page, I first want to point you at the two green buttons. One is to create a new user and other is to Import Users. You can either manually create users in the portal one at a time or choose to bulk upload users using the Import Users button. Once you have your users created, they will show up in the table. If you want to edit any user information, you will simply click on the pencil icon. To dectivate accounts, you will click on the cross icon. To see a list of deactivated accounts you will check the checkbox that says Show Deactivated Accounts highlighted in 3. You can use the organization drop down or the role drop down to filter the users and find the specific user you are looking for. 

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


OSTP Portal: Users

See online video tutorials for demonstrations!

Presenter
Presentation Notes
Also, to export any users, you will select a user from the table and click on the blue Export Users button. To bulk deactivate, you will select users from the table and click on the blue Deactivate button.

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


 Ability to export student test logins in CSV
 Ability to schedule breach tests by state and district level 

users
 Addition of School Name to the Test Scheduling Conflict 

download file
 Executing a new workflow for making Grade 3, 4, 6, & 7 ELA 

TTS tests available to schools
 Refreshing proctor passwords each night during the 

administration window
 Removal of the capability of DTCs being able to change/edit 

proctor password
 Ability to upload classes to a school or district across grades, 

content areas, and courses 

What’s New in 2022 in the OSTP Portal?



OSTP Portal Landing Page

2

1 

Presenter
Presentation Notes
The next piece I would like to talk about is the Administation component.



OSTP Portal: Administration Landing Page

Presenter
Presentation Notes
When you click on the Administration component from the welcome page, you will be brought to the Home page as shown here. This is where your ITCs will download the kiosks and get the site readiness logins. This is also the place where the DTCs can find the proctor password for their schools.



OSTP Portal: Administration

Site 
Readiness

Manage 
Student 

Information
Create 

Classes
Schedule 

Test 
Sessions

IT Coordinators District Test Coordinators/Building Test Coordinators/District Users/Building Users

Presenter
Presentation Notes
As mentioned earlier, different user roles can log in to the portal to perform their responsibilitie. The technology coordinators are responsible for conducting sites readiness tests, whereass the DTCs, BTCs, DUs and BUs are responsible for managing student information, creating classes and scheduling test sessions.



Administration - Site Readiness

Site Readiness
• Download the Kiosks
• Conduct Site Readiness Testing
• Certify Site Readiness

Conducting the site readiness testing and certifying 
your site is ready for testing is extremely important.  
Not doing so may pose a risk to your site for online 
testing.

Presenter
Presentation Notes
Your ITC must download the kiosks, perform the site readiness testing and certify your site is ready for testing. Doing this is extremely important as it helps ensure that you are prepared for the spring testing.



Administration - Site Readiness

Log in

• Retrieve Site 
Readiness login 
credentials for 
each school 
from the Portal.

Test

• Run the Site 
Readiness test 
on each device 
configuration.

Review

• Details are 
available on the 
Site Readiness 
tab in the Portal.

Certify

• Certify your site 
as ready for 
testing on the 
Site Readiness 
tab in the 
Portal.

Presenter
Presentation Notes
The Site Readiness process involves 4 simple steps:First, the ITCs retrieve the login credentials for each school from the Administration home page. They then take the tests. The Site Readiness Tests comprises of 2 tests – System Set-Up Test and Student Interface Test. When done taking the tests, the results are populated on the Site Readiness tab in the Portal.If the results look good to you, you go ahead and certify the site.



Administration - Site Readiness

See online video tutorials for demonstrations!

Presenter
Presentation Notes
Here's a screenshot of where the results are populated

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


Administration - Site Readiness

See online video tutorials for demonstrations!

Presenter
Presentation Notes
And here is a screenshot of how the results look and that the site is certified.

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


Administration – Students

Student Information, Accommodations, and Enrollment

• Available from February 11th, 2022
• Review Student Information & Enrollment Data
• Assign Accommodations

• DTCs and STCs are responsible for assigning all embedded and non-
embedded student accommodations.

• Accommodations Upload & Export
• The accommodations export will no longer be blacked out during 

peak operational testing hours and will be available throughout the 
operational administration.

Presenter
Presentation Notes
Moving on to Students, the students will be loaded in the portal from Feb 11th. You can log in and review the student information, the enrollment data and Ensure that your students have right accommodations assigned. If not, then you can edit the student and add new accommodations. You can also bulk upload accommodations for multiple students at once and then also perform an export if required.



Administration – Students

Presenter
Presentation Notes
Here's a screenshot of the Students page. A new feature was added last year to the Students listing page to allow portal users to view all the test sessions that the student is assigned to and the status of each test session. Note that only users who have permission to view test sessions will have access to view test 



Administration - Students

Presenter
Presentation Notes
Here's a screenshot of the Students page. A new feature is added to the Students listing page to allow portal users to view all the test sessions that the student is assigned to and the status of each test session. Note that only users who have permission to view test sessions will have access to view test 



Administration - Students

A pop-up box is displayed with a list of the scheduled sessions.

See online video tutorials for demonstrations!

Presenter
Presentation Notes
When you click on the View Test Sessions link, a pop-up box is displayed with a list of the scheduled sessions.

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


Request to transfer students into your district from another district.
Permissions:

 DTCs can initiate, approve, reject, and view enrollment transfer requests for all 
schools in their district and can transfer students within their district.

 SDE Service Desk approves unenrolled students for transfer.
Workflow:

 Requestor: Search by student ID, last name, and DOB
• If student is located, request transfer, add optional note.

 Receiver: e-mail and portal notification
• Approve or Deny request (denial requires a note).

 Requestor: e-mail notification of approval/denial
Note:

 All requests, approvals, denials are logged in Portal.
 Test Sessions are not transferred, use notes to indicate what sessions a 

student has already completed.

Administration – Enrollment Transfer



Administration – Enrollment Transfer

Organization
Status:
Pending
Canceled
Approved
RejectedYour requests

Requests sent to 
you from other 
organizations

See online video tutorials for demonstrations!

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


Administration – Enrollment Transfer



Administration – Enrollment Transfer



Administration – Classes

Class Creation
• Pre-created classes 
• Optional manual class creation
• Class bulk upload

Presenter
Presentation Notes
After you have your students in, the next step is to set up classes. Now, when we load the stduents into the system to do also pre-create classes based on the WAVE file. But you do also have the option to create additional classes ither manually or through the bulk upload process.



Administration – Classes

See online video tutorials for demonstrations!

Presenter
Presentation Notes
So when we

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


Administration – Classes Upload at 
District

See online video tutorials for demonstrations!

Presenter
Presentation Notes
So when we

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


Administration – Classes Upload at 
District

See online video tutorials for demonstrations!

Presenter
Presentation Notes
So when we

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


Administration – Classes Upload at 
School

See online video tutorials for demonstrations!

Select a school from the organization drop down

Presenter
Presentation Notes
So when we

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


Administration – Classes Upload at 
School

See online video tutorials for demonstrations!

Presenter
Presentation Notes
So when we

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


Administration – Test Sessions

Scheduling Tests
• Schedule classes to tests
• Print student test logins with students' usernames 

and passwords
• Manage & monitor test sessions

• Test Status Export
• Students Not Scheduled to Test Export



Administration – Test Sessions

See online video tutorials for demonstrations!

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


Administration – Test Sessions

The two exports are 
combined under a 
single Exports link

See online video tutorials for demonstrations!

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


Administration – Test Sessions

Session Access Code

Test Status
Test Tickets Print Options

Form Name
Time Student 
was added

Login credentials



Scheduling Spanish Tests:
• All students to be scheduled for a Spanish test need 

to be placed into a separate class.
• The new class must be scheduled to take the Spanish 

version test.
• Select the test with SPANISH in the test name.

Note About Spanish Test Scheduling...



Scheduling Breach Tests:
• All students to be scheduled for a Breach test need to 

be placed into a new class.
• The new class must be scheduled to take the Breach 

test.

Note About Breach Test Scheduling...



 Accommodated form automatically assigned to students with accommodations.
 Must assign all students the text-to-speech accommodations PRIOR to 

scheduling tests.
• If missing of accommodations is caught before student logs in, assign accommodation, 

return to test session and click on the Add or Update Students button.

• Check Date/Time Created for the most recent students added.
• If missing of accommodations is caught after student logs in, the student must continue 

testing with a human reader.

Note About Text-to-Speech Accommodations...



Administration – Dashboard
 State Users, District Test Coordinators, Building Test Coordinators, District Users, and 

Building Users
 State level data
 District level data
 School level data

 During Operational Testing
 Portal User Activity
 Daily & Cumulative Test Summaries

 Number of active testers
 Number of tests scheduled
 Number of tests completed
 Percent of tests completed

 Number of operating systems by OS type
 By Hour Summaries

 Number of tests paused
 Number of tests completed
 Number of tests in progress



OSTP Portal: File Uploads

File Upload Data Dates Available Record Limit
Portal Users Add or edit portal user 

accounts for your 
organization

January 18 – May 17 30

Student 
Accommodations 
Data

Student accommodations 
only

February 11 – May 17 1,000

Class Data Mapping students to classes 
or proctoring groups

February 11 – May 17 1,000

During the operational testing window, the bulk upload functionality is available from 
7:00 PM CST to 7:00 AM CST.
Users can still manually add students, edit students, create/edit classes, and 
create/edit portal users any time.



OSTP Portal: File Exports
Export Data Dates Available Record Limit
Portal Users List of portal user accounts for 

your organization
January 18 - May 17 30

Student 
Accommodations Data

Student accommodations only February 11 - May 17 -

Students Test Status List of students with their test 
completion status by 
school/test

April 4 - May 17 -

Students Not 
Scheduled for a Test

List of students within a 
school that are not scheduled 
for the selected test

April 4 - May 17 -



OSTP Online System Components

OSTP Kiosk
 Student test delivery platform
 Technology staff will install 

OSTP Kiosks or Apps on 
student testing devices

OSTP Portal
 Manage portal users 
 Manager student data and 

online test sessions
 Available via a browser

Presenter
Presentation Notes
Manage portal users Manager student data and online test sessionsAvailable via a browser



OSTP Kiosks

 Windows, MacOS and Linux Kiosk
 Available to download in Portal

 iPad and Chromebook Applications
 Download directly from App Stores
 Download "iTester" iPad app and select state on 1st log-in

New kiosks ARE required for Spring 2022



OSTP Kiosk: Student Testing Device Requirements

System Requirements – All Hardware

Connectivity Student devices must be able to connect to the internet 
via wired or wireless networks.

Screen Size 9.7” screen size or larger/ “10-inch class” tablets or larger

Screen Resolution 1024 X 768 or larger

Browsersa (Practice Test ONLY)

Chrome™ 94 or newer **UPDATED**
Firefox® 93 or newer
Safari® 14 or newer
Microsoft Edge™ 94 or newer

Headphone/Earphone/Ear Buds Headphones/earphones/ear buds are required for 
students who have a text-to-speech accommodation



OSTP Kiosk: Student Testing Device Requirements

Desktop and Laptop Specific Requirements
CPU 1.3 GHz

Memory 2 GB (4 GB is strongly recommended for best performance)

Input Device Keyboard – wired or wireless/Bluetooth® mouse or 
touchpad

Windows® Windows 8.1, 10 b(32-bit and 64-bit)

MacOS®
10.14 – 11.6 (64-bit only) **UPDATED**
Not compatible with MacBook Air (M1, 2020); MacBook Pro 
13-in. (M1, 2020); and Mac mini (M1, 2020).

Linux® Fedora™ 34 (64-bit only) **UPDATED**



OSTP Kiosk: Student Testing Device Requirements

Tablet/Netbook/2-in-1 Specific Requirements
iOS and iPadOS 13.1 – 15.1 **UPDATED**

Chromebook™ Chrome OS™ 80 – 94 **UPDATED**

Students testing on devices that do not meet the student testing device 
specifications are likely to encounter performance-related issues during 
testing. 

Note: Android devices will not be supported.
a. Text-to-Speech on browsers is partially supported.
b. Only in desktop mode. Windows 10 S is not supported.

Presenter
Presentation Notes




OSTP Kiosk: Internet Connectivity

Beginning of Test:
 Authenticate login
 Download test content

End of Test:
 Submit responses for scoring



OSTP Kiosk: Checking Internet Connectivity

Internet Connectivity is ON

Internet Connectivity is OFF



What happens if a student loses network connection in the middle of a test?



What if a student finishes a test but has no network connection?



Loss of Network Connectivity Procedure Summary
 If a student loses network connectivity in the middle of a test:

 Keep testing on that device
 Test content and responses are stored securely on the test device
 Responses will be sent when network is restored

 If student finishes and is ready to turn in test prior to network being 
restored:
 Allow student to turn in test
 Record the exact device the student is testing on
 Ensure no network management tools or system maintenance will alter that devices 

files or configuration
 When network connectivity is restored, return to that exact device and relaunch the 

kiosk

 If you are unsure of the status of the student responses, call the help 
desk

OSTP Kiosk Test Integrity



 Students should test on one device.
 Switching devices during testing may result in stale responses.
 If a student absolutely must switch devices, contact the Service 

Desk first!
 (866) 629-0220
 oktechsupport@cognia.org

IMPORTANT! Stale Responses

mailto:oktechsupport@cognia.org


What’s New in 2022 in OSTP Kiosk?

 Removal of the ability to copy text from the item or stimulus 
and paste into open ended box using the Highlighter tool

 Update to the color of the connection widget’s connection 
lines to be WCAG compliant



Kiosk

 Logging In to the Kiosk
 Entering a Session
 Options page
 Directions 
 Testing Interface
 Review and Turn In



Logging In to the Kiosk



Entering a Session



Options Page

Note: Only those students 
with accommodations will see 
the Options page.

For more information 
about Accommodations 
please visit the
Oklahoma Help and Support 
Site.

https://oklahoma.onlinehelp.cognia.org/test-coordinator-information/


Directions Page

Accommodations Options 
Overlay button allows a 
student to bring up
the accommodation
options page to 
change accommodation
settings if needed.



Test & Item Navigation



Review and Turn In



Universal Tools are available to all students for online testing:

Universal Tools

Name Assessment / 
Content Area

Tool Icon Supported Devices

Guideline All All

Answer Masking All All

Sketch All All

Highlighter All All



Calculators are available to all students for specific 
assessments and content areas:

Item Level Tools

Name Assessment / 
Content Area

Tool Icon Supported Devices

Basic
Calculator

Grades 6-7 Math All

Scientific 
Calculator

Grade 8 Math and 
Science

All

Graphing 
Calculator

Grade 11 Science All

A Texas Instruments™ TI-108 elementary calculator, TI-30XS MultiView™
scientific calculator, and TI-84 Plus graphing calculator will be available on 
Practice Tests and Operational Tests



Text-to-Speech accommodations ordered for specific students:

Accommodations

Name Assessment/Cont
ent Area

Tool Icon Supported Devices

Text-to-Speech 
Mathematics

Grades 3-8 Math Not supported on Linux

Text-to-Speech ELA 
Grades 3, 4, 6, & 7 NS1 
(State approval is 
required); Grades 5 & 8 
Writing Sections Only

Grades 3-8 ELA Not supported on Linux

Text-to-Speech Science Grades 5 & 8 
Science

Not supported on Linux

Text-to-Speech US 
History

Grade 11 US 
History

Not supported on Linux



Text-to-Speech Accommodations ordered for specific students:

Accommodations

Name Assessment / 
Content Area

Tool Icon Supported Devices

Spanish
Text-to-Speech
Mathematics

Grades 3-8 
Math

Windows, macOS, and 
Chrome OS

Spanish Text-to-
Speech Science

Grade 5 & 8 
Science

Windows, macOS, and 
Chrome OS

Spanish Text-to-
Speech US History

Grade 11 US 
History

Windows, macOS, and 
Chrome OS



 Spanish voice is available on Windows, MacOS, and Chrome OS.
Windows & MacOS

 A Cepstral Spanish language pack must be installed on the student’s device where 
Spanish version of the test will be taken using Text-to-Speech.

 The Spanish language pack must be requested from Cognia.
Chrome OS:

 There are no changes that need to be made to the device configuration; you just 
need to ensure the Spanish TTS accommodation has been selected in the portal.

 OSTP Kiosk uses the default voice set on the student’s device.
 See Kiosk Installation Guide for specific steps on how to change the default voice.

 Use the practice test to let the students hear the voice.
 If the student does not like the voice, change the default voice setting on the 

device or try a device with a different operating system/voice pack.

Text-to-Speech Voices



Accommodations ordered for specific students:

Accommodations

Name Assessment / 
Content Area

Tool Icon Supported Devices

Screen Zoom All 100%, 150%, 200%, 300% All

Color Contrast All All

Reverse Contrast All All

General Masking All All

Turn Off All 
Universal Tools

All Guideline, Answer 
Masking, Sketch and 
Highlighter not available

All

Allow 
Accessibility 
Mode Testing

All All



When is a proctor password 
required?
 Student pauses for longer than 

20 minutes
 Student is inactive longer than 60 

minutes 
 On an abrupt closure of the 

OSTP Kiosk
 When a student submits a test 

offline

Proctor Password

DTC users can access the Proctor Password on the Home page within the 
Administration component of the portal.



 The Practice Test can be taken on a browser or 
with the OSTP Kiosk or mobile apps.

 If a student needs screen zoom, they must use 
the Kiosk.

 Students should take the practice tests on the 
devices to be used for testing.

 Students will no longer need a username and 
password to access the practice tests.

Online Practice Tests

https://okpracticetest.cognia.org/student

https://okpracticetest.cognia.org/student


Training Resources



Training Resources

Help & Support Site
 User Guides
 Tutorials

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

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


Thank You!



Break



Paper/pencil 
material

Presenter
Presentation Notes
We will now discuss Paper/pencil materials



Agenda
 Alternate Forms
 Spanish Options
 Manuals
 Student Labels and Rosters
 When to Void a Booklet
 Receiving and Returning Material
 Security Checklists 
 Test Security Forms in Qualtrics

Presenter
Presentation Notes
The topics we will cover are:  Alternate Forms, Spanish options, manuals, Student Labels and Rosters, Voiding a paper test booklet, receiving and returning materials, security checklists and Qualtrics forms.



Alternate Forms
• Large-Print and Braille are included in your initial shipment 

based on precode.
• Braille Kits include:

• Braille materials, standard materials, administration note and Braille 
instructions

• Large Print Kits include:
• Large Print materials, Standard materials, and administration note

• LP and Braille responses must be transcribed to a scannable 
standard test book or answer document.

• All transcribed answer documents go in the regular scorable materials 
envelopes.

Presenter
Presentation Notes
Your Precode data determines if or how many Large-Print or Braille kits you will receive in your initial shipment.Braille Kits include a braille test book, a standard testbook/answer document, an administration note and Braille instructionsLarge Print Kits include a Large Print test book, a standard testbook/answer document, and an administration noteAll LP and Braille responses must be transcribed to a scannable standard test book (for 3rd grade) or answer document (for all other grades).  The TPM contains more information about transcriptionsAll transcribed answer documents should be placed in the regular scoreable materials envelopes..



Grades 3-8 Math and Science and CCRA Science and U.S 
History Content:

• A Spanish version of the test will be available online and requires 
installation of Cepstral Spanish Voice Pack

• Spanish audio files are available to accompany English language 
paper forms

• Spanish audio files for TAM scripts are available for all grades and 
subjects.

Cepstral Spanish Voice Pack and Spanish Audio file request forms are 
available on the Help and Support Site

Spanish Translation Options



Cepstral Spanish Voice Pack
Who
 The school or district will only need to install a Cepstral Spanish 

language voice pack if student(s) meet the following requirements 
for read-aloud accommodations:

1. Student(s) must have been using the Spanish read-aloud 
accommodation throughout the year.

2. Student(s) must have the read-aloud accommodation specified 
as required on the ELAP.

How
 The Spanish version of the test uses the read-aloud 

accommodation, which requires a Cepstral Spanish language pack 
on the machine where the test is run.

 Licensing of this language pack is limited. Please stagger student 
testing through the same machine(s) in order to use as few 
computers as possible.

 Request form on the Help and Support Site



Manuals

• Electronic versions 
Approved devices: Desktop Computer, Laptop Computer, Tablet, iPad
Not approved devices: Any cell phone device

• Controlled number of printed manuals

Test Preparation Manual (3-8 and CCRA)
Test Administration Manual (3-5, 6-8, CCRA Science and U.S. History Content)
PSTGs
Spanish PSTGs
Spanish TAM scripts

http://oklahoma.onlinehelp.Cognia.org/

Presenter
Presentation Notes
Predetermined number printed therefore limited inventoryTPMs (All districts/sites)  Print 10% overage on hand for additional orders Each district receives 1 TPM and each site receives 1 TPM. The top 20 districts in student enrollment receive an additional 10 TPMs.  Oklahoma CityTulsaMooreEdmondPutnam CityBroken ArrowUnionNormanLawtonMidwest City – Del CityJenksMustangOwassoYukonEnidMuskogeeStillwaterBartlesvilleBixbyChoctaw/Nicoma Park Approximately 2,500 TPMs  (MP Please confirm) TAMs (Middle School/High School/Charter) Print 10% overage on hand for additional orders Each district receives 2 TAMs and each site receive 5 TAMs The top 20 districts in student enrollment receive an additional 25 TAMs. Approximately G6-8: 5,000 TAMs  (MP Please confirm numbers and whether G6-8 TAM is separate from G10)Approximately G10: 5,000 TAMs   (MP Please confirm number)

http://oklahoma.onlinehelp.measuredprogress.org/


Student Labels and Rosters
• Student labels will be provided for every student needing paper 

forms indicated through the Wave.

• Students with Labels: Verify Student Information
• If any student demographic details are incorrect on the 

student label, still use the label unless there is a mistake in 
the main identifiers – first name, last name, DOB, or State 
Student ID (SSID).

• If one or more of these identifiers is incorrect, do not use the 
label and bubble the student information on the demographic 
page of the answer document.

• If a school receives labels for students who are no longer 
enrolled, adhere the label to a blank student answer 
document and mark the reason in box Q.

Presenter
Presentation Notes
You will receive labels for students who were identified as paper/pencil testers in pre-code.  The information for this label was pulled by the WAVE from your Student Information System.  For students with labels, verify the information on the label is correct.  If there is incorrect information on the label, go ahead and use the label unless any of the main identifiers are not correct.  These indentifiers are the first name, last name, date of birth or State Student ID.  If any of these main identifiers are incorrect, do not use the label and bubble in the student information on the demographic page.If a school receives labels for students who are no longer enrolled, adhere the label to a blank answer document and mark the reason they were not tested in box Q.



Student Labels and Rosters

• Students without Labels:
• If a student does not have a label for any reason (e.g., label is 

missing, lost or damaged), bubble the student information 
carefully on the student demographic page of the answer 
document.

• If student ID labels for an entire class are missing, students 
may bubble their own demographic information.



• Voids are applicable when an answer document 
is damaged and/or not scoreable or a breach has 
been administered.

• Indicate void using box V.
• Testing Irregularity also submitted using Office of 

Assessment Google Form.
• A testing irregularity does not mean an answer 

document needs to be voided.
• Opportunity to review during clean-up window.

Void Bubble

Presenter
Presentation Notes
Voids are applicable for damaged answer documents or a breach form has been administered (for test invalidations). For these cases, you will indicate this by bubbling in the “void this document” bubble in box V. A testing irregularity does not mean the answer document should be voided. Irregularities should be submitted using the Office of Assessment Test Irregularity Form. We also know kiddos may bubble this in, so there will be an opportunity to review this during the clean-up window.



Tracking Shipments
The Materials Management link in the Administration menu allows 
the user to view shipment history.

The user will be able to view additional details about the order by clicking View 
Details in the order’s data row.

Note: Orders that have not been shipped will not appear on this list.

Presenter
Presentation Notes
From the OSTP Portal you can view your shipment history using the Materials Management link in the Administration menu.  To view additional details about the order, click the View Details in the order’s row.  Orders that have not shipped, will not appear in this list



Ordering Additional Materials – Packing 
Slip

03/03/2022

2021-2022

Cognia
22 Marin Way Unit 2B
Stratham, NH 03885

155900

Presenter
Presentation Notes
Materials will be shipped with a Packing Slip.  Save this Packing Slip, it may be needed later.I have circled the Ship Code on a sample packing slip.  To order additional materials, you will need your ship code



Ordering Additional Materials

Presenter
Presentation Notes
Additional materials can only be ordered after you have received your initial materials shipmentTo order additional paper test materials, select the order additional materials button from the Materials Management in the OSTP Portal



Ordering Additional Materials
Online Additional Materials

OSTP 2020-2021 Grade 3-8 OperationalOnline Additional Materials
2021-2022 OSTP Grades 3-8 Operational

Presenter
Presentation Notes
Here you will select the Administration, order level (school or district material), District, School and the ShipCode that is on the packing slip we looked at previously.



Return Shipping Grades 3-8
Last Day for Materials Pick-up Grade 3-8

Phase 1: Grade 3 ELA for RSA
• If utilizing the self-schedule option that must 

be done by 4/27/2022
• Cognia scheduled a 1-day pickup on 

4/28/2022

Phase 2: All scorable and non-scorable 
material
• If utilizing the self-schedule option that must 

be done by 5/3/2022
• Cognia scheduled a 1-day pickup 

on 5/5/2022

* Districts are encouraged to 
schedule their own UPS pickup 
per the directions in the Test 
Preparation Manual. If you 
schedule your own UPS pickup, 
please contact Cognia to cancel 
the automatic pick up.

Presenter
Presentation Notes
Grades 3-8 materials are returned to Cognia in 2 phases. For phase 1, which is Grade 3 ELA materials, Cognia has pre-scheduled your automatic UPS pickup for April 28.  You may also self-schedule your pickup, but this must be scheduled by April 27 For Phase 2, which is all scoreable materials you have left, and all non-scoreable materials, automatic pick up is scheduled for May 5 with the self schedule option by May 3.  If using the self-schedule option, please contact Cognia so we can cancel the automatic pick-up.



Two phased approach:
Returning
Materials

OSTP

Presenter
Presentation Notes
A shipping poster with this information will be sent with your materials.Only 2 phases for the return of materials.  



Returning
Materials

OSTP

Presenter
Presentation Notes
Your OSTP shipping poster will show you how the box is to be packed.  In the bottom of the box, place any unused test materials (unused booklets/answer documents).  Next goes the nonscorable materials (used test books, LP/Braille booklets).  You will receive envelopes to place your scorable materials in that indicate the grade and content, these envelopes will go next into the box.  On top goes the Special Handling Envelope.  This envelope is for typed responses or notes on school letterhead explaining damaged or contaminated materials.  Do Not include any contaminated/biohazard materials.It is important that the materials are boxed in this manner.  Scorable material mixed in with non-scorable or unused materials will not be scanned in time for the student to have preliminary results.



Return Shipping CCRA Science & U.S. History
Last Day for Materials Pick-up CCRA Science & U.S. History: All scorable 

and non-scorable materials
• If utilizing the self-schedule option that must 

be done by 4/15/2022
• Cognia scheduled a 1-day pickup 

on 4/18/2022

* Districts are encouraged to 
schedule their own UPS pickup 
per the directions in the Test 
Preparation Manual. If you 
schedule your own UPS pickup, 
please contact Cognia to cancel 
the automatic pick up.

Presenter
Presentation Notes
All CCRA Science and U.S. History materials are returned to Cognia in one shipment.  Cognia has pre-scheduled your automatic UPS pickup for April 18.  You may also self-schedule your pickup, but this must be scheduled by April 15.  If using the self-schedule option, please contact Cognia so we can cancel the automatic pick-up.



Returning
Materials

CCRA

Presenter
Presentation Notes
Your CCRA shipping poster will show you how the box is to be packed.  In the bottom of the box, place any unused test materials (unused booklets/answer documents).  Next goes the nonscorable materials (used test books, LP/Braille booklets).  Then your scoreable materials in their content envelopes.  On top goes the Special Handling Envelope.  Again…Do Not include any contaminated materials in the shipment.



Return Shipping Labels

Return shipping labels are district, school, and testing administration specific. It 
is very important that you take care making sure the correct labels are applied 
to your boxes for the return of all testing materials to Cognia.
• OSTP Grade 3-8 Materials will be returned using a UPS Next Day Air Service 

Label

• CCRA: Science and U.S. History materials will be returned using a UPS 
Ground Service Label.

Presenter
Presentation Notes
Return shipping labels are district, school and test administration specific.  You will receive an envelope with your materials shipment that contains your return lablesFor OSTP grades 3-8 both phases will use UPS Next Day Air labels.  The labels are not specific to the return phase.  CCRA materials will use a UPS Ground label



UPS Pickup – Self Schedule
The Materials Management link in the Administration menu will be used 
to schedule the UPS pick up at the end of testing.

Clicking on UPS Pick UP Request will send users to the Cognia UPS pick 
up site.

Presenter
Presentation Notes
Although Cognia has scheduled a one day UPS pickup, districts can schedule their own pickup as soon as testing is completed for each grade and/or content area. This can be scheduled from the Materials Management link in the Administration menu.   Clicking on the UPS pick up request button will send you to the Cognia UPS pickup site.



UPS Pickup Option – Self Schedule

Presenter
Presentation Notes
From here you will enter the Administration, then enter an RS Tracking number This is located on your USP return service label.  Only one tracking number needs to be entered, regardless of the number of boxes being returned



UPS Pickup – Automatic 
• UPS will automatically pickup from any district that has not 

scheduled their own pick up.
• OSTP Grade 3-8

• Phase 1 – 4/28/2022 Grade 3 ELA for early RSA 
reporting

• Phase 2 – 5/5/2022 Grade 3-8 All Scorable and 
nonscorable Material

• CCRA
• 4/18/2022 – All Scorable and nonscorable materials for 

Science and U.S. History

• Everything must be ready for pickup prior to UPS arriving at 
the district.

• If you are self-scheduling, alert Cognia Oklahoma Service 
Desk 866-629-0220

Presenter
Presentation Notes
Wrapping up this topic, automatic pick ups are scheduled.  Everything must be ready for pickup prior to UPS arriving to the district.  If self-scheduling, please call the Service Desk to let Cognia know.



Security Checklists

• Grades 3-8 and CCRA Science & U.S. History
• School boxes will contain a paper version.
• Districts will receive electronic versions via the SFTP site.
• Additional materials orders will only receive paper versions.

Presenter
Presentation Notes
Electronic security checklists will be available the week that materials arrive in districts. 



Test Security Forms 2022

• DocuSign is gone! 

• Qualtrics is our new test security form software. 

• Five forms for electronic signature
1. District Superintendent Test Security Form
2. District Test Coordinator Test Security Form 
3. Building Principal Test Security Form 
4. Building Test Coordinator Test Security Form 
5. Test Administrator Test Security Form and NDA

• Step by step instructions will be on the Help and Support Site

Presenter
Presentation Notes
Examples of these forms are in the TPM.  We will also open the Qualtrics Sandbox so that you and your TPs can see the forms and see how the system works.  When the CCRA testing window opens, we will close the Sandbox, and provide official form links for test administration. 



Where:
1. Oklahoma Help & Support Page
2. Forms tab
3. Links will be provided for every form!
How to get to forms:
The OK Help & Support Page will contain links to each of the five forms 
under the Forms tab. 
Who should fill out forms:
Each person who holds one of the five roles during test administration 
(District Superintendent, DTC, Building Principal, BTC, and TA) must click 
the link and fill out their form individually when test administration is 
completed.

Qualtrics Test Security Forms 

Presenter
Presentation Notes
To find the Security forms, visit the Oklahoma Help and Support Page.  Click on the Forms Tab.  Each form has a link from this page.



Qualtrics Test Security Forms 
Qualtrics test security forms are easy to fill out like online surveys. 

• If you fulfill one of the five roles listed during test administration, you will go to 
the Oklahoma Help & Support Page to click on your form link to fill out. 

• You will fill out the form like you were filling out an online survey. 
• You will receive a message thanking you for filling out the form with a summary 

of your responses. 
• At that point, you may download a PDF of your responses. 
• An email containing your responses with a link to download the PDF will 

automatically be sent to the official school email address you entered.  
• The PDF of your response serves as official record that you have complete the 

form. You must share this PDF with the proper school personnel.



District Test Security Form

• DTC clicks link on OK H&S page to begin 
signing the form.

• Official District Names and Codes are 
now in a drop-down menu for easy 
selection. 

• Enter your Official School Email Address

• Enter your Educators OK Teaching 
Certification number



• Read requirements and select 
certification button. Then click finish. 

• Enter initials to certify. 

District Test Security Form



• Receive message thanking you for 
filling out the form with a summary 
of your responses.

• You may download the PDF 
summary of responses to forward.  

OR

• You may forward the response email 
you receive to the proper school 
personnel. 

District Test Security Form



Qualtrics Reminders
• Forms will now be filled out by the person who fulfills that role during testing. Forms 

will no longer be sent automatically via email to sign. 
• Five forms for electronic signature

1. District Superintendent Test Security Form
2. District Test Coordinator Test Security Form 
3. Building Test Coordinator Test Security Form 
4. Building Principal Test Security Form 
5. Test Administrator Test Security Form and NDA

• When you receive the email form receipt, you must forward it to the proper school 
personnel. Emails will no longer be automatically forwarded for spring 2022. 

1. District Superintendent- forward to DTC
2. District Test Coordinator Test Security Form 
3. Building Test Coordinator – forward to DTC 
4. Building Principal – forward to BTC 
5. Test Administrator-forward to BTC



Qualtrics Reminders
• Cognia will host a Qualtrics Webinar to go over each of the five spring 2022 

test security forms on a date to be announced soon. 

• Cognia will host a Qualtrics Test Security Form sandbox time where educators 
can click links and practice filling out each form. 

• The Qualtrics Test Security form sandbox links along with detailed, step by 
step directions on how to fill out each form will be posted on the OK H&S Site 
after the DTC training commences. 

• Qualtrics Test Security Form examples are included in the Test Prep Manual. 



Thank you!



Recap Reminders 
• To receive early RSA reporting for grade 3 ELA testing must be 
completed by April 27th.
• TA and TP training will be available in late February.
• Roving test proctors are allowable again this year. They can cover up 
to 5 rooms as long as each room can be visited every 15 to 20 
minutes.
• Presentation slides will be available after all the roadshow 
presentations are completed.
• Participants without any high schools can drop off the webinar at 
this point. CCRA information is next. 
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Oklahoma Digital CCRA: 
SAT with Essay
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SAT School Day Digital

Digital Testing 
Windows April

Testing Window April 13 – 15 
& April 19 - 20 

Accommodated April 13 – 26

Makeup Date April 26
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Flexible Administration 
Policies 2022

Flexible start times -
Schools can start 
testing earlier and/or 
later than usual and 
split their students into 
different testing 
groups on a single 
day. 

• All testing must start before the first group to test 
completes testing; no group of students can begin 
testing after another group has completed the test.

• Refer to the Spring 2022 Digital SAT School Day 
Coordinator Manual for more details.



208

Pre-Essay Lunch Break 
Policy

Students may have 
lunch prior to 
completing the essay 
section of the SAT 

• Policies and guidelines for the lunch break are the same as for other breaks 
as described in the SAT School Day Coordinator Manual. 

• Students may bring a packed lunch with them into the testing room, but it 
must be placed under their desk or to the side of the room during testing.

• Students should eat lunch together in the testing room or another secure 
designated lunch area(s).

• If food is consumed in the testing room, all testing materials must be 
collected to avoid potential damage to answer sheets.

• The lunch break should be no longer than 30 minutes and all testing must 
be completed in a single day.

• Students must be supervised by room monitor(s)or other testing staff during 
the lunch break.



209

Test Coordinator SAT School Day 
Digital Training

Approximately 6 weeks prior 
to test day, all test coordinators 
will receive an email notification 
with a link to access the online 
training.
The training will be available 
through your College Board 
Professional Account.
Share the link with other staff, as 
necessary

.

Training
April 

Administration

Online Test Day 
Training (required 

training)
March 2, 2022

Presenter
Presentation Notes
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Implementation Key Dates – April Administration

Activities April 13 – 15 & 19 – 20 Administration

Request Accommodations for SAT Through February 22, 2022

EL Time and One Half (+50%) Support Requests 
deadline February 22, 2022

Material Delivery Window March 8 - 10



211

Implementation Key Dates – April Administration

Activities April 13 – 15 & 19-20 Administration

Online Test Day Training Launches March 2

TIDE Provisioning for Test Coordinators March 2

Weekly Digital Readiness Checks Begin March 14

Test Administration April 13 – 15 & 19 - 20

Accommodated Test Administration
(Eligible Students Only) April 13 – 26, 2022

Makeup Test Administration April 26, 2022
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SAT School Day Score 
Release - Students 
Student Access to Scores

1. Students will need a College Board 
account to view their scores.* 

2. Direct students to 
https://studentscores.collegeboard.org
and log in. 

3. Click sign up to register for an account if 
they don’t already have one.

Some scores may be released 
later for reasons that may include 
participation in the 
accommodated testing window or 
investigation of a test day 
irregularity that requires additional 
attention. Additional scores will 
be released on a rolling basis.

Digital Testing 
Window

Student 
Score Release 
Beginning on

April 13-15 & 19 -
20

TBD

https://studentscores.collegeboard.org
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SAT School Day Score 
Release - Educators
Educator Access to Scores in the 
College Board Reporting Portal
Educators will be able to view SAT scores through the 
College Board K-12 Reporting Portal. The reporting 
portal consists of two areas:

• Report Center: allows educators to configure 
and run online reports, apply filters for data 
analysis, print student reports, and find student 
registration information

• Download Center: provides access to 
downloadable files of scores

Educator scores cannot be 
released until the Oklahoma 
State Department of Education 
has a chance to review 
preliminary student 
information. This ensures that 
students are reported to the 
correct schools for accountability 
purposes.

Digital Testing 
Window

Educator Score 
Release 

Beginning On
April 13 – 15 & 19-

20
TBD
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Official SAT Practice on Khan Academy

Free, personalized SAT practice from 
the makers of the SAT and Khan 

Academy. 

• 20 hours of practice on Official SAT Practice is 
associated with a 115-point PSAT- to- SAT gain.

• Remind students to link their College Board and 
Khan Academy accounts to access their 
personalized practice plan. 

• Free Counselor Resources: 

• Official SAT Practice Coaching Tools

• Official SAT Practice Educator E-Module

Presenter
Presentation Notes
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Connection to Over $350M in Scholarships

Presenter
Presentation Notes
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College Board Representatives
& Support

OKSAT@collegeboard.org

Joshua Romberg:  Director K-12
jromberg@collegeboard.org

Peter Griffin: Director, Outreach and 
Implementation
pgriffin@collegeboard.org

mailto:OKSAT@collegeboard.org
mailto:jromberg@collegeboard.org
mailto:pgriffin@collegeboard.org


Getting Ready for the ACT®
Test Administration

Oklahoma
District Assessment Coordinator Training

Presenter
Presentation Notes
Hello and welcome to the Test Administration training session for the Spring 2022 administration of the ACT.My name is Abby and I am with the Implementation Services team at ACT. I am joined by **PC NAME** who supports ACT Testing in **STATE NAME**



What’s New?

Presenter
Presentation Notes
Next we will discuss what is new this testing cycle.



We used to say:
Manage

Participation

NOW we say:
Test Date
Selection

New This Cycle
Test Date Terminology



We used to say:
Late

Consideration

NOW we say:
Qualified 

Exceptions to 
the Deadline

New This Cycle:
Accommodations Terminology

Presenter
Presentation Notes
Add the Late Consideration is now Exceptions to the Deadline



We used to say:
Initial and 
Makeup

NOW we say:
Test Window 1 

and
Test Window 2

Reminder:
Test Date Terminology



What Dates Do I 
Need to remember?

Presenter
Presentation Notes
I’d like to quickly go through the important dates you’ll need to remember.



Test Days

Administration Standard Time 

Paper

*Must have OSDE 

approval

Accommodations 

Paper Testing 

Window

Online Testing 

Window

(Standard time and 

Accommodations)

Test Window 1 April 5, 2022 April 5 - 15 April 5 - 14

Presenter
Presentation Notes
**Edit as needed for each contract.Read from slide



Important Dates

Feb 14 – April 1

Request 
Qualified 

Exceptions 
to the Deadline

Additional Order 
Window

Feb 28 – Mar 25

February 4

Request
Accommodations

Week of March 7 
or March 14

Receive
Test

Materials

Online Site 
Readiness

Feb 23

February 18

Verify Student
Information 

in PearsonAccessnext

December 3

Test Date
Selection And 

Manage Contacts

Presenter
Presentation Notes
Some of the key milestone dates for this administration include the following. Read from slide.All important dates are included in your Schedule of Events on the ACT-hosted testing website.State SDU load on Jan 28



ACT Systems

Presenter
Presentation Notes
Presenter Note:Change as necessaryThere is more than one system are used to prepare and administer the ACT test. Lets take a moment to review these. 



PearsonAccessnext

(testadmin.act.org)
Testing Staff

TestNav
(tn.actonline.act.org)
Examinees

Presenter
Presentation Notes
The systems you’ll use to administer the ACT test include: Person Access Next and TestNav.Pearson Access Next is a web application used by testing staff to select test dates, verify and register students, order materials, and manage online testing. Test Nav is the secure delivery engine used by examinees to take the ACT assessment online.PearsonAccessnext  (testadmin.act.org) Web application used by testing staff to manage participation, verify  and register students, order materials and manage online testing TestNav  (tn.actonline.act.org) Secure test delivery engine used by examinees to take the tests online 



Success.act.org

Presenter
Presentation Notes
Success.Act.org is an [click] online reports portal which is used to access online reporting and TAA. This allows for one interface, user name and password to access both online reports and TAA. The test accessibility and accommodations system or TAA is the site used by to submit requests for ACT authorized accommodations and supports for examinees.The online reports portal is dynamic, interactive reporting tool. It allows users to create custom reports which work best for their institution to interpret and use the data to best serve their students. 



Your ACT Hosted Webpage

Presenter
Presentation Notes
Your ACT hosted webpage will guide you step by step through the process of test administration. We will go through these steps in more detail in this training session. Here is a graphical representation of the testing journey. Step 1: Orientation - Learn about test policies; select test dates and provide shipping information; select test staff and set up accounts.Step 2: Configuration -  Upload student data records; verify enrollment for test materials; order test materials.Step 3: Accommodation - Learn about accessibility supports; request accommodations and/or supports; request reconsideration or qualified exceptions to the deadline.Step 4: Preparation -  Complete non-test activities; provide examinees test prep information; prepare your facility, staff, and materials; update examinee information.Step 5: Administration - Administer the test.Step 6: Transportation - Return test materials.Step 7: Interpretation - Access and understand score reports; share reporting information with examinees.



Pre-Test Activities?

Presenter
Presentation Notes
Next we will discuss the pre-test activities for both paper and online testing. 



Pre-test activities
Select Qualified Staff & Complete Mandatory Training 

School 
Test Coordinator   

Proctor(s)

Use the guidelines in the Test Coordinator Information Manual 

Technical coordinator
(online testing only)

Room Supervisor

Presenter
Presentation Notes
Identifying and training your staff is one of the first and most crucial pre-test activities. There are guidelines found in the Test Coordinator Information Manual to help you determine how many and what types of testing staff you will need. Review the Staff Requirements and Staff Roles and Responsibilities sections when making your selections. Next we will launch a video which walks you through how to select your test dates, order test materials and update user accounts.



Step 2 - Configuration
Enroll and Unenroll Examinees

Presenter
Presentation Notes
If you have students who move into or out of your school after the student data upload deadline has passed, you can submit an enroll unenroll request to keep your student data current. The request is submitted to ACT to add or remove the students from your school data in Pearson Access Next. To submit a request, in Pearson Access next, first navigate to the support icon and select documentation to obtain the appropriate template. Enter the student information on the template.To submit the file, navigate to the support icon and select support requests. On the following screen, from the task bar drop down, select create edit requests then select Start. Use the drop down menus to select your organization and the reason for the request. You will then select the file to upload. A Status of Resolved will be posted to Pearson Access next when ACT has finished processing the request. You will receive an email when the request has been processed. Check the Resolution section of the email for additional information or actions necessary to process the student changes. 



Step 2 – Configuration
Verify Enrollment for Test materials

Presenter
Presentation Notes
ACT will ship materials for the number of students enrolled for the test date selected. Refer to your SOE for deadlines. Select the Setup icon, then Organizations. The Organizations screen appears.Select the drop-down on the Start button,  Edit Enrollment Counts If using split test date option. Ensure the checkbox next to your school if selected. [CLICK]Select the + icons on the right side of the screen to verify the count for each type of materials.If you have additional students who will need barcode labels, or students who are no longer at your school, see the Add or Remove Students section of the PANext User Guide for instructions.If the field is editable, you may decrease this count to indicate the number of students who will test on the test date selected for your school in PearsonAccessnext. Counts may only be adjusted for your selected test format (with writing or without writing). Do not adjust this number to increase counts. Eligible users should reference the Managing Multiple Test Dates document on their ACT-hosted webpage for more information. Do not set your enrollment count to zero as you will not receive any test materials.



Step 3 - Accommodation
Grouping Students

Individual testing:
• Breaks as needed
• Reader (Human)
• Scribe
• Other approved 

accommodations may 
apply

Group Testing:
• Same timing with similar 

accommodations/
supports

• Pre-recorded audio with 
individual computers and 
headsets

• Other approved
accommodations may apply

Spring 2022

Presenter
Presentation Notes
Information on how to group students can be found in the Administration Manual for Accommodations and English Learner Supports.Examinees should first be grouped by time allotment, and then by types of accommodations. Refer to your ACT-approved accommodations and supports roster to assist you with your room and staffing assignments.   You cannot test students testing with different timing in the same room. Students who have been approved for breaks as needed, a human reader, or scribe to record responses must test individually.Students with approved accommodations or EL supports who are not identified as needing to test individually can test in groups with other students with the same timing and similar supports. They must all be testing on the same section.  You should consider if accommodations or supports approved for one student would be a distraction to others in the same testing room. For example, EL students approved for one and a half time and word-to-word dictionaries, can test in the same room as other students with one and one half time who do not have the use of approved dictionaries since appropriate use of a dictionary should not be a distraction.Students who are listening to the test via pre-recorded audio for paper based testing or Text-to-Speech for computer based testing can test in a group only if each student has their own computer and headset, and seating requirements are met.ACT recommends no more than 20 examinees testing with accommodations and supports in one room. However, some districts have stricter policy that schools should follow. 



Step 3 - Accommodation
Grouping Students

Group Testing:
• Computer (word 

processing software)

• Brailler 

Individual testing:
• Voice activated software

Spring 2022

Presenter
Presentation Notes
The writing test is the only time a constructed response is required. The other tests are multiple choice.If an examinee is using voice-activated computer software, also know as speech-to-text software, to write their essay, they must test individually in a separate room.Examinees using a computer or brailler to write their essay may tests as a group.  



Step 4 - Preparing Materials
Ordering Additional Materials

Presenter
Presentation Notes
If you need any additional materials, you'll need to place an order through the Pearson Access next system. The material descriptions will include the test date so that you can be sure you are ordering materials for the intended administration. If you need additional ACT-authorized accommodations materials, you'll need to contact ACT's accommodations.You can find detailed instruction on how to order in the PearsonAccessnext User Guide.



Step 4 - Preparation
Tracking Material Shipments

Presenter
Presentation Notes
You can track your shipments of materials through PearsonAccessnext.From the Orders and Shipments screen, click on the blue “i” or information icon next to the order you want to view.Then select the Shipments tab.This will show all boxes included in the shipment. You can click on the tracking number which will take you to the FedEx tracking page and show you the status of the shipment.



Step 4 – Preparing Examinees
Students Complete Non-Test Information in MyACT

Deadline is two days after examinees 
complete testing 30 minutes (approximately)

Each examinee will need:

Personalized copy of the Non-Test Instructions for Students

One copy of the Taking the ACT booklet

Examinees will answer questions at MyACT.org 

Presenter
Presentation Notes
All examinees will complete demographic information and college reporting choices in MyACT. [click] Examinees may complete this prior to testing or they will have up until 2 days after testing to finish the non-test information.[click] The information will take approximately 30 minutes and you may schedule either in-school sessions for all students or ask them to complete it individually on their own time.[click] Each examinee will need their own personalized copy of the MyACT Non-Test Instructions for Students and a copy of the Taking the ACT State and District Testing guide. These can be created with the blank template on your ACT-hosted webpage if students were added to PearsonAccess Next after the SDU deadline.[click] Examinees will answer questions at MyACT.orgComplete instructions are available on the ACT-hosted testing webpage in the Preparation stage. Schools can also access the MyACT User Guide for Test Coordinators on their ACT-hosted website.  This guide provides information regarding the benefits for creating a MyACT account and providing their non-test information as well as tips and troubleshooting. 



Step 4 -
Preparing Your
Examinees

Presenter
Presentation Notes
The Preparation section of your ACT hosted testing website contains some great free resources for your students and staff to prepare for the ACT. For students, there is a section called “Prepare Your Examinees” which links to a website which can be shared with students, as seen on screen here, however we do not want students accessing your ACT hosted testing website. The link is also made available to examinees in the Taking the ACT document. This link also contains a MyACT quick start guide and an account setup video.



Step 5 - Administration
(Standard-time with writing testing sample test day schedule)

7:30

Arrival of testing staff

7:45

Briefing session with 
school staff

8:00

Arrival, identification, 
and seating of 

examinees

8:15

Testing

12:30

Dismiss 
examinees

Presenter
Presentation Notes
WITH WRITINGHere is a sample test day schedule for standard-time testing where an extended break is not offered. You’ll want to begin testing no later than 9:00 a.m. If starting any later, complete and submit an Irregularity Report. Ensure that the minimal demographic information is completed for all paper testing examinees prior to starting the subject tests.A 15 minute break is required after Test 2. Test 3 must start no later than 15 minutes after Test 2 ends.Because you are administering the ACT with writing, you may choose to offer an extended break for lunch or snack between the multiple-choice tests and writing test (for any single-day testing). This is a school-wide decision, determined by the test coordinator, that applies to all writing testing rooms and administrations for that test date. The break must not exceed 45 minutes.Do not delay or lengthen a break waiting for other rooms or examineesDo not leave the test room or test booklets unattendedAll test booklets must be closed during the break or collected if examinees are allowed to stay in the roomDo not alter the testing sequence by skipping or lengthening breaks, allowing additional breaks, or scheduling the break at another time. Late examinees can be readmitted, but cannot make up lost timeContinuously monitor examinees during breaks for prohibited behavior – especially cell phone usage.To assist testing staff to administer the test with the correct test booklets, ACT adds a Test Date Flyer in the shipment of test materials.  The Test Date Flyer is a colored sheet of paper which is placed on the top of the test books and states which dates the tests books can be used.  When you receive your test materials, please double check that the Test Date Flyer indicates the materials are for the date you intend to test.  If this is not the case, contact ACT immediately, so that we can make arrangements to get you the correct test materials.  



Preparation for 
ONLINE Testing

Presenter
Presentation Notes
Next, we will discuss the activities to prepare for taking the ACT online.



Create Test Sessions

Presenter
Presentation Notes
You will need to create a test session for each of your testing rooms. You will want to name them so that your room supervisor can easily identify which room/session is theirs. Some common ways people have done this is to name the session as the room number or the room supervisor's name.You'll see the option for a precaching computer; if your technical coordinator set up proctor caching, a computer name will show up there. Precaching is recommended but not required.There is an option to add students to the session from this screen. You can add students here, but if you're adding a large number of students, we recommend adding students from a different screen – the Students In Sessions task screen.



Add Examinees to Test Sessions

Presenter
Presentation Notes
To add students to your sessions, ACT recommends that you create all of your sessions first, then go back and add students to each. This allows to add students all at once and is a little easier than adding them from the session creation screen.On the Students in sessions screen, you will select the session you want to work with from the Session list <CLICK>Then select Students from the Start menu <Click><Click>



Add Examinees to Test Sessions

Presenter
Presentation Notes
This takes you to the Add Student screen.You will first need to click the drop down arrow by the search button and select Show All.You will then see your students populate on screen.You can then select the students you want to add to this session and click the Add button.



Precache Test Content

Presenter
Presentation Notes
If your site is using proctor caching, you'll need to precache your test content. The Friday before the testing window, the Technical Coordinator will be able to precache the test content.This is covered in documents and training tutorials on your ACT hosted testing website, so we won’t go into detail, but only the Technical Coordinator will have access to the Precache By Test option and this will not appear until that Friday before testing. We recommend this be done at least the day before you plan to test as this can take a little time to run and we would not want to delay students on test morning.



Prepare your Sessions

Presenter
Presentation Notes
Also available beginning the Friday before testing is the ability to Prepare your session. This is done by the DTC or TC and this button will not appear until the Friday before testing. ACT also recommends this be done prior to test day as it may take some time to run.To Prepare sessions, you’ll select your sessions on the Sessions page, then click the Go to Students in Sessions link.From this screen, select the session you want to prepare then click the Prepare Sessions button.



Print Authorization Tickets

Presenter
Presentation Notes
Lastly, you will need to print off your Student Authorization Tickets.The Authorization tickets have the student login information on them.You will print one page for each student and distribute to the students on test day.These are considered secure materials and must be securely stored until test day.Printing Authorization Tickets is done from the Students in Sessions screen. Select the session that you want to print and then choose “Print all for this session” from the Resources drop-down.



Step 4 – Preparing Materials
Testing Rooms

Presenter
Presentation Notes
Each online testing room will need an administration manual, a copy of the forms folder with the roster, test site and room information prepopulated, student authorization tickets, and scratch paper. If you are preparing room materials prior to test day, all materials will need to be returned to secure storage until the test event. For online version note that barcode labels are provided by ACT for all examinees loaded to Panext by Feb 18. These are not needed for online testing students and may be securely destroyed once testing is complete.Online version will be manual, forms, scratch paper and authorization tickets. OK and UT will need this slide. 



Pre-test activities
Prepare Testing Rooms (online testing)

Allow 15 – 30 
standard-time 

examinees to each 
room

Single-level 
classrooms

Plan appropriately 
for students with 
local and/or ACT-

authorized 
accommodations

Cover test-related 
bulletin boards

Presenter
Presentation Notes
Seating for online testing allows for a little more flexibility than for paper testing.If there are not carrels, dividers or partitions between workstations – must face same direction or U-shaped seatingIf there are Carrels, dividers or partitions – do not need to face same direction – may face the wall or each other if adequate privacy between examineesU-shaped seating configuration – must face outward from the center – must be spaced at least 3 feet apart.ACT recognizes there may be other variations of room setup in computer labs, so if your setup does not match any of the examples in the Administration Manual, please contact ACT to ensure your setup is acceptable for ACT testing.



What Are My 
Test Administration Activities 

for ONLINE Testing?

Presenter
Presentation Notes
Presenter Note:Change as necessary



Step 5 - Administration
Writing test only extended break

Extended break for 
lunch or snack 

before writing test 
may be offered

Must maintain 
security of test 

materials

All rooms testing 
school-wide that 

day must participate

Continually monitor 
examinees for 

prohibited 
behaviors

Presenter
Presentation Notes
[click] Offer and extended break for lunch or snack between the multiple-choice tests and the writing test.[click] School-wide decision affects all rooms testing that day.[click] Must maintain security of test materials[click] Continually monitor examinees for prohibited behaviors.



Step 5 - Administration
Standard Time Testing Late Start Policy

• If starting after 9:00 a.m. complete an irregularity report

• Testing must begin before 10:30 a.m.

• Do not alter the sequence or timing of tests

• Administer breaks as outlined in the manual

• Do not take lunch during the break after test 2

Presenter
Presentation Notes
If starting after 9 am, you will need to complete an irregularity report.All sessions must begin by 10:30 amThe test sequence and timing of tests must not be alteredAdminister breaks as outlined in the administration manualLunch may not be provided during the break after test 2Refer to page 24 of the Standard Time administration manual for additional information. 



Test Day Activities
(During testing)

Prepare and start sessions in PearsonAccessnext

Distribute authorization tickets

Retrieve Seal Codes

Move around room as students are testing to monitor for/discourage 
prohibited behavior 

Presenter
Presentation Notes
In order to test online, you will first need to prepare and start your sessions in PearsonAccessnext.Distribute the Authorization Tickets. ACT also ships 2 pieces of blue scratch paper per examinee that was marked as testing online when material are packed. Students may also use their Authorization Ticket as scratch paper. During the verbal instructions, examinees will be told to raise their hand if additional scratch paper is needed, after the authorization ticket has been used.Retrieve the Seal CodesWalking around the room as students test will discourage prohibited behaviors and allow you to ensure students are only working on the test section they should be on. 



Start your Sessions

Presenter
Presentation Notes
Sessions can be started by the room supervisor on the morning of testing, or they can be started in advance by the test coordinator.To start your sessions, you first go to the Sessions screen and select your sessions.Once you’ve selected your sessions, click on the “Go to Students in Sessions” link, which takes you to the Students in Sessions page. Select the session that you want to start from your list of sessions on the left. Now your students are able to login and test!You will then click the green Start Session button for each of your sessions.



Provide Seal Codes - Online

Presenter
Presentation Notes
Room supervisors will provide each seal code as instructed in the verbal instructions. In Pearson Access next,  From the Sessions screen -> Select the session(s) they are wanting to work with -> click on Go to Students in Sessions -> select a session from the Session List on the left side of the screen -> Click on Resources menu -> Select Seal Codes



Monitoring Online Testing

Presenter
Presentation Notes
Throughout the test day, the room supervisor should have their Students in Session screen pulled up so that they can monitor students test status. If a student has not started their test, they will be in Ready status. If you have students absent on test day, be sure to move them out of the test session. Do not mark them complete. If you change the test status to Marked Complete you will not be able to move the student record from the test session. To test the student on another day will require you to contact ACT and request a new test assignment for this student.Should an error occur and a student is exited from the TestNav system, they will show in red Exited status. Generally, you can change the student record to Resumed status and that will allow the student to log back in and continue. If the error persists, please contact ACT immediately for assistance. When contacting ACT for online testing support, please have the error code from the student machine so that we can quickly diagnose and troubleshoot the issue.



Test Room Report - Online

Presenter
Presentation Notes
For Online testing your test admin form is an Olive color. Follow instructions on the report to complete each section at the appropriate time (before or after testing)Test Coordinator and Room Supervisors work together to complete this formOnce testing is complete, ACT recommends making a copy of this paperwork and keeping it as a record of your administration.



Seating Diagram - Online

Presenter
Presentation Notes
Due to the possibility of different room configuration's for online test administrations, we ask that you sketch the room layout in box 4 of the seating disgram form.



Roster - Online

Presenter
Presentation Notes
Create a roster for each test room before test dayWhen admitting students:Mark those present and absent to plan for test window 2Admit examinees one-by-oneIf examinees cannot be identified – either by staff recognition or provided identification – examinee should be dismissed



Step 5 – Administration

Watch for and Document Irregularities

Prohibited Behavior 
by Students

Individual 
Irregularities Group Irregularities

Misadministrations can result in cancelled scores

Presenter
Presentation Notes
Let's discuss some examples of irregularities and common reasons scores get canceled.[click] Irregularities can include: Prohibited Behavior by Students, [click] Individual Irregularities, and [click] Group Irregularities.If this occurs, complete a detailed Irregularity Report for each occurrence Some of the common prohibited behaviors are cell phone usage, use of prohibited calculators, or causing distractions.   Dismiss examinees who exhibit prohibited behavior and inform them that their test will not be scored. Document the actions taken in an Irregularity Report.  If you are just suspicious that a prohibited behavior has occurred, give the examinee a warning and monitor their further activity. Complete an Irregularity Report with your suspicions and the actions that were taken.Individual irregularities would include, for example, examinees who leave early due to illness or test item challenges.Group Irregularities may include the event of a power failure, emergency evacuation, or other major test interruptions.A more comprehensive examples can be found for all three types of irregularities in your Test Administration Manual.If you identify that a misadministration has occurred, please notify ACT.  ACT may also identify a misadministration and reach out to you for more information, if that happens, please be responsive to ACT's inquiries.  As a reminder, all electronic items including smart watches are prohibited in the testing room.



Test Day Activities
Irregularity Reports (online testing)

Presenter
Presentation Notes
Completing the irregularity report for online testing is done through the PearsonAccessnext system. Follow the instructions in the PearsonAccessnext User Guide to complete and submit irregularity reports.



Admin Manual

Used Scratch Paper
Student Authorization 

TicketsRosterSeating Diagram

Test Room Report

Irregularity Report

Test Day Activities
Collect Test room Documents (online testing)

Presenter
Presentation Notes
After testing is complete for each room, documentation will need to be returned to the school test coordinator.These include[click]Administration ManualManuals can be reused throughout the testing window.  Destroy after all testing is complete[click]Used Scratch PaperScratch paper is secure materials and should be returned to ACT[click]Student Authorization TicketsSecure document which must be returned to ACT[click] RosterAll examinees scheduled to test are listed and if they tested or not, with any ACT Student ID Letters attached[click] Seating DiagramAll items are complete and a sketch of room setup, student names and workstations[click] Completed Test Room ReportRoom Supervisor Name, Number of Examinees, Number of Staff[click] Irregularity ReportEnsure any irregularities have been submitted in PearsonAccessnext



Test Day Activities
If you did not test

Mark “Did Not Test” 
in 

PearsonAccessnext

Discard the unused 
Site Header 

(paper testing only)

Place Processing 
Envelope in the 

polymailer

Prepare materials 
for return

Presenter
Presentation Notes
If you did not test, [click] You will indicate you did not test in Pearson Access next on the Organizations, Create/Edit Organization task screen.[click] Discard the unused Site Header. [click] complete the outside of the processing envelope and mark “Did Not Test.” Place the processing envelope in the polymailer[click]  prepare the materials for return.



What Are My Post-Test Activities?

Presenter
Presentation Notes
Presenter Note:Change as necessary



Post-test Activities
Determine student eligibility for makeup testing

Student:
• Was Absent on test window 1
• Arrived too late to begin testing
• Began but did not complete testing (must retake entire battery)

Yes

Student:
• Completed Testing
• Was dismissed for prohibited behavior

No



Post-test Activities
Test Window 2 (Online Testing)

Create a new test session

Move examinees from original 
session to new session

Close original session

Print new student authorization 
ticket

Presenter
Presentation Notes
Online testing examinees may makeup a test on any test day remaining in the current or future testing windows. Each test window has a specific time in which test sessions can be setup. Test sessions for window 2 will need to be setup during the designated window stated on your schedule of events.You are not able to remove examinees from sessions with a status of anything but “Ready” status, so it’s very important not to mark examinees complete in PearsonAccessnext. Instead, move the student to a new session prior to closing the session. First, create a new sessionSecond, move the examinees from their initial to the new sessionThird close the initial sessionPrint the examinee a new authorization ticket



Purge Cached Test Content

t35t1n6

1. Go to a proctor caching computer.
2. Open the shortcut to ProtorCache
3. Select the tests tab.
4. Check the box next to the tests to purge.
5. Select the purge button.
6. Enter the proctor password in the popup window.
7. Repeat these steps on each proctor caching computer.

Presenter
Presentation Notes
After each online testing window is complete, and if you used proctor cache, your Technical Coordinator will need to purge the cached content. The steps (and this password) are listed in the Technical Guide and are covered in online readiness training tutorials on your ACT hosted website.



Packing the Processing Envelope
(Online Testing)

Presenter
Presentation Notes
This screen shows the items that should be packed in the Processing Envelope for online testing:All Test Admin Forms, Scratch paper, Authorization tickets and Staffing ListMark the envelope containing the Site Header as #1 and sequentially number any additional envelopesProcessing envelopes should be returned in the Polymailer



High
School

Checklist 
Report

School, 
District, 
State

3-8 weeks

Dynamic 
Online 

Reporting

Online 
Reports 
Portal

Step 7 – Interpretation
Reporting Schedule

Recipient

Timeline

Description

Source

College

3-8 weeks

College 
Reportable 

Scores

School

3-8 weeks

Record 
Labels

School

3-8 weeks

Paper 
Report

School

3-8 weeks

List of 
Examinees

Student

3-8 weeks

Online 
account

Student 
Online 
Scores

Student

3-8 weeks

Paper 
Report

Student 
Score
Report

High
School 
Report

Student 
Score 
Labels

Student
College
Report

Presenter
Presentation Notes
Modify to reflect contract deliverables. Approx. three to eight weeks after your answer documents have been processed, the following reports will be provided:[click] Student Score Report which is a printed report mailed to the student mailing address.[click] Student Online Scores. If the examinee creates a MyACT account they will also receive an email notification when scores are available in their online account.[click] High School Checklist Report which is a full list of all examinees who's reports are included in the shipment. [click] High School Score Report which is a printed report mailed to the Director of Counseling for each student on the checklist report. [click] Student Score labels which can be used on the students high school records. Two labels are provided for each student.[click] Student College Report where scores are provided to the college selections examinees made in MyACT.[click] and Scores will also be available in the online reports portal.Please visit the interpretation section of your ACT hosted webpage for additional information about the Online Reports portal and your reports schedule. 



ACT Contact Information

800-553-6244 ext 2800 800-553-6244 ext 1788

319-337-1599 press 1 319-337-1599 press 2

statetesting@act.org ACTStateAccoms@act.org

act.org/stateanddistrict/oklahoma

Test Administration Accommodations and Supports

DT10011S-CJ7583

Presenter
Presentation Notes
Presenter Note:Change website and state code information.Finally, here’s ACT’s contact information.The ACT-hosted State Testing Website has all the resources you’ll need to successfully administer the ACT test.If the resources posted on the website do not answer your questions, please call or email us.  Please note the extension numbers are different for standard time test administration questions (which is 2800) and accommodations and supports questions (which is 1788).  That concludes our presentation and we will now open the session for questions. You may use the chat feature on the screen.  Chat questions will be read and answered aloud for everyone’s benefit.  Now, what questions do you have?



Knowledge is Opportunity

Cognia is a global nonprofit that has the knowledge to help 
schools improve outcomes for all learners.

Presenter
Presentation Notes
SDE to close.
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