&

\4
> “ OKLAHOMA

GoanG® v‘ é Education

[N

Oklahoma Student Testing Program QuickStart:
Practice Site

A. Working with the Practice Site

This Lighthouse Practice Site is intended for general orientation for new Portal users. DTCs, BTCs,
and Test Administrators (including Teachers assigned the RTA) can navigate through key portal
administrative tasks and menus, peruse students and classes, schedule test sessions, view test
session details, and print student log-in tickets. Some actions required to set up and administer
operational tests cannot be completed in the iTester Practice Site. The Lighthouse Practice Site is
used by a variety of clients; thus, the user interface and menus may differ slightly from the OSTP
Data Portal.

Users can navigate to https://intro.emetric.net/ and log in using one of the demo accounts listed
below.
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Lighthouse

Username

Password Forgot Password?

Role Username Password

District Coordinator OKDTC Okl@hOma26
School Coordinator (BTC) OKBTC Okl@hOma26
School Coordinator (BTC) OKBTC2 Okl@hOma26
School Coordinator (BTC) OKBTC3 Okl@hOma26
IT Coordinator OKITC Okl@hOma26



https://intro.emetric.net/

B. Portal Home Page

Users Groups Programs Roles Configurations Downloads

Welcome to the eMetric Lighthouse Portal!
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Authoring Administgion Scoring

1. Clickthe Lighthouse logo in the top-left corner of any page to return to the Portal home page.
2. Click Users at the top of the Portal home page to view users.

3. Click Administration to access the Administration component.

C. Navigating the Administrator Home Page
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Welcome to the Administration component of the Lighthouse Portal. Based on your account level. you may have access to student enrollment data. chass rosters. and test session detalls. Use the tabs at the top of the
Ppage to navigate through the Administration component.

Student kiosks for desktop and laptop devices can be downloaded and installed wtilizing the links in the table below,

Windows eMetric Assessments for Windows

Mac eMetric Assesiments for Mac

Liniax eMetric Assessments for Linus

Mobile apps for iPads and Chromebooks are avallable for download in the respective app stores by searching for "eMetric =, oF by clicking the links In the tabls below.
iPads eMetric Assessments for IPad0S

Chromebooks eMetric Assessments for Chromebooks

Mate: The links in the tables abave are for dema purposes and are nan-working links.

Prector password for  Grighion High School (Boston Public Schools)

EM-PROCTOR

Site Readiness login for Grighion High Sone

Username: WSR-RD-HS
Password: ROHS

1. Toreturnto the Portal home page, click the Lighthouse logo in the top-left corner of any page.

2. Toreturntothe Administration home page, click Home from any page in the Administration
component.

3. Toview student information and accommodations, click Students.
4. Toview the enrollment transfer feature (available for DTC and BTC), click Enrollment Transfer.

5. Toview the classes in the practice portal, click Classes.

6. Toview, schedule, and delete tests and view student test log-in tickets, click Test Sessions.



'D. Viewing Students
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Last Name e First Name Middle Initial Student ID Number

Demo Elmo 6850674101 Gvivw(l.u,am eu'-'w'r'.\ Sessions @ Enrollment Infc m.m
Demo Bobbie 6584100802 View Classes View Test Sessions Enrollment info Edit
Demo Elda 2892271866 View Classes Enroliment info Edit
Demo Geraldine 9484564661 View Classes Enroliment Info Edit
Demo Dominge 4658763495 View Classes Enrollment Info Edit
Demo Maryam 4178298967 View Classes Enroliment Info Edit
Demo Aditya 6045796791 View Classes Enrollment Info Edit
Demo Rashawn 8331213707 View Classes View Test Sessions Enrollment info Edit
Demo Kenny 9108183829 View Classes View Test Sessions Enrollment info Edit
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1. Filter the Students table by selecting an organization from the Organization drop-down menu.

2. Click the View Unenrolled Students checkbox to view students not enrolled in a school.

3. Filter the Students table by selecting a subject from the Choose a Content Area drop-down
menu.

4. Click the Add Student button to manually add a student to the portal.

5. Click the Upload Accommodations button to upload student accommodations.

6. Click Exports to export a roster for the selected organization. A .CSV file listing all students at
the selected school will be downloaded to your computer.

7. Sort columns by clicking on a column heading. To locate a student, click the search icon (=)
next to the column heading and type the desired search criteria.

8. SelectView Classes to view a student’s classes. A pop-up box will display a list of the assigned
classes.

9. SelectView Test Sessions to view a student’s scheduled tests. A pop-up box will display a list
of the scheduled tests.

10. Select Enrollment Info to view the student’s enrollment information. This page will display
current and previously enrolled schools for the students, as well as links classes and
scheduled tests.

11. To edit a student record, select Edit in the student’s row. The Student Information tab will be

displayed. Make your changes to the student’s demographic information, accommodations,
and classes as needed.



E. Viewing Classes
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Filter the Classes table by selecting an organization from the Organization drop-down menu.

2. Filter the Classes table by selecting a subject from the Subject drop-down menu.

3. Selectthe green Create Grade Level Class/Create Course Level Class button to manually
create a new class

4. Select Upload Classes to create multiple classes within one .CSV file.

5. Use the class level tabs to switch between viewing Course Level classes and Grade Level
Classes.

6. Sort columns by clicking on a column heading. Click the search icon () next to the column
heading and type the desired search criteria.

7. To modify an existing class, locate the class in the table and select View, Edit, or Delete.

F. Viewing Test Sessions
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1. Filter the Test Sessions table by selecting an option from one or more of the following drop-
down lists:
e Organization (district or school)

e Program Name



e ContentArea
o TestType
e TestName

2. Clickthe green Schedule New Test Session button to schedule a new test session.

3. Click the Exports to Export Test Status, Export Test Status for All Tests, Export Students Not
Scheduled for the selected test criteria. A .CSV file will be downloaded to your computer.

4. Sort columns by clicking on a column heading. Click the search icon (=) next to the column
heading and type the desired search criteria.

5. Click View Details/Student Logins to view the Test Session Details page.
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G. Scheduling a Test
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Schedule New Test Session

To practice scheduling a test:
1. InAdministration click on Test Sessions.

2. Selectaschool from the organization drop-down menu.

3. Select a Program from the program drop-down menu.

4. Select a Subject from the subject drop-down menu.

5. Select atesttype if desired from the test type drop-down menu.
6. SelectaTestfrom the testdrop-down menu.

7. Click the green Schedule New Test Session button.

The Schedule Test Session page will display a list of classes available to schedule.
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Select one or more classes to schedule, click Select All to schedule the test for all classes in
the list. Multiple classes may be assigned to the same test, and all forms within that test will be

automatically spiraled for all students in the class(es).
Click Schedule when you are done to save the test session or Cancel to discard. The start date
and end date are fixed.



H. View Scheduled Test Details

Created By

Oklahoma DTC View Details/Student Logins

Locate the test session in the Test Sessions table and click View Details/Student Logins in the
column on the right to view the test session details.
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The Test Sessions Details page displays the test session details at the top, including school,
subject, class, teacher, and test name, followed by the test session details table, which contains
the following information for each student:

e Student’s first and last name

e Student’s username and password

e Form assigned to the student

e Date and Time when new student test logins were generated
e Testreportcodes

e Testsession status (Not Started, In Progress, or Finished)

e Date and time when the test was started and completed



. Export Student Logins
Student test logins can be exported from the Test Session details page as a PDF or .CSV file.
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1. Select the students whose login information will be printed. To select all the students
scheduled, select the check box in the top-left corner of the header row. To select individual
students, select the check box next to each student’s name.

2. Click Export Logins for Selected Students.

Export Logins

Select a format of the export:

@ PDF () C5V

Select the number of logins to be printed:

[+

8 logins per page

Yo

3. Apop-up will be shown with the option to choose PDF or .CSV. Select PDF.

4. Select the number of student logins to be printed per page (1, 8, or 27 logins per page).

5. Click Export. The student logins are exported to a PDF file. Open the PDF file to view the
student logins in the format selected

The first page of the PDF file is a cover sheet for the test administrator listing the session
access codes for the test, the students in the scheduled class along with their login
information, and accommodations assigned. Following the cover sheet will be the student
logins. Each label displays the student’s name, date of birth, test name, username, and
password.
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