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Section I.Introduction to the User Guide

This user guide supporigest Administratas who manage testing for students participating in
the New Hampshire Smarter Balangecticetests andoperationaltests.

Organization of the User Guide

1 Overview othe Smarter Balanced Online Testing Sysfeovidesan overview of online
testingand general test rules

1 Accessing th@est AdministratiorSitesexplains how to log in tthe TAsites

1 Overview of theTest AdministratiorSitesdescribes the overall layout of thEAsites and
highlights the important tasks and functions.

1 Administering Online Testutlines the process for creating a test session, approving
students for testing, pausing testand logging out

1 Signingn to the Student Testing Siexplains how studentsignin to a test session.

1 Overview othe Student Testing Sitdescribes the layout of an onlinest, as well as the
tools available to students

91 Proceeding firougha Testexplains how studentsomplete tess.

1 TheAppendicegprovide additionaliformation about the secure browsekeyboard
commandstransferring test sessions, and user support.

Document Conventions

Tablel describes the conventions appearing in this guide.

Table 1. Key Symbols and Elements

Element | Description

Alert: This symbol accompanies important information regarding a task that may cause
minor errors.

Note: This symbol accompanies additional information or instructions of which users must
take note.

Policy: This symbol accompanies information regarding test administration policies.

A Warning: This symbol accompanies important information regarding actions that may
cause fatal errors.
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Intended Audience

Introduction to the User Guide

This user guide is intended foest Administratas responsible for proctoringests with the
Smarter Balanced Online Testing Syst&est Administrators (TAs), Teach¢FEs), School

Coordinators (S¢sandDistrict

Coordinators (DCall have the ability to administer an online

test in theSmarter Balanced Online Testing Systeathe TA Interfacelo use this system, you

should be familiar with using a web browser to retrieve data and with filling out web forms. You

should also be familiar i printingdocuments and adjustgacomputerQ @udio settingsif
you or your students us€hromebooksiPadsor othertabletsfor testing, then you should be
familiar with these devices as well.

Additional Resources

The following publications providedditional information:

Document

Description

Test Administration Manual

Provides information about policies and procedures that go
secure and valid test administration.

System Requirements

Provides information about supported operating systems a
browsers.

Secure Browser Installation
Manual

Provides information for installing secure browsers.

TIDE User Guide

Provides information about student and user management,
rosters, and appeals in the Test Information Distribution En
(TIDE).

TeacheHand Scoring Systen
User Guide

Provides information about hanslcoring questions.

Technical Specifications for
Online Testing

Provides information about network and internet
requirements, general peripheral and software requirement
and configuringlextto-Speech settings.

Braille Requirements and
Testing Manual

Provides information about supported hardware and softwz
for Braille testing as well as information about configuring
JAWS.

The above resources are available on Nev Hampshire Smarter Balanceaktal

(https://nh.portal.airast.org.
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Section Il. Overview ofthe Smarter Balanced Online
Testing System

TheSmarter Balanced Online Testing Systitivers New Hampshir€@ @nlinetests. The
following sections describe highlights of online testing in generaklam&marter Balanced
Online Testing System particular.

Description of the Smarter Balanced Onlne Testing Systera Sites

TheSmarter Balanced Online Testing Systemsists opracticetestingsites andoperational
testing sites. Theracticetestingsites function identically to th@perationaltesting sites.

1 PracticeSites
o0 TA Practice & Training Sitéllows TAsto practice administeringests.

o Student Training SiteAllows studentsto practice taking tests onlinend using test
tools.

1 OperationalTesting Sites
o TA Interface AllowsTAsto administeroperationaltests.

0 Student Testing SiteAllows studentdo take operationaltests.

User Roles andSystem Requirements

Access to th@racticeand operationaltesting sites depends on your user role and browser.

1 TAs can use any supported web browser to access eithelth@ractice & Training Sibe
the TA Interface

1 Students TAs, and parentganuse a supported web browser or secure browser to access

the Student Training Sitas guestsStudents can alssign into a practicetest session
created by arA

i Students use a secure browser to accessShalent Testing St

For information about supported operating systems and browssgsthe System
Requirement$or Online Testingocument available on thBlew Hampshire Smarter Balanced
Portal(https://nh.portal.airast.org.
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General Rules of Online Testing

This sectiorescribesthe rules for administering online tests

AccommodationRules

Students should not begin testing until thaye assignethe correctaccommodatios. You may
haveto update someaccommodatios inthe Test Information and Distribution EngindDE.
Consult theTIDE User Guide assign student test settings and thisability, Accessibility, and
Accommodations Guidelinés determine appropriate settings.

Pause Rules

TAs and students can pause a test in@rdo temporarily log the student oudf the test
sessionStudentscannotreviewor modify answered questiorester their test pausefor more
than 20 minutes,even if theymarkedquestiorsfor review. The only exceptiaro this ruleare

if a student pauses the test before answering all of the questions on the currentqoaign
appealis submittedin TIDEConsult theTIDE User Guider information on submitting appeals.

These pause rules apply regardless of whether the student of gauses the test or a
technical issuéogs the student out

Test TimeoutRules

A warning message displays afgrminutes of test inactivitySudentswho do not clickOK

within 30 seconds after this message appeaesiogged out This timeoutautomatically pauses
the test Students will have to log back into the test and beapproved by a TAn accordance
with the Pause Rule#n orderto return to the same question the student was last viewing, he
or she will have to log back in with2® minutes. If the student does not log back in witl2id
minutes, he or she&vill be taken to the next question and will be unable to view previous items.

Segmented Test Rules

Sometestshave multiple segments. Studenisll not be able togo back and ediheir answers
in previous segments after starting the next segmestudents will have the opportunity to
review all answers before completing and exiting a segment.

Test Opportunity Expiration Rules

Opportunities refer to the numbreof times a student can taketast within a range of dates.
Tests may have one opportunity or multigieportunities ! & (i dzfes$ 9ppofunity remains
active until the studensubmits the tesor until the opportunity expiresOnce a test
opportunity expires, the student cannot complete or review the t€sinsult theTIDE User
Guidefor information on submitting appeals for an expired test.
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Section lll. Accessing thel'est Administration Sites

This sectiordescribes how t@access the TAt8s. TheTA Interfaces for secure, summative and
interim test administrations. Th&A Practice and Training Sit&n be used to practice
administering tests using the Practice and Training tests.

To accesthe TA Interface

1. Navigate to theNew Hampshire Smartel  Figure 1. Portal Cards Figure 2.TA Interface Card
BalancedPortal

(https://nh.portal.airast.org. | e &
2. Selectthe Test Administrationcard on — J

= Test
the portal &P Administration

3. SelectTest Administration to access the mﬁn District B

TA InterfaceThe login page appears. Coordinators a

4. Enter youremail addressind password. Figure 3. Login Page

5. CilckSecure LoginTheTA Interface

appears. B

Forgot Your Password?
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To acesghe TA Practice & Training Site

1. Navigate to theNew Hampshire Smarter Figure 4. Card for TA Practice & Training Site
BalancedPortal fittps://nh.portal.airast.org.
2. Select theTest Administrationcardon the o
portal (see_Figurel). “g%
3. SelectTA Practice &raining Site *
4. The login page appears (sEgure3). TA Practice &
Training Site

5. Enter youremail addressnd password

6. ClickSecure LoginTheTA Practice & Trainir
Siteappears

a. If you are associated with multiple
institutions, a popup message prompts
you to ®lecta testing institution. Select
your institution from thedrop-down list
and clickGo. Tochange thdnstitution,
you must log out and then log back in.

Note: For information about logging out of the TA Site, see the section Logging Out of the
TA Site.

About Usernames and Passwords

Yourusername is the mai address asxiated with your account imIDEWhen you areadded

to TIDE, youeceive an mail from AIRAS-DoNotReply@airast.orgpntainng a temporary
password and #oginlink for the New Hampshire Smarter BalancggstemsTo activate your
account, yu must log in withirBO days of receiving the email. You must update your password
andseta security question.

1 If your firsttemporary password expired:

SelectClick here to request onen the login page to request a new temporary password.
Enter your email address in tliemail AddresBeld. TheNew Hampshire Smarter Balanced
Help Deskvill send you a new email withreewtemporary password.
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9 If you forgot your password:

SelectForgot Your Passwordén theloginpage and then enter your email address in the
Email AddresBeld. TheNewHampshire Smarter Balanceétklp Desk will send yoanemail
with anewtemporary password.

1 If you did not receive an email containing a temporary password:

Check your spam folder to make sure your email program did not categorize it as junk mail.
If you gill do not have an email, contact your School or District Test Coordinator to make
sure you ardistedin TIDE.

1 Additional help:

If you are unable to log in, contact tidew Hampshire Smarter Balancddlp Deskor
assistance. & must provide your name andr&il address. Contact information is available
in the User Supporsection of this user guide.
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Overview of the Test

Administration Sites

Section IV. Overview of the Test Administration Sites

This sectiorescribeghe test administration sites foFAs. Throughout the rest of this user

3dzA RS I

G ¢sito béthtlie 4 Intdi&c@rsi N8 Practice & Training Site

A Warning: Do not use the TA Interface for practice. To practice administering tests, use the TA
Practice & Training Site. Both TA Sites have the same functionality, but the available tests are

different. Tests provided in the TA Interfacea r e

TA Site Layout
Figure5 displays the layout of th&A Siteduringan activetest session.

% AMERICAH INST

operational

Figure 5. TA Site Layout

and st uc

O Swmstlockg [ Asproved Boguests 10 PristSenibn  [T] meblode Q4 At [ Logostas st

18
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Students in your Test Session

4 suscents swaitng aperoval B pontrequests 3 actve tesis

Student Harme

Lastnarme, Frsinams

Lasinare, Fitsinams

Lastnams, Firsinams

Lasinarmse, Firsinams

Student 1D Cpp W Test
99993991234 1 IGr.idI]-ELA
BOREaRaTEM 2 Grade § Wathemanes
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Essential features in the TA Site:

1. Session ID

PSR S

© TEST-1-1234

2. Select Testbutton

3. Approvalsbutton

4. Students in Your Test Sessitable

L & » Summatey

& Seled Tests
' Approvalks

3]

® Inlerim 1 s indgsm 2

Status Test Settings Pause Test

slaned: 1940 Standard

paused Caaiiom
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Table2 provides an overview of the major features available in the TA Site.

Table 2. TA Site Features

Feature Description/More Information

Student Lookup button Searches for student information. See the section Looking Up Students.

Approved Requests Displays a list of print requests you approved during the current session.

button See the section Viewing Approved Print Requests.

Print Session button Prints your screen. See the section Printing Session Information.

Help Guide button Displays the online version of this user guide.

Log Out button Logs you out of the TA Site. See the section Stopping a Test Session
and Logging Out.

Alerts button Displays alert messages from the New Hampshire State Department of
Education. See the section Alert Messages.

Stop Session button* Ends the test session. See the section Stopping a Test Session and
Logging Out.

Session ID* Displays the unique ID generated for the test session.

Select Tests button Opens the Test Selection window. See the section Starting a Test
Session.

Approvals button* Opens the Approvals and Student Test Settings window. See the
section Approving Students for Testing.

Refresh ::" button* Updates the on-screen information.

Students in Your Test Displays the testing progress for students in your test session. See the

Session table** sectionMoni toring Studentsd Testing H

*Feature appears after you start a test session.

**Feature appears after you approve students for testing.

TA Site Features

This section provides instructions for ugithe features availdb in thebannerat the top of the
TA SitgseeFigureb).

Figure 6. TA Site Banner

Q Student Lookup @ Approved Requests ﬁ Print Session Help Guide  Jf} Alerts [:-r Logout as First Name, Last Name
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Looking Up Studerts

You can use the stient lookip feature toperform a quick or advanceskarch for student
information. This is useful if students signing in to your test session cannot remember their
login information.

A Warning: You must ensure that a studentdé demographic information is correct before testing
begins.1 f a studentés information is not .correc

To perform a quick search:
1. In the banner, kick Student Lookup

2. 9y 4 SNJ I aSbiREdiciSeaich Seauth fesultappearbelow the search field
(seeFigure?).

Figure 7. Student Lookup: Quick Search

Quick Search JWaVE[E=ERSEH)

Enter the student’s full Student ID (Student ID) and select [Submit Student ID] to search for that
student’s record. A record displays the student's name, birth date, grade, and school/district
information. Searches by partial Student ID are not permitted.

Note: This Student Lookup feature allows you to verify student information for login purposes only. It
does not indicate whether a student is eligible to test. To verify student eligibility for a specific online
assessment, please check TIDE.

SO 9999991234

Search Results

First Name: Lzrr

Last Name: Csid

Student ID: 9999991234
Grade: 10

Date of Birth: 12/01/1998
Gender: F

School: Adel Elementary School (20630498)
District: Adel SD 21 (2063)
Challenge Up:

LEP: Y

MName: Csid, Lzrr

Ethnicity: 4

To perform an advanced search:
1. dickStudent Lookup> Advanced Search
a. Selecthe appropriatedistrict and school from the droplown lists.
b. Selectthe appropriate grade.
c. Optionat9 y (i S NJ | exadifictFo6lasinande. Partial names amet allowed

2. ClickSearch Search results appehelowthe search field¢seeFigure8).

10
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Figure 8. Student Lookup: Advanced Search

(o] €= Bl Advanced Search @ Close

Use the drop-down menus to select the District, School, and Grade for your search. A First or Last
MName Is required.

District/School: Grade:
Al Traning Distict -

Last Name: First Name:

I

Search Results

Student ID First Name Last Name Grade Details
99999991234 Demo Student 3 o
99999991235 Demo Student 3 O)
90999991236 Demo Student 3 ©
3. ToBASSE | 4 dzR Stk ® inkhg TemiNdsluninA 2 y

Viewing Approved Print Requests
You can view bst of everyprint-on-demandrequest you approved during the current session.

To view approved requests:

1. In the banner, clickpproved RequestsThePrint Requestsvindow opengseeFigure9),
listing print requests by student.

2. If you wish o print the list of approved requests, cliEkint.

Figure 9. Print Requests Window

Approved Requests = print | (%) Close
Test Request Question # Approved On
SBAC-ICA-FIXED-G4E-ELA-4 Print ltem - ltem 1 1 9/29/2015 2:39:00 PM
SBAC-IAB-FIXED-G4E-Research-ELA-4 Print ltem - Item 1 5 9/29/2015 2:39:00 PM

" | Note: For information about approving print requests, see the section Approving Print
Requests.

11
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Printing Sessim Information

You can print a snapshot of the TA Site as it currently appiegrs wish to keep a hardopy
record of the Session ID or list of approved students

To print a snapshot of theage
1. Inthe banner, lickPrint Sessio® ¢ KS O privitldiding®inidappears

2. dickOK

Policy Note: Federal law prohibits the release of students' personally identifiable information.
All printouts must be securely stored and then destroyed when no longer needed.

Alert Messages

TheNew Hampshire State Department of Educatiamsendstatewidealertsthat appearas
pop-up messageen the TA SiteTo view aecord ofactivealert messagegseeFigurel0), click
Alertsin the banner.

Figure 10. Record of Alerts

Alerts ® Close

This screen contains new alerts and alerts that have not yet expired.

8/24/2015 at 12:00 PM
Sample Alert 1

This is a sample alert message from the Department of Education.

9/2/2015 at 8:00 AM
Sample Alert 2

This is another sample alert message from the Depariment of Education.

12
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Section V.Administering Online Tests

Thebasic workflow for administering online tests is as follows:

1. TheTAselects tests and starts a test session.

2. Students sign in and request approval for tests.

3. TheTAreviewsstudentL2equests and approves them for testing.
4. Students complete and submit their tests.

5. TheTAstops the test session and logs out.

C2NJAYTF2NXIGA2Y | 062dzi GKS (SaidAy3a LINBiBG a
in to the Student Testing Sisnd Overview othe Student Testing Site

Starting a Test Session

When you log in tohie TA Site, th@est Selectionvindow opens automaticallgseeFigurell).
This window allows you to select testsd start the session. Only the teghat you select will
be available to studentwho join yoursession.

Figure 11. Test Selection Box

Test Selection Select Al @ Expand All ma

Choose the tests to add to your session, and then start your session.

== [ | Smarter Balanced Summative Assesments
== [ ] Grade 3
== [ ] Grade 4
== [ ]| Grade5
= [ ]| Grades
=+ []Grade7
+4 []Grades
== [] Smarter Balanced Interim Assesments
<4 []Grade 3
<4 []Grade 4

= [ Grade5
Start Session Close

TheTest Selectionvindow color-codes tests androups theminto various categorieby test,
grade, and subjech test group may include one or more sgitoups.All test groups and sub
groups appeacollapsedoy default To expand a test group, cli+ (or Expand All. To
collapse a expandedest group, click== (or Collapse Al

1 m
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To create a new test session:

1. If theTest Selectiomvindow is not open, clickelect Testi the upperright corner of the
TA Sitgotherwise skip to step).

2. To selectestsfor the sessiondo one ofthe following:
o To select individual testspark the checkbox for each test you want to include.
o To selectall the tests in dest group, mark thecheckox for that group.

Figurel2 shows thesummativeELA CAT test and allmmativeMath Performance Task
tests selected for Grade 3.

Figure 12. Tests Selected

Test Selection Select Al @ Expand Al B3

Choose the tests to add to your session, and then start your session.

== [m] Smarter Balanced Summative Assesments

|l

== [W] Grade 3

L

— ELA Computer Adaptive Test (CAT)
Summative CAT - Grade 3 ELA

< [ ] ELA Performance Task (PT)

== [ ] Math Computer Adaptive Test (CAT)

== [v] Math Performance Task (PT)
Summative PT - Grade 3 Math - Friends

Summative PT - Grade 3 Math - Oceans

= [ ] Grade 4
2 [ |Grade 5
Start Session Close

3. In thelower-left cornerof the window, dick Start SessionThe window closes and the
Session ID appeson the TA Site.

m

4. Provide the Session ID to your students.
"1 | Note: Write down the Session ID in case you accidentally close the browser window and need
to return to the active test session. You may have only one session open at a time. You cannot
reopen closed sessions, but students can resume a test opportunity in a new session.

14
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To add tests t@n activetest session:
1. In the upperright corner of the TA Sitalick Select Tests

2. In theTest Selectionvindow, mark the checkbox for the required test and chadto
Sessiorin the lower-left corner.

3. A confirmation message asks if you are sure you want to modify the tests in your session. To
continue, clickres

e

"1 | Note: You can only add tests individually when the session is active. You cannot remove tests
from an active session.

Approving Studentsfor Testing

After students sign in anselecttests, you must verifythat their settings ancaccommodatios
are correct before approving them for testifg/henstudents are awaitingpproval, he
Approvalsbutton next to the Session IBecomes activand bounces until you click ithe
number next to this buttonndicaeshow many students are awaiting approyaeeFigurel3).

Figure 13. Students Awaiting Approval

Operational Tests f SE[EC'[ TEStS
@ Session ID

TEST-1 -1 234 V Approvals -
Note: The Approvals notification updates regularly, but you can also click 3 in the upper-
right corner to update it manually.
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To approve students for testing:

1. dickApprovals TheApprovals and Student Test Settingsndow appears displayinga list
of studentsgrouped by tes{seeFigurel4).

Figure 14. Approvals and Student Test Settings Window

Approvals and Student Test Seftings @P-pprl:l'-'-! All Students
Student Name Student ID Opp # Detalls Actions
Lastname, Firstname HI998991234 1 Standard @ V x
| |
Student Name Student ID Qpp # Details Actions
Lastname, Firsiname 59959991234 . Standard @ v X
Lasiname, Firsiname FOR0E91234 2 Standard @ V x

2. To tecka studenftest settings andiccommodatios, click & for that student. The

40 dzRSy (i Qa appead(eriGurdis). 2 v

a. If any settings are incorrect, update them as required. Students should not begin testing
until their settings are correct. Reaahly test settings should be updated in TIDE.

Alert: When approving students for testing, you must update the editable settings in this
window, rather than in TIDE. You must update the read-only settings in TIDE.

b. Do one ofthe following:

-

A To confirm the settings, cliet You must still approve the student for testing (see
stepb).

A To confirm the settings and approvke student click Set & Approve Students can
starttesting once you approve them.

A To return to theApprovals and Student Test Settinggndow without confirming
settings, clicikCancel

16
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Figure 15. Test Settings Page for a Selected Student

Tests Settings for Lastname, Firstname

You must select [Set] or [Set & Approve] to confirm these test settings. Use [Sef] to confirm the
settings and return to the main Approvals screen to approve this student.

Student ID: 99999991234 | Summative Test Name 1 | Opportunity 1
Streamlined Mode: On ~

Permissive Mode: Permissive Mode Disabled -

Item Response Recovery. Disabled ~

TTS5 Tracking Tracking OF «

Color Contrast: Black on White (default) ~

Language: English ~

Masking: Masking Not Available ~

Print on Demand:Stimuli

Zoom: X~

Number of Accommodations: None -

3. Repeat stef for each student in thdist.

I

Note: The Approvals and Student Test Settings window does not automatically refresh. To
update the list of students awaiting approval, click Refresh at the top of the window.

4. If you need to deny a studemiccess to testingdo the following (otherwise skip to sté&p:

a.

b.

C.

I

Click ¥ for that student.

Optional:In thewindow that appears, enter a brief reason for denying the student.

ClickDeny. The student receivia message explaining the reasfor the denialandis
logged out

Note: If you deny students entry for a test, they can still request access to that test again.

5. If you wish to approve students directly from tA@provals and Student Test Settings
window, do the following:

(0]

(0]

To approve individuastudents click 4 for each student.

To approve all students displayed in the Idick Approve All Students

17
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Moni t

oring Studentso6 Testing

After you approve students for testindjeé Students in Your Test Sessitable appears(see
Figureb). This tablalisplaysthe testing progress$or each student loggeth to your session
Table3 describeghe columrsin this table.To sort the thle by a given column, click that

column header.

Table 3. Columns in the Students in Your Test Session Table

Administering Online Tests

Progr

Column

Description

Student Name

Last and first name of the student in the session.

Student ID SSID associated with the student.

Opp # Opportunity number forthe s t u d eselectédgest.

Test Name of the test the student selected.

Requests Indicates the student requested a printout of test material. For more information, see
the section Approving Print Requests.

Status Current status for each student in the session. This column may also indicate how

many questions the student has completed out of the total number of test questions.

Test Settings

This column displays one of the following:
1 Standard: Default test settings are applied for this test opportunity.

1 Custom: Oneormoreoft he st udent 6o actcommodatianedifferifromg
the default settings.

Toviewthe s t u d esettings for the current test opportunity, click ©.

Pause Test

Pausesthes t u d e n tVbhen attest pauses, this column displays an information
button that opens a pop-up message explaining how the test became paused. For
more information, see the section Pause Rules.

Overview of Student Testing Statuses

Table4 describes theeodesin the Statusolumnof the Students in Your Test Sessitable.

Table 4. Student Testing Statuses

Status Description

Approved You approved the student, but the student did not yet start or resume the test.

Started Student started the test and is actively testing.

Review Student answered all questions and is currently reviewing answers before completing
the test.

Completed Student submitted the test. The student can take no additional action at this point.

Submitted Test was submitted for quality assurance review and validation.

Reported Test passed quality assurance and is undergoing further processing.
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Status Description

Paused* Student 6s test i lstedindicateshdw long thestest hasrbeen paused.
Expired* Test was not completed by the end of the testing window and the opportunity expired.
Pending* Student is awaiting approval for a new test opportunity.

Suspended* | Student is awaiting approval to resume a test opportunity.

* Appears whenthe student is not actively testingithed (i dzR &y graysiouin such cases

i

Note: The Students in Your Test Session table refreshes at regular intervals, but you can
also refresh it manually by clicking :: in the upper-right corner.

Pausing a Studentds Test

You can pausaa (i dzR S yiagha Palis8 Bedtolumn in theStudents in Your Test Session
table (see Figureb). For information aboupause rulessee the sectioiPause Rules

e v A e

¢2 LI dzaS Iy AYRAGARIzZf aiddzRSydaQa aGdSady

1. InthePause Testolumn, click |} for that student.

2. ClickYesto confirm.The Smarter Balanced Online Testing Systegs he student outand
an information button appears in the Pause Test column

Approving Print Requests

Students using the prirdn-demandtool can request printouts of test passages and questions.
When students send print requests, the request notificatippaars in theStudents in Your
Test Sessiotable (seeFigureb).

Toapprove print requests:

1. Click in the Requestsolumnof the Students in Your Test Sessitable. TheStudent
Print Requestvindow appeargseeFigurel6).

Figure 16. Student Print Request Window

Student Print Request(s)

Name: Lastname, Firsthame, Student ID: 99999991234

This page displays a request for each passage that a student would like printed. Select Approve if
you approve the print request, or Deny if you do not.

Note: Selecting Approve brings up a Print Preview page based on the browser you are using. Select
Print from that page to send this request to your print station.

Print Requests

New Request Date and Time Action
Passage for tem 5 61312015 8:00:21 PM v 4 x
Passage for tem 7 61312015 8:04:17 PN v 4 x
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2. Review the print requesainddo one of the following:

a. Toapprove the request, clic ” . A cover sheeappearsin a new browser window.

b. To deny the request, clic ¥ . In thewindow that appears, enter a briegéason for
denying therequestand clickDeny. Do not proceed to stef.

3. In the new window, clicRrintto open the printerdialog box.

4. ClickOKto print the requested test elements

Stopping a Test Sessiwand Logging Out

This section explains how to stop a test session and log out of the TA Site.

Stopping a Test Session

When students finish testing or thaurrent testing timeslot is over, you should stop the test
sessionStopping a session automaticalbgs out all the students in the session gralises
their tests.Onceyou stop a test sessiogpu cannot resume ifTo resumdesting studentsyou
must start a new session.

A Warning: The Smarter Balanced Online Testing System automatically logs you out after 20
minutes of both user and student inactivity in the session. This action automatically stops the
test session.

To stopa test session:

1. Inthe upperright corner, click@ (seeFigurell). A confirmatiormessageppeas.
2. ClickOK The test sessiostops

Logging Out of the TA Site
You should log out of the TA Site only after stop@ingst session

To log out of the TA Site:

1. In the banner, lickLog Out A warning messaggpears.

2. In the warning messagelick Log Out The New Hampshire Smarter Balancedrtal
appears.

Alert: Navigating away from the TA Site will also log you out. Logging out while a session is in
progress stops the session. If you need to access another application while administering
tests, open it in a separate browser window.
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Accidentally Closing the BrowserWindow

If you accidentally close the browser while students are testing, your session ssopain until
it times out.To return to the test session the TA Sitgyou mustenter the active Session ID.

If you do not return to the active session witf#0 minutes,the Smarter Balanced Online
TesingSystenf 2 34 &2dz 2dzi FyR LI dzaSa (GKS addzRSyidaQ i
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Section VI. Signingin to the Student Testing Site

This sectiorescribeghe studentsignin procesdor the Student Testing Sit&tudents follow
this procedure wherstarting a new test or resuming a paused test.

¥ | Note: Students must sign in to the appropriate testing site:

1 For sessions created in the TA Interface, students sign in to the Student Testing Site on
the secure browser.

1 For sessions created in the TA Practice & Training Site, students sign in to the Student
Training Site. Students can access the Student Training Site on the New Hampshire
Smarter Balanced Portal.

Step 1:Signing Studentsin
Tosignstudentsin to a testsession

1. Launch the secure browsen( K S & (itelzfh§ geiic@EheStudentSignin page
appears(seeFigurel?).

Figure 17. Student Sign-In Page

Please Sign In

First Name:

SSID:

Session ID: - -

Sign In

2. Students enter thdollowinginformation:
a. In theFirst Namdield, students enter theifirst nameas itappearsn TIDE

b. In the Student IDield, students enter theilSSICas it appears in TIDE

i

Note: If students do not know their exact information as it appears in TIDE, you can retrieve it
in the TA Site (see the section Looking Up Students).

c. IntheSession IBeld, studentsenter the Session I@s it appears on the TA&

3. StudentsclickSign InThels This Youpageappeas.
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Common Student Signin Errors

TheSmarter Balanced Online Testing Syst@nerates an error message if a student cannot
sign in. The following are the most common studsignin issues

1 Session does not exist:

The student entered the Session ID incorrectly or signed in to the wrong site. Verify that the
student correctly engred the active Session ID. Also, verify that both you and the student
are using the correct sites. For example, students signed in t8tilngent Training Site

cannot access sessions created in f#elnterface

1 Student informationis not enteredcorrectly:

Verify that the student correctly entered ti@SIDIf this does not resolve the error, use the
Student Lookup tool to verify thetudent's information Seethe sectionLooking Up
Studerts.

1 Session has expired:

The Session ID corresponds to a closed session. Ensure that the student enters the correct
SessionD and verify that your session is open. For more information about test sessions,
see the sectiorstarting a Test Session
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Step 2:Verifying Student Information

After studentssignin, theIs This Youpageappears(seeFigurel8). On this pagestudens
verify their personal informaibn.

Figure 18. Is This You? Page

Is This You?

Please review the information below. If all of the information is correct, click [Yes]. If not, click [No]

SSID: 9999999987

First Name: Jane

Last Name: Smith
Enrolled Grade: 05

Date of Birth: 01/02/2003

School: Training School A

[ MNe l Yes |

To verifypersonal information:
1 If all the information is correct, students clitles TheYour Testpageappeas.

1 If any of the information displayed is incorrect, the studemnistnot proceed with &sting.
The studenshouldclickNo. You must notify the appropriate school personnel that the
A0dzRSY i Qa AYyTF2NXNIGA2Y A& AYyO2NNBOUO®

A Warning: Incorrect student demographic information must be updated before the student
begins testing.
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Step 3:Selecting a Test

TheYour Testpage displays all the tests that a student is eligible to {skeFigurel9).
Students can only select tests that are included ingéssion and still need to be completed.

Available tests are shaded green and display an arrow icon. When starting a new test
opportunity, the arrow is solid. When resuming a test ogpnity, the arrow is striped.

Tests that are already completed or aretincluded in the session are shaded gray and labeled
asinactive.

Figure 19. Your Tests Page

(Available Tests

Select a test.

- Start IAB - ELA Grade 3 - Read Literary Text ‘ Start ICA - Grade 3 ELA
This is opportunity 1 of 2 This is opportunity 1 of 2

1] ’ Resume ICA PT - ELA Grade 3 - Animals with ‘ Start Summative PT - ELA Grade 3 - Animals
Shells This is opportunity 1 of 1
This is opportunity 1 of 2

Back to Login

b

To ®lect an available test:
1 Studentsclick therequired test nameTherequest is sento the TAfor approvaland the
Waiting for TA Approvamessageppears.

1 Ifa studen@requiredtest is inactive or not displayed, the studesitouldclickBack to
Login You should verify the test session includes the correct tests and add additional tests,
if necessary.
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Step4: Verifying Test Information

After you approvehe student for testing, the studerghouldverify the test information and
settings on thds This Your Tesfage(seeFigure20).! G GKA A& LRAYy(GiX GKS
settings override any settings selected earlier in the -sigprocess.

Figure 20. Is This Your Test? Page

Is This Your Test?

Session ID: RED-2BBC-6

Math Grade 5 Interim
Color Choices: Black on White

Braille: Off
Print Size: 1X

Descriptive Audio: Off

Is the test listed above the test you want to take? If it is, click [Yes, Start My Test]. If
not, click [No].

[ No ] ‘ Yes, Start My Test

To \erify test information:

1 If the settings areorrect,studentsclickYes, Start My Test

1 If the settings are incorrecstudents clickNo. After a studen® test settings are corrected,
the student must sign iand request approval again.
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Stepb5a: Text-to-Speech Check

TheTextto-Speech Chegbkage apears if a student hathe text-to-speech(TTSketting(see
Figure21). Onthis page, students verify that TTS is working properiytheir device Students
can only use TTS within a supported secure browser.

Figure 21. Text-to-Speech Check Page

Did you hear the English text? Press [Yes] or [No] below.

Select the green button to test your Text-to-Speech settings.

You should hear the following phrase: “This text is being read aloud.”

Click [Yes, I heard the voice] if it worked. If it did not work, click [No, I did
not hear the voice.

Mo, | did not hear the voice ‘ | Yes, | heard the voice Skip English TTS Check

Sound Settings

Current Voice Pack: Ms-Anna -

Use the sliders to adjust pitch and volume. You will not be able to change these
settings once you begin your test.

- Volume +
- Pitch +
= Rate +

TochecKTTSunctionality.
1. Students tick the speaker icon and listen to the audio.

o If the voice ilearly audiblestudentsclickYes, | heard the voice

o If the voice is notlearly audiblestudents adjust the settings usmthe slidersand click
the speaker icon again.

o |If students still cannot heahe voiceclearly,they clickNo, | did not hear the voicand
close the secure browser. Yoan work with studergto adjusttheir audioor headset
settings(for more information, see the sdon Troubleshooting Audio Issued hey/ can
signin againwhen the issue is resolved
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Step 5b Sound Check

TheSound Checkgageappears foitests with listeningquestiors (seeFigure2?). Studentsverify
that they can hear the sample audio.

Figure 22. Sound Check Page

Sound Check

Click on the sound icon to hear the sound.

If you hear the sound, click [Yes]. If not, click [No].

[ No ] \ Yes \

To deck audio settings:
1. Students click thepeaker icon and listen to the audio.

2. Depending on the sound quality, students do one of the following:
o If the sound is audiblestudents clickres TheTest Instructions and Helpageappears.

o If the sound is noawdible, students clicllo. TheSound Check: Audio Problgmage
appearsgiving studentswo options:

A Students can clickry Again Thisreturnsthem to the Sound Checgage

A Students can clickog Out You shouldrbubleshoot thedeviceand headphones or
move the student to anothedevicewith working audio.

Troubleshooting Audio Issues

Prior to testinggensure thataudio is enabled on eaateviceand that headsets are functioning
correctly.If audio issuesccur, do the following:

1 Enrsure headphones are securely pluggedoarthe correct jack or USB port.
1 If the headphones have a volume control, ensure the volume is not muted.

I Ensure that the aud on thedeviceis not muted.
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Step 6:Viewing Test Instructions and Starting the Test

TheTeg Instructions and Helpageis thelast stepof the signin procesqseeFigure23).
Students may review this page to understand how to navigate the test and use test tools.

Figure 23. Test Instructions and Help Page

Test Instructions and Help

Scroll down for more information.

Click the question mark button to access this Help Guide at any time during your test.

Contents

* Overview of the Student Testing Site
* Test Rules
* About Print-on-Demand and Text-to-Speech

Overview of the Student Testing Site

Questiona: § + ] Smarter PTMath Grades 6-8 e

=) (@
Back n sacs  puzeMenT

[ Return to Login ] [ Begin Test Now

est has been completed and i

ready to be submitted

End Test Button and
Message

\

To proceed and begin the test:

1 Afterreviewingthis page studentsclickBegin Test NowThetest opportunityofficially

begins or resumes
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Section VII. Overview of the Student Testing Site
This section describeéke layout ofthe Student Testing Sitend the available testing tools.

Test Layout

Figure24 shows themain sectionsof the layoutfor atest page thaincludesa stimulus

Figure 24. Test Layout

Questions: 1-2 + ELA Grades 3-5 Training Test (0 out of 6) (State-SSID: GUEST) GUEST SESSION ? T

=) (@) (n Global Menu Y

[ ——
- -

Question Section

E| [Context Menu |—s> | |

What inference can be made about Tim’s relationship with
"I think we should paint a mural," Sam? Support your answer with details from the passage.

suggested Beth.

"What's a mural?" Sam asked.

Stimulus Section

A Family of Artists

il

"A mural is a huge picture that is painted
on a wall," Grandma said. "It's
something that is sure to attract more
cusfomers o our store."”

| Response Area |

A test page can include the following sections:

1 TheGlobal Menwsection displays the global navigation and tool buttons. Géenerabove
the global menu displays thH@uestions drop-down list testinformation, help buton, and
system settings button.

1 TheStimulussection appears only for questions associated with a stimulus. This section
contains the stimulus content (such as a reading passageaphig, context menyand
expand passage tool.

1 TheQuestionsection contains one or more test questions. Each question includes a
number, context menu, stem, and response area.

For more information about the global menu and context menus, see the sectio
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UsingMenusand Tools

Test Tools

This section provides an overview of tBemarter Balanced Online Testing Sy<ianailable
tools.

Figure25 shows the primary features and tools available in $tadent Testing Site

Figure 25. Test Page

Questions: 23 vj Grade 5 Mathematics (23 out of 23) 7 (o)
<« -> |
| I_End Test Test —[ B &) @
Back Mext Pause [JEnd Test Calculater Zoem Out Zoom In
button Tools
Navigation
buttons Help & Volume
buttons
What is the product of 68 and|907?
Questions
drop-down ® 612 Context
® 1,260 Menu
® 6,120
@ 6,300
1) | Note: Some tools are available for all tests, while others are only available for a particular

subject, accommodation, or type of question.

Table5 andTable6 list the Student Testing Sif@ avaiable global tools and context menu tools,
respectively.

Table 5. Global Tools

Global Tool Instructions
Help To view the on-screen Test Instructions and Help window, select ' ?  in the
2 upper-right corner.
Calculator To use the on-screen calculator, select Calculator.
Closed Captioning | Questions and stimuli with audio elements automatically display closed captions
for students testing with the appropriate accommodations.
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Global Tool Instructions
Dictionary To look up definitions and synonyms in the Merriam-Webster dictionary or
thesaurus, select Dictionary.
Masking To temporarily cover a distracting area of the test page:
() 1. Select Masking.
— 2. Click and drag across the distracting area.
3. Release the mouse button.
To close the Masking tool, select Masking again.
Notes To open the on-screen notepad, select Notes.
[#
Print Page To print the entire test page, select Print Page.
]

Print Passage

oh

To print a passage, select Print Passage.

System Settings
2]

To adjust audio volume during the test, select '# in the upper-right corner.
Students testing with TTS can also use this tool to adjust TTS settings.

Zoom buttons

=
LR

To enlarge the text and images on a test page, select Zoom In. You can zoom in
up to four levels. To undo zooming, select Zoom Out.

Table 6. Context Menu Tools and Stimulus Tools

Tool Name

Instructions

American Sign
Language

To view audio content translated into American Sign Language via an on-screen
video, select American Sign Language from the context menu.

Expand Passage

To expand the passage section, select the double arrow «” icon. The section

will expand and overlap the question section for easier readability. To collapse

the expanded section, select the double arrow " icon again.

Glossary (Word
List)

To open the glossary, click a word or phrase that has a border around it.
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Tool Name Instructions

Highlighter To highlight text, select the text on the screen and then select Highlight
Selection from the context menu. To remove highlighting, select Reset
Highlighting from the context menu.

Text in images cannot be highlighted. This tool is not available while the Line
Reader tool is in use. When a test pauses, highlighting may not persist for certain
hot text questions or if the student switches testing devices.

Mark for Review To mark a question for review, select Mirk for Review from the context menu.
The question number displays a flap ’7 ‘ in the upper-right corner. The

Questions drop-down lists displays "(marked)" 1{marked} = for the selected

question.

Print Item To print an individual question, select Print Item from the context menu.

Response To view and restore responses previously entered for a Text Response question,

Recovery select Response Recovery from the context menu. A list of saved responses
appears. Select the appropriate response and click Submit.

Strikethrough For selected-response questions, you can cross out an answer option to focus
on the options you think might be correct. There are two options for using this
tool:

9 Option A:

a. To activate Strikethrough mode, open the context menu and select
Strikethrough.

b. Select each answer option you wish to strike out.

c. To deactivate Strikethrough mode, press Esc or click outside the question&
response area.

9 Option B:
a. Right-click an answer option and select Strikethrough.

Student To provide feedback for a question, select Student Comments from the context

Comments menu. The notepad window opens.

Text-to-Speech To listen to passages and questions, select a speak option from the context
menu.

Tutorial To view a short video demonstrating how to respond to a particular question

type, select Tutorial from the context menu.

33



Smarter Balanced Online Testing System Overview of the Student Testing Site

Using Menus and Tools

This section describes how to use tgbal andcontext menusto acces®n-screen toolsThis
section also provides further details for using some of$tiedent Testing Sit®ols.

1) | Note: Students can access tools using a mouse or keyboard commands. For information about
keyboard commands, see Appendix C.

About the Global Menu

The global menu at the top of the test page contains navigation buttons on the left and tools on
the right (seeFigure26).

Figure 26. Global Menu
Questions: 23 ~ Grade 5 Mathematics (23 out of 23) 7 Lo}

«) (> [

Back Mese Pause End Test

Navigation Buttons Test Tools | \B) (&) (&

Calculater Zoom Out Zoom In

To open a test tool in thglobal menu

1. Select the button for the toolThe selected test tool activates

About the Context Menus

Each tesjuestion may include several elements, such as the question number and answer
options(seeFigure24). Thecontext menufor each elementincluding the stimulus) only
containstools applicable to that elemer{seeFigure27 and Figure28).

Figure 27. Context Menu for Questions Figure 28. Context Menu for Answer Options
1 F Mark for Review
What is the product of 68 and 907? What is the product of 68 and 90?
Lo voo
(E 1,260 (E 1,260 F Mark for Review
ke Strikethrough
@© 6,120 © 6,120
® 6,300 ® 6,300
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Opening a Context Menu for Passages an@uestions

Students can accessntext menus by rightclicking elements ooy selecting elements and then
clicking thecontext menu button.

To accesgshe contextmenufor a passage oguestion

1. Clickthe context menu button inthe upperright corner of the passaga question
Thecontext menuopens.

2. Select a tool.

Opening a Context Menu for Answer Options

Students can use theontext menuto accesgools foranswer options in anultiple-choice or
multi-select question

To accessan answer? LJ{ Ac@ngef énenu

1. Toopen the context menu, do one of the following:
o If you are using awo-button mouse right-click an answer option.
o If you are using ainglebutton mouse click an answer option while pressi@gl.
o If you are using &hromebook click an answer option wlei pressingAlt.

o If you are using tablet, tap the answer option and then tap the context menu button
(this selects the answer option until you select a different option).

2. Select a toofrom the context menu
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About the Masking Tool
TheMaskingtool allows studentgo hide distractingareas of the tespage(seeFigure29).

Figure 29. Test Page with Masked Area

> O @ @) @&

Back Mext Pause Masking Motes Zeom Out Zoom In

What is the product of 68 and 907?

& 612

® 1,260

To mask an area of a test page:

1. To activate the Masking to@gelectMaskingin the global menu. The button becomes
orange.

2. Click and drag across the distracting area of the test page.

3. Release the mouse button. The selected area becomes dark gray. The tool remains active
until you deactivate it.

To deactivate the masking tool:

1. SelectMaskingin the global menwagain The buton becomes green. Any masked areas
remain on the screen until you remove them.

To remove a masked area from a test page:
1. SelectXin the upperright corner ofamasked area.
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About Text-to-Speech(TTS)

Studentstesting withTTScan listen to passageguestions, and answer optiongseeFigure30).
TT3s only available when usirige secure browser.

For information about setting up TTS, see Trexhnical Specificatiofsr Online Testing
Manual

Figure 30. Speak Tool Options for Questions

0 Tutorial

P wark for Review
What is the product of 68 and ¢ <) seeakuestion

1IJII Speak Question and Options

&)

612

m)

1,260

o)

6,120

o)

6,300

To listen to content with the Tekb-Speech tool:

1 To listen to a passage, students open the passage context menu and s8jel@ption.
Students can also select a portion of text to listen to, such as a word orghiraslo this,
students select the text, open the passage context menu, and s8fsk Selection

1 To listen to a question or answer options, students open the question context menu and
select one of the followin@peakoptions:

o To listen only to the qué®n, studentsselectSpeak Question

o To listen to a multipleehoice question and all answer options, students sefgak
Question and Options

o To listen only to an answer option, select the answer option and then s8feeak
Option from the context menu. Studentald also rightclick the answer option and
selectSpeak Option
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About the Response RecovgrTool

The Response Recoveopl allows students towiew and restore responses they previously
enteredfor an Extended Response Short Answeguestiontype. For examplgf students type
a response, clicBave delete the text, and entenewtext, they can use this tool teecoverthe
originalresponse

To use the response recovery tool:

1. SelectResponse Recoveffyom the contextmenu. TheResponse Recovewindow
appears, listing all the saved responses for the question in the left fis@efFigure3l).

Figure 31. Response Recovery Window

Response Recovery
~ Sitting 1 (Now) This is the second sample response to this text response gquestion.

Version 3 - 105 characters

| Version 2 - 73 characters

| Version 1 - 58 characters

[ Cancel ] [ Submit ]

v

2. Select a response version from the left panel. The text associated with that response
appears in the right panel.

3. ClickSubmit The selected response appears in the text box for the question.

1) | Note: This tool is only available for Extended Response or Short Answer type questions. If the
test pauses, any responses entered prior to pausing will no longer appear in the Response
Recovery window.
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Section VIII. Proceeding Through a Test

Students can respond to gstions, pause a test, revigweviousy answered questions, and
submit a test. The following sections describe each of these tasks.

Responding toTest Questions

Students answer tesjuestiors depending on theguestiom) §pe.
1 Multiple-choicequestions: Studentsselecta single answer option.
1 Multi-selectquestions: Studentsselectone or moreanswer optiors.

1 Technologyenhancedquestions: Students follow the instructions given for eaghestion
Technologyenhancedquestiors require students to do one of the following tasks:

0 Use an orscreenkeypadto generate an answer.

0 Selectan objector text excerpton the screen.

o Plot points or lines on a graph.

o0 Move objects around on the screen.

0 Enter text ina text box.

o0 Match answer options together.

0 Enter values in a table.

o Modify a highlighted word gphrase in a readingelection
o Run an onscreen simulation.

Some test pages may have only one question and others may have Afteestudents
respond toall the questiors on a page, thegelectNextto proceed to the next pagall
responses are saved automatically.

Alert: Students must answer or type in a response to a question before being allowed to
proceed to the next page.

) | Note: Students can use the Student Training Site to familiarize themselves with the question
types that may appear on tests.
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Pausing Tests

Students can pause the test at atye.

To pause a test:
1. The sudent selecs Pausen the globalmenu. A confirmation message appear

2. The sudent selecs Yes Thslogs the student out. fle Student Sign lpageappears

3. To resumetesting, the studentrepeats the sigfan processSee the sectiosigningn to the
Student Testing Site

ReviewingQuestiors ina Test
Students may return to a previoagiestionand modify their respons# the testwas not
paused for more tha20 minutes See thePause Rulesectionfor more information.

Students can use thBackbutton or the Questionsdrop-down list to return to questiorsthey
want to review.The dropdown list displays'(marked)"for any questions marked for review

(seeFigure32).

Figure 32. Question Marked for Review

Questions: 1 (marked) = G5 Math Practice Test (3 out of 27) (EDUID: GUEST)

->

Back Mext Pause

B

Which number is equal to 10%?
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Reaching the End of a Segment

In a segmented testhe End Segmenpage appearsfter studentscompletethe lastquestion
in the currentsegment Thispageallows studentgo reviewquestiors from thecurrent
segment or proceed to the next segmeAttlag appeas for any questions marked for review

(seeFigure33).

Figure 33. End Segment Page
You have reached the end of this segment:
Please review your answers before you continue testing. You will not be able to come back to these questions later.

Click on a question number on the left to review it.

Questions:

1-3 6 v 2] 12 15 18 21
4 7 10 13 P 16 19 22
5 8 11 14 17 20

To reviewquestiors:

1 Students selech question number.

To move to the next segment:

1 Students seledextin the global menu

) | Note: Segmented tests prohibit access to completed segments; students cannot return to the
previous segment after selecting Next.

Submitting a Test

This section describes howudents submit a test when thegre done answering questions

Reaching the End ofa Test

After studentsrespond tothe last testquestion the End Tesbutton appeasin the global
menu (seeFigure34).

Figure 34. Global Menu with End Test Button

«) (») (@ 0

Back Mext Save Pause End Test

Toenda test:

1. Students seledEnd TestA confirmationmessageppears.

2. Students seledbK
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End Test Page

When students endtest, the End Tespageappears(seeFigure35). Thispageallows studens
to review answers and submit the test for scoriAgflag icon appears for any questions marked
for review.

Figure 35. End Test Page

Congratulations, you have reached the end of the test!

You have reached the end of the test. You may review your answers. If you are done reviewing your answers,
click [Submit Test]. You cannot change your answers after you submit the test.

Questions:

1 2 3 4

Toreview answers

1. Students seleca question number.
2. To return to theEnd Tespage studens selectEnd Testn the global menu

Tosubmit the test
1. Students selecBubmit Test

A ‘ Warning: Once students select Submit Test, they cannot return to the test or modify answers.
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Your Results Page

After studens submitthe test, theYour Resultpageappears displayingi KS a i dzZRSy (i Q
the test name, and theompletion date(seeFigure36).

ax

Figure 36. Your Results Page

Your Results

Student Name: Smith, Jonathan (SSID: 9999999841)
Test Name: Grade 5 Math
Test Completed On: 2/17/2014

Scores are not shown for this test. You have finished the test. You may now log out.

In accordance with the Family Educational Rights and Privacy Act (FERPA), the disclosure of personally identifiable information is prohibited
by law.
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Appendix A. About the Secure Browser

This appendix includes the following sections:

I Additional Measures for Securing the Test Envinent

1 Configuring Tablets for Testing

M1 About Permissive Mode

9 Troubleshooting

Additional Measures for Securing the Test Enviroment

The secure browser ensures test security by prohibiting access to external applications or
navigation away from the test. This section provides additional measures you can implement to
ensure the test environment is secure.

1 Close External User Appéitions

Before launching the secure browser, or prior to administering the online tests, close all
non-required applications on testing devices, such as word processors and web browsers.

1 Avoid Testing with Dual Monitors

Students should not take onlirtests on computers connected to more than one monitor.
Systems that use a dual monitor setup typically display an application on one screen while
another application is accessible on the other screen.

91 Disable Builtin Accessibility Features on iPads

iPadsinclude a builin €ESpeak Optioaaccessibility feature that reads aloud selected text.
Guided Access mode does not automatically block this feature. Before entering Guided
Access mode, you should verify that only allowable accessibility features areeénabl
manage accessibility features, t&ettings> General> Accessibility For information about
which accessibility features are allowable, see Tieehnical Specificatiofigr Online Testing
Manual

9 Disable Screen Savers and Timeout Features

On all testing devices, be sure to disable any features that display a screen saver or log users
out after a period of inactivity. If such features activate while a student is testing, the secure
browser logs the student out of the test.
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Forbidden Application Detection

When the secure browser launches, it checks for other applications running on the device. If it
detects a forbidden application, it displays a message listing the offending application and
preventsthe studentfrom testing This also occur$ @& forbidden application launches while the
student is already in a test

In mostcases, a detected forbidden application is a scheduled or background job, such-as anti
virus scans or software updates. The best way to prevent forbidden applications from running
during a test is to schedule such jobs outside of planned testing hours.

Configuring Tablets for Testing

Tablets and Chromebook$iould beconfiguredfor testingbeforeyou provide thento
students. Fomore information seethe Technical Specificatiofier Online Testindylanualon
the New Hampshire Smarter Balancieaktal.

To configure iOS devices:

“77 | Note: If you are testing with Autonomous Single App Mode (ASAM), you do not need to
activate Guided Access mode manually and may ignore these steps. Contact your technology
coordinator to determine if you are testing with ASAM.

1. Tap theAlRSecureTesecure browser icon.

2. To enable Guided Access, trijpép the Home button
3. TapStart Guided Access activates and the student $igpage appears.

To configure Android tablets:
1. Tap theAlRSecureTesecure browser icon.

2. If the secure browser keyboard is noteeted, follow the prompts on the screen. When the
secure browser keyboard isleeted, the secure browser app opens.

To configure Chromebooks:

1. From theAppslink on the Chrome OS login screen, seld®SecureTestecure browser
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Closing the Student Testing Site on Tablets

After a test session ends, close the AirSecureTest applicatictudent tablets.

To close th&tudent Testing Siten iOS devices:

¥ | Note: If you are testing with Autonomous Single App Mode (ASAM), skip to step 4. Contact
your technology coordinator to determine if you are testing with ASAM.

1. Tripletap the Home button

2. Enterthe Guided Access passcodieyou do not know the Guided Access passcode, contact
your technology coordinator.

3. TapEndin the upperleft corner.
4. Close AlIRSecureTest by doing one of the following:
o0 ForiOS 6.1 devices:
i. Doubletapthe Home button The multitaskingoar appears
ii. Pressthe AIRSecureTeston untilit wigglesand the red minus sign appears
iii. Tap the red minus sign and then press the Home button.
o ForiOS 78.2 devices:
i. Doubletap the Home button. e multitaskingoar appears
ii. Locate theAlRSecureTesipp previewandslide it upward.

To close thé&tudent Testing Siten Android tablets:
1. Tap the Menu icoE in the upperright corner.

2. TapExit Aconfirmationmessage appear
3. TapExit

To close the Student Testing Site on Chromiefioo
1. ClickClose Secure Browsar the upperright corner.
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About Permissive Mode

Permissive Mode is aaccommodatioroption that allows students to use accessibility software
in addition to the secure browser.

Permissive Mode aiwates when the student is approved for testing. Students who have the
Permissive Mode setting enabled should not continue withgtggin process until their
accessibility software is correctly configured.

To wse accessibility software with the secure browser:

1. Open the required accessibility software.
2. Open the secure browser. Begin the norre@nin process up to th& Aapproval step.

3. When a student is approved for testing, tekecured N2 ¢ a SNJ | £ f 2ga GKS 2LISN
menu and task bar to appear.

4. The student must immediately switch to the accessibility software that is already open on
the computer so that it appears over the secure browser. The student cannot click within
the securebrowser until the accessibility softwaredenfigured

o Windows:To switch to the accessibility software application, click the application in the
task bar.

o Mac:To switch to the accessibility software application, click the application in the dock.

I
L Ll

Note: When using Windows 8 and above, the task bar remains on-screen throughout the test
after enabling accessibility software. However, forbidden applications are still prohibited.

5. The student configures the accessibility software settings as needed.

6. After configuring the accessibility software settings, the student returns to the secure
browser.At this point,the student can no longer switch back to the accessibility software. If
changes need to be made, the student msgnout andthen signin again.

7. The student continues with theignin process.

Mac operating systems. For information about supported operating systems, see the

r'h‘ Permissive Mode is available only for computers running supported desktop Windows and
Technical Specifications for Online Testing Manual.

Accessibility software must be certified for use with the Smarter Balanced Online Testing
System.

Forbidden applications will still not be allowed to run.
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Troubleshooting

This section describes haw troubleshoot some situations in which a student cannot connect
to a test.

ResolvingSecure Browser Error Messages

This section provides possible resolutions for the following messages that students may receive
when signing in

1 You cannot login with thidrowser.

This message occurs when tBmarter Balanced Online Testing Systamnot determine if
the student is taking the test through the correct secure browser. To resolve this issue,
ensure the latest version of the secuseowser is installed, and that the student launched
the secure browser instead of a standard web browser. If the latest version of the secure
browseris already runningthen you should log the student out, restart the computer, and
try again.

1 Unable to Egblish a Connection with the Test Delivery System

This message occurs when the secure browser cannot connect tontlaeter Balanced
Online Testing Systenfhis is most likely to occur if there is a netwoekated problem.The
easiest thing to check is if the network cable is plugged in (for wired connections) or if the
Wi-Ficonnection is live (for wireless connections). Also check if the secure browser must
use specific proxy settings; if so, those settings must be paiteo€tbmmand that launches
the secure browser.

1 TestEnvironment Is Not Secure

This message can occur when the secure browser detects a forbidden application running
on the device (see the sectigkdditional Measures for Securing the Test Enviment). If

this message appears on an iPad, ensure that eitiioromousSngle App Mode or

Guided Access mode is enablsée the sectioi€onfiguring Tablets for Testing
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Force-Quit Commands

In the rare event that the secure browser or test becomes unresponsive;améorcequit the
secure browser.

To force thesecurebrowser to close, use the keyboard command for your operating system as
shown below. This action logs the student out of the test. When the secure browser is opened
again, the student lagback in to resume testing.

Operating System Key Combination

Windows* Ctrl + Alt + Shift + F10
Mac OS X* Ctrl + Alt + Shift + F10. The Ctrl key may appear as Control, Ctrl, or »
Linux Ctrl + Alt + Shift + Esc

*|f you are using a laptop aotebook you may need to pregsunctionbefore pressindg-1Q

Caution: Use of Force-Quit Commands

The secure browser hides features such as the Windows task bar or Mac OS X dock. If the
secure browser is not closed correctly, then the task bar or dock may not reappear correctly,
requiring you to reboot the device. Avoid using a force-quit command if possible.

Forcequit commands do not exist for the secure browser for,iO&ome OSand Android
devices.

1 i0S:To exit Guided Access, triptéick the Home button, then close the app as you would
any other iOS app.

1 Chrome OSTo exit the secure browser, pre€$rl + Shift+S

1 Android: To close the secure browser, tap the menu button in the upjgnt corner and
selectExit
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Appendix B. Text Responsd-ormatting Toolbar

In addition to the standardest toolsdescrbed inthe section Test Toolsstudents can use a
formatting toolbarabove the response fielibr text responsequestiors (seeFigure37). The
formatting toolbar allowsstudents to apply styling to textnd use standard worgrocessing
features

Figure 37. Text Response Question with Formatting Toolbar

B I UTIL | Z = <E - 4% || English ~|| Q)

The student uses this field to respond to the writing prompt.

Table7 provides an overview of the formatting tools available.

Table 7. Description of Formatting Tools

Tool Description of Function
B I U Bold, italicize, or underline selected text.
i Remove formatting that was applied to the selected text.
== Insert a numbered or bulleted list.
3 Indent a line of selected text.
g Decrease indent of text.
X Cut selected text.
iy Copy selected text.
(= Paste copied or cut text.
‘i Undo the last edit to text or formatting in the response field.
i Redo the last undo action.
A% | English ~ || Use spell check to identify potentially misspelled words in the response field. The
- - drop-down list allows you to set a language for this tool.
Q Add special characters in the response field.
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Spell Check

The spell check tool identifies words in the response field that may be missysdied
Fiqure38).

Figure 38. Spell Check Tool

=

| S

This is an exmple of the spell check tool.

example
exemplar
complex

simplex

To use spettheck:

1. Select a language for the spell check tool from the eitopin list, if necessary.
2. In the toolbar, slect = .

3. Potentially incorrect wordshange color anbecomeunderlined.

4. Selecta misspelled word. A list sliggestiongppears

5. Select a replacement word from the liitnone of the replacement words are correct, close
the listby clicking anywhere outside it.

6. To exitspell checkselect® again.

Special Characters

Studens canadd mathematical, accented Figure 39. Special Characters Window
charactersandother symbols. Seloct Special Character x
. m TR B WA ()t - o1 2
To add a special chaster: 34567809 <=>7@ABC @
DEFGHI J KLMNOPQRST
1. In the toolbar, slect Q . on ik mnenat et un ©
xy z {| }~€" " o — 0 ¢ £
2. In the window that pops up edectthe RS PETREE.S.
required characte(seeFigure39). S S
é e 1 i i i 8 f0dbd6oddo6 <+ 8 00
00 v by EeWYWwi, ™o

Cancel
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Students can use keyboactmmand to navigate between test elements, features, and tools.

it

i

Keyboard commands require the use of the primary keyboard. Do not use keys in a numeric
keypad. Some keyboard commands are only available when using a supported desktop secure
browser.

Sign-In Pagesand In-Test Popups

Table8 listskeyboardcommanddor selectng options on thesignin pages or pop-up windows
that appear duringtest.

Table 8. Keyboard Commands for Sign-In Pages and Pop-Up Windows

Keyboard Command Function

Tab Move to the next option
Shift + Tab Move to the previous option
Enter Select the active option

Keyboard Commands for Test Navigation

Table9 lists keyboarccommanddor navigating tests and responding to questions.

Table 9. Keyboard Commands for Test Navigation

Description of Function Keyboard Commands
Scroll up y

Scroll down Z

Scroll to the right Y

Scroll to the left \%

Move to the next element Tab

Move to the previous element Shift + Tab
Select an answer option Space

Go to the next test page Ctrl +Y
Go to the previous test page Ctrl +Y
Open the global menu Ctrl + G
Open a context menu Ctrl+ M
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Keyboard Commandsfor Global and ContextMenus

Students can use keyboacdmmanddo access tools in the global and context merfes:.
more information about tools in the global menu, séable5. For more information about
tools in thecontextmenu, se€lable6.

Global Menu
To access thelgbal menutools using keyboardommands

1. Pres<trl+G. Theglobalmenulist opens.
2. To move betweemptions in the ¢gpbalmenu, use theUp or Downarrow key
3. Toselectanoption, pressnter.

4. To close the lghalmenuwithout selecting an option, predssc

Context Menus

1 To navigate to an elementyg@ssTah
1 To navigate in revers@ressShift+ Tah

To open theontextmenufor anelement:

1. Pres<trl+ M. Thecontext menu for the selected element open

2. To move between options in the@ntext menu, use tie Up or Downarrow keys.
3. To selectinoption, pressEnter.

4. To close the @ntext menu without selecting an option, pregsc

To selectextand opencontextmenu @tions
1. Navigate to the element containing the text you want to select.

2. Pres<Ctrl+M to open the context renu.

w

If multiple options are avaible, use the arrow keto navigate toEnable Text Selection
4. PressEnter. A flashing cursor appesat the upper-left cornerof the active element

5. To move the cursor to the beginning of the text you want to selesé the arrow keys.
6. PressShiftandanarrow key to select your text. The text ysalectappeas shaded.

7. Pres<Ltrl+M again.Choosehe tool you want to wse for the selected text
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Keyboard Commands forGrid Questions

Technologyenhancedquestiors with the grid
response aregseeFigure40) mayhave up to
three main sections:

1 Answer Space:hE grid areawhere students
enter the response

1 Button Pow: Action buttons mayappear
above the answer spacButtons mayinclude
Delete, Add Point Add Arrow, Add Line and
Connect Line

1 Object Bank: Avanelcontainingobjects you

canmove to the aswerspace

To move betweethe main sectios

1 To move clockwise,rpssTah
1 Tomove counterclockwise, presShift+ Tah

To add an object to the answearace:

Keyboard Navigation for Students

Figure 40. Grid Question

0.1

0.2

0.3

0.4

0.5

0.9

1.6

2.5

3.2

4.1

|0bj\ect Bank | | Button Row |

° D

Part A

Each full row = 1.0 meter

Part B

He will have D meters of wire left over.
OR

He needsD more meters of wire.

1. With the objectbank activeuse the arrow keyso move between objectsTheactiveobject

hasa blue background.

2. To add theactiveobject to the answerspace pressSpace

Touse theaction buttons;

1. With the button row active use the leftandright arrow keys to move betweethe buttons

The active button isvhite.

2. To select a button, igssEnter.

3. PressSpaceto apply thepoint, arrow, or line to the aswerspace

To move bjectsand graph elements theanswerspace:

1. Withthe answerspace activepressEnterto move betweerthe objects. Thectiveobject

displaysa blueborder.

2. PressSpace

3. Press an arrow ketyp move the objectTo move the objecin smaller incrementshold Shift

while pressng an arrow key.
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Appendix D. Transferring a Test Session

You can transfean activetest session from one device or browser to another without stopping
the session or interrupting tprogress tests. This is useful in scenarios wya@ir computer
malfunctionswhile a session is in progress.

A ‘ Warning: If you do not know the active Session ID, you cannot transfer the session.

TheSmarter Balanced Online Testing Sys@maureshat you can only administer tast
session fronone browser at a timelf you move a test session to a new deyipeu camot
simultaneoushadminister the session from thariginal browser odevice

These instructionsapply to both theTA Interfaceand TA Practice & Training Sitdowever, you

cannot transfer a session from tfiéA Interfaceo the TA Practice & Training Stbe vice versa.

To transfer a test session to a ne@eviceor browser:

1. While the session is still active on the original device or browsgiinlto theTASiteon the
new deviceor browser. A Session ID prompt appear

2. Enter theactiveSessionD inthe text box and otk Enter. The TA Sit@ppearsallowingyou
toO2y UAYydzS Y2y Al2NR Yy IThétestghssicn bl Prgviods@ompitcee I NS & 2
or browser automatically close
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Appendix E. User Support

For additional informatiorand assistance in usirige Smarter Balanced Online Testing System
contactthe New Hampshire Smarter Balandddlp Desk.

The Help Desk is opéondaycFriday 7:00 a.m. to 7:00 p.m. Easterm@&iduring the
summative testing window and Mondalyriday 7:00 a.m. to 4:00 p.m. Eastern Time outside of
the testing window(except holidays or as otherwise indicated on New Hampshire Smarter

Balancedortal).

New Hampshire Smarter Balanced Help Desk
Toll-Free Phone Support: 844-202-7584

Email SupportNHhelpdesk@air.org

User Support

Please provide the Help Desk with a detailed description of your problem, as well as the

following:

1 Test Administratoname

1 Ifthe issue pertains to a stude,nt, provide the §tup@1$§l[agd assgciatgdjstriqtor
aAa0OK22t® 52 y20 LINRPYARS UKS audzRSyuQa

f LF GKS A&adzS LISNIFAya G2 | ¢L59 dzaSNE

1 Any error messages and codes that appeareapfiicable

1 AffectedtestIDand question numberif applicable.

1 Operating system and browser version informatiorluding version numbersaf
example Windows 8 and Firefox33or Mac OS 10.7 and Safari 5)

1 Information about your network configuratignf known

0 Secure browser installation (to individudg#vicesor network)

0 Wired or wirelessnternet network setup
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Change Log

User Support

Change Section Date
Added new section for the About the Response Recovery 8/12/2015
Response Recovery tool Tool

Updated test selection Starting a Test Session 8/13/2015

instructions
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