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1. INTRODUCTION 

1.1. ADMINISTRATION OVERVIEW 

The Administration component (previously referred to as iTester) allows users to organize students for 
testing, schedule tests, and monitor student progress.  

2. ADMINISTRATION 

To access the Administration component, users will click the Administration icon upon logging in to the 
SDAP portal.  

 

2.1. LANDING PAGE 

Selecting Administration from the SDAP homepage will direct the user to the Administration landing 
page. Users will see a welcome message dependent upon their account level.  

 

 

A. ADMINISTRATION MENU 

The menu at the top of the page can be used at any time while using the Administration component. 

• Clicking the  icon will redirect the user to the main SDAP homepage.  

• ‘Home’ will redirect the user to the Administration component landing page. 
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2.2. SITE SETUP 

The Site Setup tab is accessible by all user accounts, with the exception of Teacher accounts.  The Site 
Setup tab allows users the ability to monitor progress toward site certification. The level of detail 
presented is driven by user type.   

Summary data will be displayed in a drillable table:  

 

A. FUNCTIONALITY 

Click the link in the ‘Number of Devices Tested’ column to be directed to a detailed list of the devices 
on which a site setup test has been completed:  
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School level users will see the following display when their site has not yet been certified:  

 

The following will be displayed once a site has been certified: 

 

From the Site Setup tab users can:  

• View Site Setup Progress.  

• Certify Site Readiness. Upon completion of Workstation Readiness Testing, STCs, ITCs, and DTCs 
can click Certify Site Readiness to acknowledge that their site has been certified for testing. 
Certifying a site as ready for testing means that Workstation Readiness tests have been 
completed on a sufficient number of workstations to ensure confidence that the application will 
function correctly during student testing. 

2.3. CLASSES 

The Classes page provides a listing of all classes for the specified testing window. 

 

There are two class types that can be created in the SDAP portal: Course Level and Grade Level. Users 
can toggle between the two to view classes created for each selection.  The class type drives which 
tests are available to be scheduled. When creating a test in the Authoring component, users can select 
to only make tests available to certain grades or courses.  
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A. FUNCTIONALITY 

From the Classes tab, users can: 

• Click on a teacher’s name to view the teacher’s profile.  

• View the details for a selected class.  For existing classes, click on View Details in the Classes 
table to see information regarding the corresponding class, edit the class, or edit an individual 
student’s profile (depending on the user account level). 

o Download List: Users can download a roster of the students within a class using the 
“Download List” link while viewing the details of a class. The list will be downloaded as an 
Excel file. 
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• Create a new Class. The Create New Class button allows for the creation of a new class 
assigned to a teacher.  The steps to create a new student group are as follows:    

 

o Enter a Class Name in the field to the right of “Class Name:” The Class name can 
distinguish between class periods (i.e., Period 1, Period 2, etc.) or subjects (i.e., American 
Literature, European Literature, etc.). 

o Choose an existing teacher and course area or grade level. (Note: If the teacher name is 
not displayed, you must first create an account for that teacher in user management.) 

o Search for the students you wish to add to the new class.  Grade and Class dropdowns 
are provided to filter the list of available students.  

o Add students to the new class by highlighting them in the available students list on the 
left and clicking the “Add” button.  Once a student has been added to a class, the 
student name will be grayed out in the left menu and will not be selectable.  
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2.4. STUDENTS 

The Students page is used to track, view, edit, or add student(s) to the system.   

 

A. FUNCTIONALITY 

From the Students tab users can:  

• View/Edit a Student’s Profile.  Click the Edit link to be redirected to the corresponding student’s 
profile.  According to the user’s permissions, student information and accommodations can be 
edited.  

 

• Download a list of students. Click the More drop-down and select Download List to obtain a list of 
students to be viewed in Microsoft Excel.  



© 2015 eMetric, LLC   8 

 

• Add a new student. Select the Add Student button to be redirected to an interface to add a 
new student to the system.  Fields with a red asterisk are required.  

o Student Information: The student information section includes demographic information 
about the student being added to the system.  

 

o Accommodations: Available accommodations are Read Aloud and Masking.  

§ CustomMask: This allows the student to create a mask when taking a test. The 
mask is a white box that can cover parts of a question.  

§ AnswerMask: This allows the student to “white out” answer choices that they 
believe are incorrect while testing.  
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• Navigate to subsequent pages. If the list of students extends beyond a single page, use the Next, 
Prev,|< or >| buttons to navigate to the next or previous page, or first or last page.  

• Navigate to a specific page. Navigate to a specific page number quickly by entering a page 
number in the text box next Page.  

2.5. TEST SESSIONS 

The Test Sessions page displays the list of test sessions scheduled and their status.  

 

A. FUNCTIONALITY 

From the Test Sessions tab, users can:  

• Filter the list of sessions displayed by organization, content area, program, test type and form. 
The drop-down menus allow for filtering the contents of the test sessions table.  

• Schedule a new test session.  Click the Schedule New Test Session button to schedule a new test 
session.  Forms in Authoring that were indicated to be ‘Ready for Scheduling’ will appear in the 
forms selection menu.   

o Use the dropdown menus to filter the list of content areas, programs, and available tests.   

o Select the classes and forms you wish to schedule by clicking to highlight the desired 
classes and forms.  

o Indicate the Start Date, End Date, Start Time, End Time, and Time Zone.  

o If desired, you can select the box to the left of ‘Use single password for all students’.  If this 
box is not selected each student will be assigned their own randomly generated 
password. 
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• View Details/Student logins of an existing test session.  Click View Details/Student Logins to be 
directed to a listing of student login information and other test session details.   

 

From this screen you can:  

o Print student test logins.  Print student test logins using an Avery label 5160 template for 
easy distribution to students. To print a specific student login, select the checkbox next to 
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the student’s name, then click the “Print test logins” link. To print logins for an entire class, 
select the checkbox at the top of the column to select all students, then click the “Print 
test logins” link.  

o View Testing Window. View the start and end dates for the testing window. Note: Student 
logins will only be active during the testing window.  

o View Testing Progress. “Not Started”, “In Progress”, or “Finished”, along with date/time 
started and date/time the test was completed will be listed.  

o Invalidate a student’s testing session.  To invalidate a student’s testing session prior to or 
after testing has occurred; click the ‘Invalidate’ link in the corresponding student’s row. 
Note: the Invalidate link is only available to specific user accounts.  

o Reactivate student login credentials.  Once a student has finished testing (submitted their 
test using the Test Delivery component) their credentials will no longer allow them to 
access the test session they submitted.  If a teacher wishes to allow the student to access 
their test once again, they can select ‘Reactivate’.  

o Session Report Codes. Test Irregularity Reports were previously housed in a separate tab 
within the Administration component. In the new portal, users will create test irregularity 
reports by clicking on the “Session Report Codes” link. The following window will pop up, 
allowing the user to fill out a test irregularity report for the selected student. 

 

2.6. TEST SECURITY AGREEMENT 

The Test Security Agreement page allows users to submit new TSAs for EOC and Benchmark exams. This 
information was previously housed in the User Management section of the portal. Test Security 
Agreements must be submitted and approved in order for users to schedule State created EOC and 
Benchmarks exams.  
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A. FUNCTIONALITY 

From the Test Security Agreement page, users can: 

• View the status of TSAs. Users are able to view the status of TSAs that they have submitted for 
approval.  

o Approved: this TSA has been approved by the SDDOE. 

o Pending: this TSA has not yet been approved by the SDDOE. 

o Disapproved: this TSA was rejected by the SDDOE, 

• Toggle the table by program drop-down. 

• Filter the table by TSA status.  

• Submit a new TSA.  

o Click the “Submit a New Test Security Agreement” button.  

o Read through the agreement and click “Agree” or “Disagree”.  

o Select the content area of the test that a TSA must be submitted for.  

o Select the test name from either of the “State EOC” or the “State Approved District EOC” 
tables. Multiple tests can be selected to submit multiple TSAs.  

§ State EOC: this is a test that was created by the SDDOE and has been made 
available for testing throughout the entire state.  

§ State Approved District EOC: this is a test that was created by the SDDOE and has 
been made available for testing for specific districts.  

o Fill out the text boxes and click “Submit”.  

 


