
South Dakota Assessment Portal 
DTC, DLU, DTC/STC ITESTER MANUAL 

CONTENTS 

1. General Information   ..................................................................................................................................................... 2

1.1. Browser Requirements   ...................................................................................................................................... 2

1.2. Technical Support   ............................................................................................................................................. 2

2. Dashboard   ...................................................................................................................................................................... 2

2.1. Getting Started   .................................................................................................................................................. 2

A. District Level Dashboard (DTC, DLU & DTC/STC)   .................................................................................. 2

3. Module Tabs   ................................................................................................................................................................... 4

3.1. Site Setup   ............................................................................................................................................................. 4

3.2. Teachers   .............................................................................................................................................................. 5

A. Sort the Teacher Table  ................................................................................................................................ 5

B. Edit a Teacher   ............................................................................................................................................... 5

C. Add A Teacher  ............................................................................................................................................. 7

3.3. Classes  .................................................................................................................................................................. 7

A. Create A New Class   .................................................................................................................................... 7

B. Classes Table Drill-Down Features   ............................................................................................................. 9

3.4. Students   ............................................................................................................................................................. 11

A. Manage Students Table   ........................................................................................................................... 11

B. Add A Student   ............................................................................................................................................ 13

C. View/Edit A Student   .................................................................................................................................. 13

3.5. Test Sessions   ...................................................................................................................................................... 14

A. Schedule Test Sessions   .............................................................................................................................. 14

B. Test Status Table   .......................................................................................................................................... 16

 



1. GENERAL INFORMATION 

1.1. BROWSER REQUIREMENTS 

• Internet Explorer®

• Firefox

 6.0+ 

®

• Safari

 2.0+ 

®

1.2. TECHNICAL SUPPORT 

 1.2+ 

If you have any questions, please contact eMetric support at support@emetric.net or by calling toll-free 
(877) 829-7769. 

2. DASHBOARD 

2.1. GETTING STARTED 

The Dashboard serves as iTester’s default “home” view for any account and is customized by account 
level.   

 

A. DISTRICT LEVEL DASHBOARD (DTC, DLU & DTC/STC) 

Dashboard functionality unique to a district level user includes:  

1) Users can update their profile from the dashboard, and any other page within iTester by 
clicking on their username in the top right hand corner.  DTC and DLU user types are also 
provided an “Edit” link in the DTC/Your Profile section on the dashboard.  For a district level 
user, required fields include: First Name, Last Name, Email, and Phone. 

mailto:support@emetric.net�


2) Users can also update their password by accessing the “Update Your Profile” page and 
selecting the “Change Password” box at the bottom of the page.  

 

3) The subject and administration year the user is viewing is displayed in the upper right corner of 
the screen.  Users may change the subject by clicking on the subject dropdown menu.   

 



 

3. MODULE TABS 

 
The blue and green tabs at the top of the page can be utilized at any time while using the iTester 
module. 

• The  will redirect the user to the SDAP home page.  

• The  will redirect the user to the iTester home page.  

 

3.1. 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.  District level users will have access to summary data in addition to 
detailed data.  

Summary data will be displayed in a drillable table:  

 

To view the information for a particular workstation that has been tested, click on the blue numerical 
value in the column “Workstation Tested.”  To sort the summary table, click on the column heading for 
the variable by which you want to sort.  Clicking once will sort the entries in an ascending manner.  
Clicking a second time will initiate a descending sort.   

 



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

 

 

Functionality available on the Site Setup tab includes:  

• View Site Setup Progress.

• 

  

Access the Workstation Readiness Reference Guide.

• 

  

Certify Site Readiness.

3.2. TEACHERS 

 Upon completion of Workstation Readiness Testing, users can click Certify 
Site Readiness to acknowledge that their site has been certified for testing.  

The Teachers tab provides a table view of all teachers proctoring an exam, or owning a Class.  DTC and 
DTC/STC accounts can filter the list utilizing the dropdown for School.   

 

A. SORT THE TEACHER TABLE 

Users can sort any field in the teacher table by clicking on the First Name, Last Name, or Email headings.  
Clicking once will sort the entries in an ascending manner.  Clicking a second time will initiate a 
descending sort.   

B. EDIT A TEACHER 

The right most column in the teacher table provides a link labeled “Edit.”  Selecting “Edit” redirects users 
to an Update Teacher’s Profile page. Changes made to a profile will not be saved until the user selects 
the “Save” button.     



In addition, from the Update Teacher’s Profile page, users can select the “Reset Password” button to 
reset a teacher’s password and send the teacher an email containing a new, temporary password, or 
the “Send Email Notification” button to send the teacher a welcome email containing their username 
and password.  

Click “Save.” 

 

 



C. ADD A TEACHER 

The top right corner of the teacher table contains a link entitled “Add Teacher.”  Selecting “Add 
Teacher” redirects the user to the New Teacher Profile page.  On this page, users enter the “First Name,” 
“Last Name” and “Email” for the new teacher and indicate the “Content Areas” applicable to the new 
teacher. Click “Save.” 

 

3.3. CLASSES 

The Classes tab provides a listing of all classes for the selected subject area during the specified testing 
window.  DTC and DTC/STC accounts can filter the list utilizing the dropdown menu for School.  DTC and 
DTC/STC user types must specify a single school and will not be provided the option to view “All 
Schools” within their district. Users make the necessary filtering selections and are provided an 
applicable list of classes.     

 

A. CREATE A NEW CLASS 

To create a New Class: 



1) Click the “Create New Class” link. 

2) Users select an existing teacher from a drop down box.  If the teacher name is not displayed, the 
user must create the teacher from the Teacher tab.    

3) Users enter a Class Name for the new Class.   

4) Users select a Course from the drop down menu. 

5) Users select students to add to the new Class.  A dropdown list is provided allowing the selection 
of existing Classes in the applicable School.  By default, the dropdown menu will be set to the 
School selected and any students within the Students in the selected Class will be listed in the 
box on the left.  Users can highlight a student(s) name and select the “Add” button to move the 
student(s) into the new Class list, which will be on the right.  Multiple students can be selected by 
holding down the Control key on the keyboard and clicking on multiple student names.  A 
student can be removed from the new Class by highlighting the student’s name and clicking the 
“Remove” button.   

6) Once the user has completed adding student(s), they can select the “Save” button and their 
new Class will be created.  If the user no longer wishes to create the group they can select 
“Cancel” any time prior to selecting “Save.”  Selecting “Save” or “Cancel” will redirect the user 
back to the Classes interface. 

 

Once a new Class has been created and saved, the user will receive a system message confirming the 
addition/modification: “Successfully created Class: New Class Name”.  The newly created Class will now 
be listed in the Class table.  



 

B. CLASSES TABLE DRILL-DOWN FEATURES 

The Classes table contains two drillable columns: “Teacher” and “View Details.”   

• When a user clicks on a Teacher Name from within the Classes tab, they will be redirected to 
the Teacher’s profile.  Users are able to update the teacher’s name and email address, to 
reset the user password, or to generate an email to the user that provides the username and 
password.   

 
• In the rightmost column, users can select “View Details” to be directed to an editable list of 

students in the associated Class.   

C. DETAILS FOR CLASS TABLE 

 

• Sort the table by clicking any of the blue column headers. Clicking once will sort the data in 
an ascending manner. Clicking again will sort the data in a descending manner.  

• To edit a Class, users select “Edit Class” in the upper right corner of the Details for Class table.  
This link redirects the user to an interface providing them the ability to add or remove 
student(s) from the specified class.   



 

• To edit an individual student’s profile, users can select “Edit” in the student’s row on the 
Details for Class table.  This link redirects the user to an interface providing them the ability to 
make any necessary changes to a student’s overall profile.  When the necessary changes are 
complete the user can select “Save.”  Alternatively, the user can select “Cancel” to discard 
any changes and be redirected back to the Student Interface.  

 

• A link on the bottom right of the Details for Class table reads “Download Students in this Class 
(Excel CSV)” and automatically generates an Excel CSV file for the table of students.   

 



3.4. STUDENTS 

The Students tab is used to track, view, edit, or add student(s) to the system.  Clicking on the Students 
tab displays a list of all students participating in an assessment.  DTC and DTC/STC have the option of 
selecting the checkbox next to “View students across all subjects and students not assigned to a class.”  

Note: The students in the system are dependent upon Pre-ID files uploaded by the State. Once a 
student’s information has been via a State Pre-ID file, the student’s information becomes un-editable 
with the exception of the student’s school and district. Students that were manually added to the 
system by a school or district level user and students that were not included in the Pre-ID file are 
completely editable until they are accounted for on a State Pre-ID file.    

 
From the Students tab, users can do the following: 

• Select the check box to “View students across all subject and students not assigned to a class.” 

• Skip to a different page by clicking the “<<<” and “>>>” buttons. 

• Jump to a different page by entering a page number in the “Jump to Page” text box and 
clicking “Go.” 

• View all students by clicking the “View All” button. 

• Search for a particular student by SIMS ID or last name by utilizing the “Search by SIMS ID/Last 
Name” text box and clicking the corresponding button.  

A. MANAGE STUDENTS TABLE 

The Manage Students Table on the default Students’ tab homepage contains the following columns 
(from left to right): SIMS ID, First Name, MI, Last Name, Subject 

• The “View/Edit” link redirects the user to an interface to edit a student’s information.  See Section 
3.4.C. 

Class, Subject, and Course.  

• To sort any of the columns in ascending or descending order, click on the blue column name. 
Clicking once will sort the column in ascending order. Clicking again will sort the column in 
descending order.  



• A link on the bottom left of the Details for Class table reads “Download Students List (Excel CSV)” 
and automatically generates an Excel CSV file for the table of students.   

 
• Upload Pre-ID File. Click the link above the Manage Students table to upload a Pre-ID file. Click 

the “Choose File” button to locate the Pre-ID file and click “Upload.”  Users may upload Excel 
files (.xls or .xlsx) and text files (.txt).   

 



B. ADD A STUDENT 

A link entitled “Add Student” appears in the top right hand corner of the student table. All user types are 
able to add Students. Selecting “Add Student” redirects users to a blank student profile page where the 
user can enter the necessary demographic and testing information to add a student. Required fields 
are indicated with a red asterisk. 

 

 

When a new student is entered, the user selects “Save.”  If any required fields were not completed a 

warning sign  will appear next to that field. If the user hovers their mouse over the warning sign, they 
will be given instructions stating what caused the warning sign to appear.  

C. VIEW/EDIT A STUDENT 

Selecting the “View/Edit” link in the Manage Students Table redirects users to an editable version of the 
Students Profile screen.  All user types can edit any information in a student’s profile.     

 

 

 

 

 

 



3.5. TEST SESSIONS 

The Test Sessions interface displays the list of test sessions scheduled for the selected subject and 
administration and their status.  

 
In addition to filtering by School, the Test Sessions page is also driven by dropdown selections for Test 
and Testing Status provided to all users.  The Test Status options include: All, In Progress, Finished, Not 
Started.  The Tests dropdown includes: EOC, Formative.  

A. SCHEDULE TEST SESSIONS 

Selecting this link redirects the user to the Schedule Test Sessions interface.  Users make the following 
selections:  

1) Test Type. Users select either EOC or Formative. 

2) Tests. A list of available tests is provided, driven by the Test Type dropdown menu. 

3) Forms.  A list of forms is provided, driven by the Test dropdown.  Users can select multiple forms 
by holding down the Control key on their keyboard and clicking on the form names.  Users can 
select all forms by clicking on the “Select All Forms” button.  If multiple forms are selected, they 
will automatically be spiraled.  

4) Classes.  A list of available Classes is provided, driven by the School dropdown menu.  All Classes 
are listed, even if they have already been scheduled. Users can select multiple Classes by 
holding down the Control key on their keyboard and clicking on the form names.  Users can 
select all Classes by clicking on the “Select All Classes” button.  If a Class is selected that has 
already been scheduled for testing, the user will receive notification after selecting “Schedule 
Test Session.”  A Class cannot be scheduled for more than one test session for any given Test.     

5) Start Date.  A calendar is provided for users to select a starting date for a test session.  Dropdown 
menus are provided to indicate the starting time. Test sessions must be coherent with the test 
window specified in TestBuilder. Dropdown menus are provided to indicate the starting time. 



6) End Date.  A calendar is provided for users to select an end date for a test session.  Dropdown 
menus are provided to indicate the ending time.  

 

Users are able to utilize the checkbox next to “Use single password for all students” (available only for 
Formative test types). 

Once a test session has been scheduled, the Session will appear on the main Test Sessions page and 
usernames and passwords will be generated for all scheduled students.  The usernames and passwords 
generated can be utilized at any point within the specified Test Sessions window.  



B. TEST STATUS TABLE 

Data in the Test Sessions table is driven by the dropdown menus described above.  The columns 
displayed include: School, Teacher/Class, and Testing Status.  Users can click on a column heading to 
sort the table in an ascending manner; clicking a second time will initiate a descending sort.  Users can 
page through the table, jump to an indicated page, or select the “View All” button to have all 
scheduled sessions listed on a single page.   Two links are available for each row of data: “View 
Details/Student Logins” and “Delete.”   

 

1) View Details/Student Logins link.  This redirects users to a page providing student logins.    

 

a. Registered Students table.  This table contains the following columns from Left to Right:  

i. Last Name. 

ii. First Name. 

iii. Username. 

iv. Password. 



v. Status.  Status will read “Not Started” until a student has begun an exam, “In 
Progress” while a student is actively taking an exam, and “Finished” once a 
student has completed the exam.  Note for the Practice Exam, the Status column 
will always reflect the first time a student took the exam, even if they have taken 
the exam multiple times.  Multiple trials will not be reflected in the registered 
students table.  

vi. Date/Time Started.  The date (in the form mm/dd/yyyy) will appear above the 
time (hh:mm:ss AM/PM).  

vii. Date/Time Completed. 

viii. Invalidate.  Invalidating a student’s test session means that the student’s test 
scores are reported as invalid within Data Interaction.  An invalidated test cannot 
be changed back once this is selection is confirmed.  If a student’s test session is 
invalidated while the student is taking the test, there will be no interruption to the 
student in the iTester Client. 

b. A link entitled “Print Student test logins (Avery label 5160)” is above the Registered 
Students table.  Clicking this link generates a PDF in a new window.  This PDF may be 
printed on Avery label 5160 sheets for easy distribution to students at test time. 

c. Students Not Tested across all sections will be listed below the registered students section, 
once the “Complete Testing” button has been selected on the Dashboard.  A student’s 
name will appear in this section if they were scheduled for a test but did not complete 
the test prior to testing being completed.  

2) Delete.  If a user selects the Delete link a popup will appear which reads “Are you sure you want 
to delete this Test Session?”  Selecting “yes” will delete the scheduled Test Session for the 
corresponding Class.  Selecting “no” will redirect the user back to the Test Sessions screen.  
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