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Introduction to the User Guide

This user guide supports Scorers using the Teacher Hand Scoring System (THSS) to score test
responses that require human scoring for the South Dakota Smarter Balanced Interim
Assessment.

Organization of the User Guide

e Overview of the Teacher Hand Scoring System provides an oveniew of THSS.

e Accessingthe Teacher Hand Scoring System explains how to log in to THSS.

e Usingthe Teacher Hand Scoring System describes the overall layout of THSS and highlights
the important tasks and functions.

Document Conventions
Table 1 describesthe conventions appearing inthis guide.
Table1.Key Symbols andElements

| Element | Description ‘

Alert: This symbol accompanies importantinformationregarding a task that maycause minor
errors.

Lo bl

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

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

Intended Audience

This user guide is intended for Scorers and Score Managers responsible forscoring or
reassigning hand-scored items for students. To use this system, you should be familiar with
using a web browserto retrieve data and with fillingout web forms.
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Forinformation about supported browsers and operating systems, refer to the System
Requirements.

Forinformation about hardware and software requirements, referto the Technical
Specifications Manual.

Forinformation about registering studentsforassessments and managing useraccounts, refer
to the TIDE User Guide.

Forinformation about administering online testsin the Test Delivery System, referto the Test
Administrator User Guide.

For information about viewingreports, referto the Online Reporting System User Guide.

Alluser guidesand related documents for the South Dakota Smarter Balanced Assessment
systemsare available onthe portal (http://sd.portal.airast.org).
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Overview of the Teacher Hand Scoring System

The Teacher Hand Scoring System (THSS) allows Scorers to score items responses that require

human scoring. When studentsin a testsession submit an assessment, the hand-scored items

are sent to THSS, where Scorers can view students’ responsesto each item and enter scores or
mark them with condition codes.

The following users can access THSS:

e Scorers: Scorers can use THSS to score the hand-scored itemsfor any student whose items
they are assigned. Items are assigned by defaultto the Test Administratorfor that student’s
test session. School-level Scorers can reassign items to other Scorers in their school, and
district-level Scorers can reassign items to other Scorers in their district.

e Score Managers: These userscan view a list of items completed by any student associated
to their school (if a school-level user) or district (if a district-level user) and reassign them to
any Scorers intheir school or district (dependingontheiruser level). However, Score
Managers can onlyview student responses to items that have been assigned to them. Score
Managers can also score item responses that have beenreassigned to them.
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Accessing the Teacher Hand Scoring System

This section contains information about how to login to THSS and how to switch between other
systems.

To access THSS, you must have an authorized username and password.

To log in to THSS:

1. Openyour webbrowser and navigate to the Figure 1. Card for THSS
portal at http://sd.portal.airast.org.

2. Clickthe Test Coordinators or Test
Administrators card.

3. Clickthe Teacher Hand Scoring System card. '

The Please Log In page appears. Teacher Hand
Scoring System

The South Dakota Smarter Balanced Assessment systems, including THSS, use an integrated
Single Sign On (SSO) system that allows usersto login once and access all available applications.
SSO integrates the followingapplications:

e Test Information Distribution Engine (TIDE)

e TA Practice and Training Site

e TAInterface

e Online Reporting System (ORS)

e Teacher Hand Scoring System (THSS)

Access to all systems and their tasks and featuresis dependent onyour userrole.

The top left corner of your browser contains a drop-down list that displays the applicationsyou
can access. From the drop-down list, select the application you want to switchto. The main
page for that application appears and you do not have to log in again.


http://sd.portal.airast.org/
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A Warning: If you areusing the TAInterface or TAPracticeand Training Site and you navigateawayfrom
it, your session stops and all students in the session arelogged out. You cannot resume your session.

You mustcreatea newsession, and yourstudents mustlogin again to resume testing. Refer to the
Test Administrator User Guide for moreinformation.
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Using the Teacher Hand Scoring System

Using the Teacher Hand Scoring System

This section explains how to use THSS to enter scores for responses, mark responses as
complete, and reassign responses to otherScorers.

Overview of the Response List Page

Afteryou login, the Response List page appears (see Figure 2). Thistable populateswith the
responses assignedto you to score. You can use the navigationlinksin the bottom-right corner
toviewall the responsesin the list. To access this user guide, click Help in the banner.

IR R

Figure 2. Response List Page (Top)

If you area Score Manager, this table displays the hand-scored responses for all the students in your
associated school or district, depending on your user level.

Logaged in as ownitemscorer01@example.com | Help | Logout

‘Sﬂ.’g&e’m Teacher Hand Scoring System - Response List

Test: | Select Test .. ¥ | Session: | Select Session.. v
[] MName Item Session Status Score
]  MATTHEW DAGENAIS 13312: CellPhone_G_Stim1_ltem4 test-al44-1 Mot Scored Score
]  ALAMA OLEMDORF 13310; CellPhones_6_Stime1_ltem5 test-al44-1 Mot Scored Score
[ KYESHABUCKHAM 13313: CellPhone_6_Stim1_ltemB test-a044-1 Mot Scored Score

Figure 3. Response List Page (Bottom)
[  ASHLEY HOGSTAD Marshmallow Experiment TEST-5777-1 Mot Scored Score
[[]  ZOEY UMRUH Marshmallow Experiment TEST-5777-1 Mot Scored Score
[[] ALEXCIS HACKMNER Marshmallow Experiment TEST-5777-1 Mot Scored Score
First Previous 1 2 3 4 MNext Last

Showing 1to 25 of 111 entries

Reassign All Selected

Mark Selected As Complete
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Table 2 describesthe columns in the Response List table.

Table 2. Response List Table Columns

Column | Description

Name Name of the student.

Item Name of the hand-scored item.

Session ID of the session in which the student completed the test containing this response.
Status Not Scored indicatestheresponsestillneeds to bescored.

Tentatively Scored indicates the response was scored but still needs to be marked as
complete.

Assigned To* | The Scorer to whomtheresponseis currentlyassigned.

Score

Clickthe button in this column to enter a score for the response .If you are a Score Manager,
you can only enter scores for responses thatareassigned to you.

*This column only appears inthe Response List table for Score Managers.

Filtering the Response List Table

You can

use the drop-down lists on the Response List page to filterthe responses that appearin

the table. Scorers can filterthe table by test and/or session. Score Managers can filterthe table
by test, session, grade, subject, and/or assigned Scorer.

To filter

the list of items:

1. Open adrop-down list above the Response List table.

Figure 4. Test Filter

Test: | gelect Test.. 4 | Session: | gelect Session... v

| Q

i Item Session Status Score

Select Test...

(SBAC)SBAC-

ICA-FIXED- E . i .
] GEM-Pert- ‘ ‘ 13312: CellPhone_6_5Stim1_ltem4 test-a044-1 Mot Scored Score

CellPhonePlan- | 4

»

MATH-6-Winter-
[ | 2014-2015 13310: CellPhones_G_Stime1_ltem5 test-a044-1 Mot Scored Score

(SBAC)SBAC-
ICA-FIXED-

O G7M-Perf-
CampingTasks-
MATH-7-Winter-

[} 2014-2015 6116: Camping.7.5tim1.ltem3 test-a044-1 Mot Scored Score

13313: CellPhone_6&_Stim1_ltem& test-a0d4-1 Mot Scored Score

m

(SRAMSAAT-

2. If youseethe optionyou wishto select, clickit. Otherwise, enterthe desired optionin the
search bar. The table updates to show only responses associated with the selected option.

3. To applyadditional filters, repeat steps 1-2 with a differentdrop-down list.

7
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Sorting the Response List Table

You can sort the Response List table by student name, item, session ID, or response status.

“***] | ScoreManagers canalsosortthe Response Listtable by the assigned Scorer.

To sort the table by one of these columns:

1. Clicka column header. The table liststhe responses by that column in ascending order.

a. To sortthe responsesindescendingorder, click the column header again.

When scoring responses, you can eitherassign a score to the response or mark it witha
condition code. Condition codes are used for any item you cannot score due to the nature of
the student’sresponse. If a single item consists of multiple scoringcriteria, you should entera
score or condition code for each criterion. For a description of the available condition codes,
see Appendix A. Condition Codes. For more information about how to score responsesand use
condition codes, referto the Smarter Balanced Hand Scoring Rules document.

Entering Scores for Responses

This section explains how to enter scores and condition codes for responses.

To score responses:

1. Inthe Score column of the Response List table, click Score for a response. The Score
Response page appears, displayingthe item rubric and studentresponse.

2. Inthe Responsesection of the Score Response page, review the item stem and the student’s
response. To view the item’s passage and an example of a perfect response, click Exemplar.

Figure 5. Response Section

Response

4

| ¥
L)

(~[=][=]|®)
(=] o [~]l3)
[e][o][«] ®

°|
1

Submit Score Back
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4. Inthe Rubric section, review the rubric descriptionand do one of the following:

a. To entera score for the response, manually entera numerical score in the Score field or
use the arrow button in thisfield to enterthe score in increments of one. The score
cannot exceed the valuein the Points column.

b. To assigna condition code to the response, selectthe appropriate option from the
Condition Code drop-down list.

Figure 6. Rubric Section

Rubric Exemplar Training Guides
Description Points
a) Inference here
b) Text-supported example: *... (paragraph reference) q
c) Inference here.
d) Text-supporied example: “...." (paragraph reference)
Scoring Criteria Points Score Condition Code
Organization/Purpose 4 s Mot Applicable E|
Evidence/Elaboration 4 s NotApplicable E|
Conventions 2 < Not Applicable E|
=it . . . . .o .
To view a guidefor scoring the student res ponse, click Training Guides.

5. If the item consists of multiple scoringcriteria, repeat Step 3 for each criterion.

6. When you finish enteringscores for the response, click Submit Score at the bottom of the
page.

7. To navigate to the Score Item page for a differentitem, click Previous Response or Next
Response at the top of the page (the order of responsesisdetermined by the selected
sorting on the Response List table). To return to the Response List page, click Back to
Response List. The item status now displays “Tentatively Scored.”
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Afterenteringscores or selecting condition codesfor responses, you should mark the responses
as complete to finish the process.

To mark responses as complete:

1. Onthe Response List table (see Figure 2), mark the checkbox for any responses you have
finished scoring.

2. Click Mark Selected as Complete.

3. Inthe window that pops up, click Mark Selected as Complete. Once you mark a response
complete, it issubmitted and can no longer be edited or viewed.

THSS automatically assigns a response to be scored to the Test Administrator for the sessionin
which the student tested. If a studentstarted a test in one session, and completedit inanother,
the response will appear only to the Test Administrator who proctored the sessioninwhich the
student completedthe test.

You can reassign responses to other Scorers in your school. Those users associated witha
district can reassign a response to anyone within theirdistrict.

To reassign responses:

1. Selectthe checkboxfor any itemsyou wishto Figure 7. Reassign Selected Students

reassign. Window

2. Click Reassign All Selected. A window pops up. Reassign Selected Responses

3. Inthe popup window, selecta Scorer from the Reassign Selected Responses To
drop-down list. Only users associated with
L Select a Scorer |v|
your school or district appear.
4. Click Reassign. The selected responsesare
reassignedto the selected Scorer. They no
longerappear on your Response List table. You
Reassign Cancel

will no longerbe able to access thisresponse.

10
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Appendix A. Condition Codes

For more information about how to score responsesand use condition codes, refer to the
Smarter Balanced Hand Scoring Rules document.

Condition Code Description

Blank Studentdid not enter a response.

Insufficient a. Student has not provided a meaningful response.

Some examples:

e Random keystrokes

e Undecipherable text

e “I hate this test”

o “| like pizza!” (in response to a reading passage about helicopters)
e Response consists entirely of profanity

b. for ELA Full Writes, use the “Insufficient” code for responses described
above and also if:

e Student’soriginal work is insufficientto make a determination whether
he or she is able to organize, cite evidence/elaborate, and use
conventions as definedinthe rubrics.

e Responseis too briefto make a determinationregarding whetheritis on
purpose or on topic.

Non-Scorable e ELA/literacy: Language other than English.

Language e Mathematics: Language other than English.

Off Topic For ELA Full Writes Only

e A writingsample will be judged off topic when the responseis unrelated
to the task or the sources or shows no evidence that the student has
read the task or the sources (especially forinformational/explanatory
and opinion/argumentative).

e Offtopicresponsesare generally substantial responses.

11
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Off Purpose

For ELA Full Writes Only

A writingsample will be judged off purpose when the student has clearly
not written to the purpose designatedinthe task.

e An off-purpose response addresses the topic of the task but not the
purpose of the task.

¢ Note that students may use narrative techniquesinan explanatory essay
or use argumentative/persuasive techniques to explain, forexample,
and still be on purpose.

e Off purpose responses are generally developedresponses (essays,
poems, etc.) clearly not written to the designated purpose.

12
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Appendix B. User Support

If thisdocument does not answer your questions, please contact the South Dakota Smarter
Balanced Assessment Help Desk.

The Help Deskis open Monday—Friday from 7:00 a.m. to 7:00 p.m. Eastern Time (except
holidays).

South Dakota Smarter Balanced Assessment Help Desk

Toll-Free Phone Support: 1-855-838-8378

Email Support: SDHelpDesk@air.org

If you contact the Help Desk, you will be asked to provide as much detail as possible aboutthe
issuesyou encountered.

Include the followinginformation:
e Scorer name and IT/network contact person and contact information
e ResultsID for the affected student tests
e Operatingsystem and browser versioninformation
e Any error messages and codes that appeared, if applicable
e Informationabout your network configuration:
o Secure browserinstallation (toindividual machines or network)
o Wired or wireless Internet network setup
o Internetbrowser and version

Referto the Help Desk Information Template on the portal for a more detailed list of
information to provide the Help Desk when reportingan issue.
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