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(this sheet can be used for student handouts)

1. Using Microsoft Explorer, students should go to the NCRC Test portal from the Favorites list. They
should go to the student login site.

2. Have students fill in the login information. The student login and password is typically the student
ID number. You should have been sent a student list of the students in the system.

3. Have students go to My Account on the left.

My Account

References

4. Fill out all starred information and save.

* State/Province: | Washington

* ZIP Code: 98270

If a student does not have a login:

Have students Create Account. You will either have to register /authorize this student individually, or
add them to the correct period group. See “Registering and Authorizing a Test for an Individual Stu-

dent” or “Adding a Student to a Group” page in this packet.

Flease Enter
User ID

Flease Enter

Fassword ! '

|L-:|gin| |F|:|rg|:|t U=zerid or F'asswn:lr:l| |I:reate Account
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Registering Students for a Test

Important Note: This does not have to be done within the 30 minute window. It
can be done anytime. ““Registering” is equivalent to signing students up for the
tests. The next step, “Authorizing,” does have to been done within the 30 minute
window. Authorizing is giving students permission to start the test.

Note: Must be done no earlier than 30 minutes before students take the test. (note: students can also do this indi-
vidually after they login)

1. Log into the testing center. (Your Login is case sensitive)

2. Go to Group Management

Home
E Recommended Test Order
My Account <

User Management . .
. Locating Information

User Batch Load
Account Management Applied Mathematics

Group Management Reading for Information

Drafila Manamnaman +

3. Search for your testing period.

Spring 2013 Period Code = School Initials - Teacher Abbreviation - Period
(For Example)

JHS Codes:

JHS-Mont-2

JHS-Mont-3

JHS-Thor-2

Name: | JHS-Smith-4

Type: | v|

ContextD:

TIP: for searching, put your last name in + %. This will do a wildcard search.



4. Select your period and choose Register.

e oo U Wil Ldid sedicliiss.

LT e =i M Edit§ More actions. .
More actions. ..
Authorize
Unauthorize
® bowers€ gyail

Reqgister
0 BowersN Delete

O Chambers3

5. On the next page select “Create”

Create

6. Select the correct test (s) and then “Submit”

Note: You will typically want to register students for all three tests the first time. This will save you from going through these steps

again

Edit User: 116001G

T

‘ Select and Byl

Title

Applied Math Preparatio

Applied Mathematics



7. Choose financial role as “WorkKeys-Education”. Press “Submit”

Finance
* Financial Profile:? v
‘= Required

WorkKeys - Education
el s

If you are going to immediately authorize the test after you register, follow steps 9 and 10. Otherwise go to the next page.

8. Choose a test to authorize and select “Authorize”

Select and Maore actions... w
More actions..
m Title Authorize
Instant Report
| Ticket /s
©  Applied Niciony ents
Assign Forms To Registration

9. Status should say “Pending”. Students can log-in and start.

pDate | status |
2013

10 PM Pending



Authorizing Students for a Test

Note: Must be done no earlier than 30 minutes before students take the test.

1. Log into the testing center.

2. Go to Group Management

[
Home E
My Account .

User Management

User Batch Load

Account Management
Group Management
Drafila Manas~namant

3. Search for your testing period.

Spring 2013 Period Code = School Initials - Teacher Last Name - Period

Example: EHS-Chambers-3

Name:| JHS-Smith-4

Type: | v

ContextlD:

TIP: for searching, put your last name in + %. This will do a wildcard search.

4. Select the period

®)} Chambers3



5. Select Authorize under More Actions

LTS M Editl More actions. ..

More actions. .
Name  Authorize

I lem i il iy m

6. Select the correct test and authorize

Students are ready to log-in and take test.



Loading a new student into the system

If you want to add student manually follow these steps. Alternately, have them do
this themselves. See the bottom of the first page of this packet.

1. Log into the testing center.
2. Go to User Management

My Account
User Management

3. Choose Create in the lower right hand corner:

4. Fill out the starred information + the password and username.

* First Name:?

Note: you can use any password/ExamineelD/userID. | used student number for all
three.

5. Select “Submit” at the bottom

Submit| |Cancel

6. Select Role as “Examinee” and the “Submit”

vl Examinee



7. If the student’s class has not taken the assessment you can add the student to your
period’s group. (If you do not do this, you will need to register the test for the student
individually. See the next page on how to do this.)

Select “Add” under Group

LR FV L Group

8. Search for the period and then select “Add”

Search Criteria

Mame’| chambers3

Description:

Type: | v

Cwner:

Search

select and select AlllDeselect All

Soeci[vame ——— [ooserpton

¥l  chambers3



Adding a student to a group.

You will need to do this if a student created their own account at the
login page. Alternatively you can register/launch the test individually.
By adding them to your period group you will be able to include them in
your class reports (otherwise you would have to do it individually).

1. Go to group management on the left Group Management

_ Search Critena
2. Search for the period group

Mame: |

3. Select and Edit

(E1GT Users I
I

5. Select Add and search for the student to add to your group.



Registering and Authorizing a Test for an Individual Student

If a student is absent you will need to authorize a test. Remember that you have a 30
minute window. Also, if a student was not registered in a group, you will need to register
and authorize.

The following instruction are for registering and authorizing.
1. Log into the testing center.

2. Go to User Management

My Account
User Management

3. Search for the student

Search Criteria

Last Mame:

First Mame:

User |0

4. Select the student and press “Edit”

Select and De

i Mavwall

5. Select “Registration” and then “Create”

Create




6. Select the correct test and then “Submit”

‘ Select and el

Title

0  Applied Math Preparatic

vl  Applied Mathematics

7. Choose financial role as “WorkKeys-Education”

Finance

* Financial Profile:? v

= Required

WorkKeys - Education
LIEHT dlce

8. Choose the test again and “Authorize”

Select and More actions. .. w
More actions...

Title Authorize

Instant Report

| Ticket /s

®  Applied History ents

Assign Forms To Registration

9. Status should say “Pending”

 Date | status |
2013

10 P Pending

Student is ready to sign-in and take the test.




