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Test Management Step by Step Guide
Teachers and School Administrators

Overview

My scheduled tests - Tests scheduled by you, your school, or your district
Step 1: Print student test materials

• Choose paper or online testing for each student
Step 2: Print test booklets
Step 3: View Student Roster

• Roster of students assigned to the test
• Monitor online testing status

Step 4: Add/Remove Students
• Assign more students to the test

My test library - Lists tests created by you in Test Construction
Step 1: Assign tests

• Set test windows
• Assign students to test

Step 2: Return to My scheduled tests, or print materials for this assignment
Optional: Copy test

• Create a copy of the test to allow it to be edited in Test 
Construction

Other: Interim Tests – Practice Test - Differences for School Administrators
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Teacher - Login

Sign into RIDEmap with your username and password. 
If you need a username and password, click Register for a New Account.
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Teacher - Login

Once signed in, click on the IMS link.
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Teacher – IMS Dashboard

From the IMS RIDE Dashboard, hover over the Rhode Island Interim 
Assessments link and click on Test Management.
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Teacher – Test Management Home Page

My scheduled tests: Lists tests already scheduled by you, your district, 
or the state. 

My test library: Lists tests created by you that are available to be
scheduled. 
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My test library - Actions

Actions: Choose to assign the test to students or create a copy of the 
test. 

Note: if you create a copy, the copy is placed in the Test Construction 
Tool as a draft test, to allow you to make edits.  Once you finalize the 
test, it will appear in My test library.
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My test library – Assign test

Step 1 - Assign test: 
1. Set an administration window for the test, if desired.  The default 

window is one calendar year from the date test was created. 
2. Assign students to the test. Students are grouped by section. Use the 

arrow to open each section and view the list of students. If students 
are missing or incorrect, contact your data manager or the RIDE 
helpdesk. 

1

2
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My test library – Assign test

Step 2 - Assign test: A message lets you know your test has been 
assigned. The test will now appear in My scheduled tests, with the chosen 
start date and end date.  If you wish to create a new administration 
window for the same test, select “Create a new assignment” . The other 
options can be accessed here or through My scheduled tests.
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My scheduled tests

My scheduled tests: Return to the My scheduled tests home page to 
review the rest of the options under “Actions”
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My scheduled tests - Actions

1

2

Note: Available actions depend on the start date of the test. In example 1, 
above, the start date has passed and the user can access all test materials.
In example 2, the start date has not yet happened.  The user can only add or
remove students assigned to take the test.
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My scheduled tests – Student test materials

Step 1 - Print student test materials : click to choose paper testing or 
computer testing for each student assigned to the test. 
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My scheduled tests – Student test materials

Print student test materials : Select individual students or the entire 
roster. Next, choose Answer sheets or Online test tickets. Then, click 
“Print”. Every student needs a test ticket to login to computer-based test. 
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My scheduled tests – Student test materials

Paper-based Testing: A new tab will open and present a file of student 
answer sheets for every student selected in the previous step. Student 
information is pre-populated into the box in the upper right corner.  
Answer sheets are unique to each student and cannot be photocopied.  
Print this file.
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My scheduled tests – Student test materials

Computer Testing : A new tab 
will open and present a file of 
login tickets for every student 
selected in the previous step. 
Each student will need a login 
ticket to access computer-
based tests.  Print this file, cut 
out the individual login tickets, 
and distribute them to 
students.
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My scheduled tests – Print test booklets

Step 2 - Print test booklets: click to access test booklets to preview the 
test or to print test booklets for students taking the test on paper.
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My scheduled tests – Print test booklets

Print test booklets: click to access test booklets to preview the test or to 
print test booklets for students taking the test on paper.
Test booklet: a new tab will open with a PDF of the test booklet.  Print 
this file and photocopy it, as needed. Make sure students have the 
correct test booklet to match their answer sheets. 

Tip: There is only one form of the fixed-form interim tests this year.  It is 
no longer necessary to match the test booklet with the form on the 
answer sheet.
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My scheduled tests – student roster

Step 3 (optional) - View/print student roster: use the student roster to 
view the students currently assigned to the test. 
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My scheduled tests – student roster

Student roster: View the entire roster of assigned students, or select 
Section view.

Tip: Refer to the Test Status column during computer testing for a status 
on students who have not logged in, are actively testing, or have 
submitted tests.
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My scheduled tests – Add/remove students

Step 4 (optional) - Add/remove students: add more students to the 
administration. 
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My scheduled tests – Add/remove students

Add/remove students: add more students to the administration. Add/remove students: use the check boxes to add more students to the 
administration. You cannot change the administration dates from this 
screen, that must be done when the test is originally assigned.

Tip: You do not remove students from a test assignment.  Simply do not 
print answer sheets or test login tickets for any student who will not be 
taking the test.
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My scheduled tests – Interim Tests

Interim tests: The fixed-form interim tests are offered three times per 
year. They are listed under their own test administration (1). They will 
have a test administration manual available in the “Actions” menu (2). 

Fixed-form interim tests must be assigned to each school by the district, 
and to each section of students by the school administrator. Then, 
teachers will see the tests in My scheduled tests. 

1
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My scheduled tests – Practice Test

Practice test: There is a practice test available for computer testing only. 
The test is listed under it’s own administration, and the same procedures 
apply for assigning students and printing test tickets. 

The practice test is designed to allow students to become familiar with 
the online testing interface.  Every student who will be testing online 
should take the practice test at least once. 
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School Admin. & Admin. Assistant Roles

School Administrator & Administrative Assistant Roles: These school-
level roles function much the same as the teacher role in Test 
Management.  

Tests must be assigned to sections by the school-level role.  School 
Administrators can then choose to print testing materials or have 
teachers do those steps.
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School Admin. & Admin. Assistant Roles

School Administrator & Administrative Assistant – Assign test: 
School-level roles see all sections within the school.  Choose the 
appropriate sections to assign the test to.  Interim tests, tests created by 
the district, and test created by the School Administrator must be 
assigned to sections in order for teachers to see the tests in Test 
Management. 

The administration window can also be narrowed, if desired.
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School Admin. & Admin. Assistant Roles

School Administrator & Administrative Assistant – My Scheduled 
tests: All actions for scheduled tests are the same as for a teacher.

School administrators may choose to have teachers print materials for 
their own sections.
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School Admin. & Admin. Assistant Roles

School Administrator & Administrative Assistant – Print materials: 
School-level roles must select a section to view a roster or print student 
test materials.


