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School Administrator/Admin. Assistant – 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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School Admin./Admin. Assistant - Login

Once signed in, click on the IMS link.
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School Admin./Admin. Assistant – IMS Dashboard

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

Step 1: The home page lists available tests. Hover over “Action”
in the row for the test you plan to administer. 
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School Admin./Admin. Assistant - 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 access
the test manual.
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School Admin./Admin. Assistant - Actions

Step 2(optional) : Select “View/print student roster” to view a roster
of students assigned to the test.  Students are automatically assigned
based on Teacher-Course-Student data.  If students are missing or
incorrect, contact your data manager or the RIDE helpdesk. 
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School Admin./Admin. Assistant - Student Roster

The student roster is displayed by section. Each section is a class. 
Select the section you wish to view. To go on, select “return to test 
management”, at the bottom of the screen.
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Student Roster (before form assignment)

The student roster does not include a test form at this point.  Student
test materials must be generated before the “Form” column will
be populated.  Select “return to test management” to go on.
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Print Test Manual & Test Booklets

Step 3: Select “Print test manual”.  The manual will open as a PDF to print
or download. The manual is the same for all tests.  

Step 4: Select “Print test booklets” if you are doing paper-based testing.  
Print one copy of the file. Photocopy individual forms as needed. 
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Student Test Materials 
(Login Tickets & Answer Sheets)

Step 5 : Select “Print student test materials” to access Student 
Login Tickets and/or paper answer sheets for every student 
taking the test.
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Answer Sheets & Login Tickets

Step 6 : Select the section you for which you wish to generate answer 
sheets and/or login tickets. You must print materials one section at a time.
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Answer Sheets & Login Tickets

Step 7 : Click the checkbox for the method of testing for each student. If 
every student is using the same method, click the box at the top of the 
column. Next, select “Print”. 
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Print Answer Sheets

Step 8a – 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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Print Student Login Tickets

Step 8b – 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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Roster with Forms Listed

Helpful Tip for Paper-Based Testing: Return to the student roster after 
generating answer sheets. The “Form” will now be populated.  There are 
multiple forms of each test.  Sort by form to determine how many 
photocopies of each test form are necessary.  The test form must match the 
form pre-populated on each student’s answer sheet.
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Student Roster – Test Status

Helpful Tip for Computer Testing: The Test Status column indicates online 
testing status.
• Blank (…): the student has not yet logged into the test
• In progress: the student is actively working in the test or has logged out 

between sessions
• Submitted: the student has submitted the test for scoring. To unlock a 

test submitted in error, hover over “Submitted” and click “Reopen”
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Practice Test (online only) 

The Practice Test is for computer-based testing only.  Every student should
take the practice test at least once to become familiar with the testing
interface. 
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Assign Practice Test

Students need individual login tickets for the Practice Test. Go to the “Print 
student test materials” screen. Select the appropriate section, and then 
select and print login tickets.
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Practice Test Login Tickets

Login tickets for the Practice Test look the same as login tickets for real
tests. Students will log in using their user name and password, and then 
select the test they will be taking. A student’s user name and password is 
the same for all assigned tests.


