How to Add Teachers to the NCSC Assessment Platform

Directions:
A short tutorial can be found here: http://www.ride.ri.gov/InstructionAssessment/Assessment/AlternateAssessments.aspx#183317-ncsc 
1. Before you can add any users, you need to make sure you have (or do) the following:
a. Activate your own account in the NCSC Online Test Platform. 
b. Each teacher’s first name, last name, and email address. 
c. Each teacher’s school name
d. Decide on a generic password so teachers can activate their account.
2. After you enter a teacher and create an account, the teacher will receive an automated email that contains directions for logging in activating their account. 
a. If you add teachers before March 12th, there will be NO online training modules for them to view.
b. Teachers cannot view tests or test materials until they complete the training requirements, pass the final quiz, and achieve an 80% on that final quiz. Only after all three conditions are met will teachers be able access the test materials. 



Adding Users (Teachers) to the NCSC Online Test Platform
 (
STEP 1: 
After logging in, c
lick on “Actions” and select “Add User”.
)[image: ]Step-by-Step Instructions and Screen Shots:
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STEP 2
: 
Enter all of this information for the first teacher on your list.
)
 (
S
TEP 6
:
 Click “Create new account”. DO NOT click this until you “associate selected organization” or you won’t be able to create a new account.
) (
S
TEP 5
:
 Select the school. As a district administrator, you will see ALL schools in your district. Select the school for the teacher, 
then
 select “Associate Selected Organization”
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STEP 4:
 Enter the teacher’s first and last name. You will have to scroll further down the web page.
) (
STEP 3
: 
Select “Active”; select “test administrator” and select “Notify user of new account”. This ensures they receive the automatic email.
)
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