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To make a test: 

· Highlight the disk or folder that the new test will be saved in

· Go to Test, then click  New
‘Create New Test’ Window:

· Name test using no spaces.  Names can be changed later.  Names should be recognizable to students.


· Closed Book:  Students are allowed to review and change answers, but closed book will not indicate incorrect responses.
· Survey:  Allows questions that do not have a correct answer.
· Open Book:  Students are allowed to review and change answers.  Open book will indicate when answers are wrong and calculate the number of attempts into the final score.
· Randomize Questions, Randomize Answers:  Same test showing different views for each student.  Does not randomize either for printing.
· Auto Email Results to:  Enter Email address to receive each student results.
· Competency Percent:  Percent needed to pass.
· Time Limit:  Tests are not required to have a time limit.  Can be left blank.
· How should the questions be displayed:  All at once, one at a time, or allow students to decide.
· Select questions from the ITEM POOL:  Select or de-select state Item Pool questions.  If de-selected, will go straight to the Add question screen.
· Show Full Report: Allows a student to see a report of the test when they have finished taking it. 
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Choosing ITEM POOL Questions:

· Choose Subject and Grade.
· Choose Core Document for secondary
· Choose Question Type:
· Forced Response: Multiple choice

· Essay:  Does not score.  Rubric is for your reference.
· Matching:  Provides two columns to match correct answers

· Short Answer:  Does score.  Teachers will have filled in acceptable answers.

· Performance:  In class task.  Must be scored manually by teacher before the end of the test to add results into total score.
· CRT Blueprint places proportionate number of questions from each standard and objective as it is emphasized on the CRT.
· Clicking on a Standard or Objective will show its description.
· [image: image6..pict]May manually choose number of questions from either the standard or objective level, not both.
· Click Add Questions and Finish to view questions.

Questions:

· Questions can be re-ordered and viewed as a list by clicking on the  list view icon 
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[image: image8..pict]in the upper right corner. 
Check the box next to a question to Edit, Search, Cut, Copy or Delete.
· To add a question, go to Question and New. 
Publishing a Test:

· Highlight test name in left column.
· Go to Test, then Publish.   A red ‘P’ by test name indicates test has been published.

· To turn off publish, highlight test name and go to Test and click Publish again.

To make a folder:
·  Go to Folder, (menu under UTIPS logo) then click New    

·  Name folder then Submit
·  If you want to be able to restrict access to view or upload files to

[image: image9..pict]this folder, enter passwords in the appropriate boxes. You can use

folders for students to upload assignments – a hand-in box online!  

To put an existing test into a folder:

· Highlight test name

· Go to Test, then click Cut
· Highlight destination folder

· Go to Test, then click Paste
Student Site:
· The tests that are published can be taken at:  http://YourUsername.utips.sedck12.org
[image: image10..pict]choose the test, type in student name or select from drop down list if previously entered, and select Login & Start.

· After answering all questions, the student must select SUBMIT.
Printing Tests:

· Adobe Acrobat Reader must be on the computer you are printing from.

· Printing from the Teacher site will print an answer key plus a student test. Go to Test, then Print
· Printing from the Student site will print just the student test.  Select test and click on the Just Print Test option

Test Results:

· From the Teacher site, go to Reports then choose All Tests.

· Choose the date range from the drop down - Show All Tests Posted

· Click the name of the test 
· [image: image11..pict]Icons, top right are as follows:

· Student List (default view)
· Click on a student name to view their test answers
· Results can be sorted by column headings (highest to lowest scores)
· Pie Chart – Competency percentages
· Bar Graph – Graphs by question
· To view what a question was and the percentages of answers chosen, click on bar above the question number and scroll down.

· Historical Bar Graph - Compares your class (blue) to historical (yellow)

· Apple Core – visual of students’ performance by core standards

· Click on the column heading (S1) to view standard and number of questions asked.

Managing Students:

The Manage Students section is entirely different in the new UTIPS. There are some powerful features like:

· The ability to organize students by class

· The ability to have multiple classes listed for a teacher

· The ability to assign your own useable ID numbers for your students (for Scantron use)

· The option to enroll a student from a list of students in your school

· The ability to manage and sort students by their first name, last name, or by ID number

· The potential to organize classes by term (terms are set up on a district level)

All of the student management buttons are at the bottom of this screen, and all of the class management buttons are near the top. Hopefully this will help you with the instructions that follow.

Managing Classes:

Before we can add or enroll students into a class, let’s set up all of the classes you wish to have. The first step we need to take is to rename the class that UTIPS has already set you up with, which is called "Default." 

· Hover your mouse over "Reports," and choose "Manage Students".

· From there, click on the pop-up menu next to Class, and choose Default.

· [image: image12..pict]Once you are in your Default class, you should see the same list of students that you had with the old version. 

· Now, all you need to do is rename this class from Default to whatever name is appropriate. To do this, click on the Edit Class icon, which looks like 3 Weebles with the pencil. 
· Once the Edit Class choices come up, replace Default with your new class name and click on the Change button.

[image: image13..pict]To add or delete a class:

· Click on the Add Class button, which has three heads and a green plus sign. 
· Enter the new class name and click the Change button. 

· [image: image14..pict]You can also delete a class by selecting the class you want to delete from the Class menu, and click on the Delete Class button, which looks like three heads and a red minus sign.

Enrolling a student from a master list:
Now, the first thing to try before adding students from scratch is to enroll your students from a master school list. If you add a student that is already on this list, you will get an error, along with some associated frustration and angst. Let's avoid that...

· To enroll a student, we need to be in the Manage Students section of your account, which is under the Reports menu. 

· Select the class from the Class pop-up menu that you want to add students to. 
· Find the School List Lookup button in the bottom right-hand corner of the window, which looks like two arrows connected to each other, and click on it.

· After that button has spun around and has greyed out, you need to examine the list. To do that, click on the Examine List button with the magnifying glass on the bottom of the window. This will display a list of all of the students that UTIPS has for your school. 

· Scroll through the list to find any students that you need to add or enroll to the currently selected class. Don't worry about holding down a shift or command key to select multiple students, all you have to do is click on each name you wish to enroll and UTIPS will select them all.

· Once you have selected all of your students, click on the Enroll button above the list you have been scrolling through.

If you have students in your class that were NOT on the master list, you will need to manually add them to your classes. 

Adding a student manually to your class:

· To do this, make sure that you are in your Manage Studentssection under the Reports menu heading. 

· Select the class that you wish to add students to in the Class pop-up menu. 

· Now, click on the Add Student button at the bottom of the window, which looks like a single head and a green plus.

· Enter the first and last name of the student in the appropriate fields. 

· If you plan to use a Scantron machine to grade paper versions of your tests, enter an ID number for the student in the last field. If you do not plan to use a Scantron, you can leave this field blank.

· Once the information has been added, click the Add button. 

· If you have more students to add, click the Add Student button again and enter the next student.

Editing or deleting a student: 
· If you mispell the name or make a mistake, click on the student name you wish to change and click on the Edit Student button, which is the single head with the pencil.

· Make the necessary changes and click on the Change button.

· If you need to delete a student from your class, select the student to delete and click on the Delete Student button, which is the single head with the red minus.

· Click on the Unenroll button to accept this change. 
Merging students:

If you have multiple entries of a students name, it is wise to merge them back into one student, so that reporting and evaluation of his/her performance will be easier. You will most likely find multiple versions of a student in the class called Unassigned Class, since each time a student uses the simple login, their name and results are recorded here.

· Select the Unassigned Class from the Class pop-up menu. 

· Now, click on two versions of a student listed there. If there is more than two occurances of a student, keep repeating this step until you only have one occurance in the list.

· With the two names selected, the Merge Students button will become active (colored) on the bottom of the window. That button is shown at the right: 
· Click the Merge Student button, and then click the Merge button to confirm the change.

· After the student data is updated, you should see one less version of that student!

Once you have merged all students that need to be merged, you can enroll them into the classes that they need to be in. To do this, read the instructions above about Enrolling Students.

If you have more questions or need some help: Email help@utips.org 

You can also find more detailed handouts here: http://www.davis.k12.ut.us/district/etc/paul/utips.html
To name a test underscoring can be used to replace spacing.





Example: Science_Ch_1





‘Hover’ instead of ‘click’ to see expanded menu.





Once a test is created, you can add questions from the test Item Pool.   Go to Question – New and change question type from Forced Response to ITEM POOL





To clear questions, click on blue refresh icon. � HYPERLINK "javascript:ResetInputs()" \o "Reset all to 0" �� INCLUDEPICTURE "http://www.utips.org/images/reload_icon.gif" \* MERGEFORMATINET ����





To go back and forth from teacher to student zones, click on the UTIPS Logo





Return to full test by highlighting the test name in left column.
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