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Managing Students    
• Managing Students allows you to delete students from your list, add students to your list, and merge test results. 

• Login to your UTIPS account. 

• On the Menu Bar, click Reports >Manage Students. 

• Click Name to alphabetize the students. (Click Name again to change the order of the alphabetization.) 
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Removing Student(s) 
• Click the My Students button at the top. 

• Click the box in front of the student(s) to be removed. 

• Click the Delete button at the top of the window.
Printing a List of Students 
• Click the My Students button at the top. 

• Click the Print button. 

• A PDF document is created with a list of the students. 

• Click the Print button in the PDF window. 

[image: image3.png]


Adding Student(s)
[image: image4.png]‘ ﬁMy Students



• Click the Add Student button. 

• Enter the name of the student in the Name box. 

• Leave Export ID box blank, # is generated automatically.
• Click the Add button. 

Merging Students 
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• Click the Merge Students button at the top. 

• Merging Students will combine all of the scores for the selected student under one name. 

• In the Select students window, click the name of the student to be merged. 

• To select students in a list, click the first student, hold down the Shift key, and then click the last student to be included in the list. 

• To select students not together in the list, click the first student, hold down the Control key, and then click each additional student to be included in the list. 

• Click the down arrow under Merge all test scores for these students to: and choose the student the scores will be merged into. 

• Click the Merge button. 

• Click OK to complete the merge. 

Using the Detailed Login 
• When a student logs in to take a test and enters their own name, a new student is created, even if the name of the student is already in the system. 

• When a student uses the Detailed Login, they choose their name from a list and an additional user is not created. 

• Click the UTIPS button at the top. 

• Click the Detailed Login button. 

• Choose the district by clicking the down arrow after the District box and choose the district. 

• Choose the school by clicking the down arrow after the School box and choose the school. 

• Note – You must choose the school you are working at for this part to work. 

• Choose the teacher by clicking the down arrow after the Teacher box and choose the teacher. 

• Scroll through the list of student names and select the name.

• Click the Login & Start button to begin taking the test. 

