
 

Assessment Data Online: Admin Guide 
 
Welcome to Assessment Data Online. This Admin Guide is intended to help you understand the 
functionality of the website with respect to administrative privileges. It will help you perform tasks like 
managing organizations and users, adding and deleting users, enabling and disabling users, assigning 
user roles, and editing user details. This guide is meant only for users with Administrator privileges. 
 

For regular website functionality, such as accessing dashboards, saving reports from these dashboards, 
and drilling down into data, please refer to the Assessment Data Online User’s Guide available from the 
Resources menu in the blue menu bar after you log in. 
 

Link to Assessment Data Online 
 

You can access the website through the following link: Click here to access 
 

 
Landing Page 
 

Click the link to open the following login page. 
 

 
Figure 1: Assessment Data Online login page 
 

 
Then click the Login button for Assessment Data Online. You will be taken to the following login screen for 
CSP Schools. 
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Figure 2: CSP Schools Login page  
 
 
Note that you can download this Quick Start Guide in PDF format directly from this page before you log 
in by clicking on Download Quick Start Guide PDF below the “Welcome” message. 
 

To log in, enter the following information in the Sign in to your account  panel (refer to Figure 2): 
 

 
1  Username: Enter your username here. 

 

 
2  Password: Enter your password here. Click Login. 

 
 

Username and Password 
 

If you are a school user with administrative privileges, you will receive your Username and Password 
from the school principal or director. 
 

Note: All Passwords are case-sensitive. Please enter them carefully. 
 
Landing Dashboard 
 

On successful login, you will be taken to the landing dashboard (NRT Summary Dashboard - refer 
to Figure 3). Appearing in the top right-hand corner will be Welcome: and your User ID followed by 
the Logout link. You can click this link to log out of the website. 
 
For more detailed information on how to use the dashboard and other general information, please 
refer to the Assessment Data Online User’s Guide available from the Resources menu in the blue 
menu bar, on the right- hand side of the screen. 

1

2 
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If you are a user with administrative privileges, on the left-hand side of the screen you will see an Icon 
Navigation Menu (refer to Figure 3) that will allow you to navigate from the Dashboard window to My 
Account, Manage Users, Manage Organizations, Manage Parents and Manage Students 
windows. Roll over the icons to see the menu names. 

 

Figure 3: NRT Summary Dashboard page 
 
Note: For the Dashboard window, the blue menu bar on the right-hand side of the screen allows you to 
navigate to the various test administration dashboards, reports and resources. For any window other than 
the Dashboard window, the blue menu bar shows Resources and all of the Manage Menu functions. 
(Manage functions are the same as those represented by the icons in the menu to the left-hand side). 
 
 

You can show or hide the right-hand side menu by clicking the Show/hide menu icons.  
 

 
My Account 
 

Under My Account, you can change your basic information, password, contact details, and security 
questions. 
 

The remainder of this document deals with the various “Manage” menu windows. All “Manage” windows 
have a similar layout and navigational features which are discussed on the next page and illustrated in 
Figure 4. 
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The Organization Hierarchy structure 
 

The left pane shows the organization hierarchy structure that is discussed in the “Manage 
Organizations” section of this document. Clicking a node of the hierarchy will display more information 
details for that node in the main section of the window, to the right of the hierarchy structure. 
 
Selecting the Administration Year 
 

To choose an Administration Year in any of the “Manage” windows, select one from the drop down 
menu above the organization hierarchy structure. Choosing a year refreshes the hierarchy. 

 
The More Button 
 

The list of users, organizations, parents, and students displayed in the main part of the “Manage” windows 
to the right of the organization hierarchy shows only the first 15 entries, at most. If there are more than 15 
entries, you must click the More button to display them. Use the shaded scroll bar on the right side of the 
page to scroll up and down the list. 

 
Searches within a “Manage” window 
 

All of the “Manage” windows have a Search function. What information can be searched for differs, 
depending on which window you are searching. Roll over the Search field in a window to see the search 
criteria for that window. 
 
If you type in a minimum of 3 characters, the auto-search 
feature pops up beneath the search field. 
 
 
 
 
 
 
 
 
 
 
 
 

 
Managing Users 
 

To begin managing users, click the Manage Users icon from the left-hand side navigation menu. The 
Manage Users screen opens (Figure 4). 
 

The main window to the right of the organization hierarchy, under “Users of…,” lists the Users and displays 
the users’ information: User ID, Full Name, Status, Org Name, and User Roles are shown. 
 

Above the users details section, there is a Search field so you can search for specific users. (Refer to 
“Searches within a Manage window”) Next to the Search field is the Add User button that allows you to add 
a user to the user list. The last column of the user list displays the Actions available. Here, you can Edit 
the user information, Log in as a user, or Delete a user. 
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Figure 4: Manage Users page  
 
 

 
Add a User 
 

1.   Click Add User. 
2.   Fill in all fields on the Add User screen (refer to Figure 5). 
3.   Click Save. The user is created and can be viewed on the corresponding user list. 
 

Note: Users are added only to the organization level which has been selected from the hierarchy 
on the left pane. Users are not added to any organization name other than the one selected. This is true 
even for those organizations which fall under another organization with hierarchical superiority. For 
instance, if you have selected a School level organization in the hierarchy on the left, you will be able to 
assign users only to the School and not to the Teacher level organizations under it. 
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Figure 5: Add User 

 
 

 
 Editing User Details, Changing Passwords, and Assigning Roles 
  

1.   Select the organization with which the user is associated (if different than the default selection in the left 
pane.) 

2.   Select a user from the list of users displayed. 
3.   Under Actions, click the Edit icon for your selected user to open the Edit User window (refer to 

Figure 6). 
4.   Edit the user’s details. You can change the Display Name, Email address, Password, Status and 

Roles. Click the box next to the Status field to change the status between Enabled and Disabled. 
The Roles dropdown menu allows you to change or assign roles available for that user. Multiple roles 
can be assigned (if available). 

5.   Click Save to lock in changes. 
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Figure 6: Edit User 
 
 

 
Logging In as a Different User from the Admin Screen 

 

You can log in as a different user from your Admin login by clicking on the Login as User icon. If you are 
a School Admin, you can use this functionality to log in as a Teacher user and can navigate to various 
reports that are available to the selected teacher. Also you can log in as other school users by using this 
functionality. 
 

When you log in as another user, you will see the same dashboards that are displayed to that user when 
they log in. When you have finished viewing these dashboards and you log out as that user, you will be 
returned to the home page of the application. 
 

1.   Select the organization with which the user is associated (if different than the default selection in the 
left pane.) 

2.   Select a user from the list of users displayed. 
3.   Under Actions, click the Login As User icon for your selected user (refer to Figure 4). 
4.   You will be returned to the Landing Dashboard (NRT Summary Dashboard) page as that user 

(refer to Figure 7). 
5.   Click Logout to return to the home page of the application, under your original Administrator Login. 
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Figure 7: Dashboard page for Admin Login as a Different User 
 

 
  Delete a User 
 

1.   Select the organization with which the user is associated (if different than the default selection in the left 
pane.) 

2.   Select a user from the list of users displayed. 
3.   Under Actions, click the Delete icon, for your selected user (refer to Figure 4). 
4.   You will be asked to confirm or cancel. Confirm and the user will be deleted from the user list. 
 

 
 
Managing Organizations 
 

Organizations are a representation of the CSP hierarchical structure, with the Association at the highest 
level, followed by Region, School, and finally Teacher. 
 

The primary use of the Manage Organizations function is to allow CSP users to search for schools within 
a region by their region/school numbers. This function is only available to CSP Admin users. School Admin 
users have access only to a hierarchical structure of a single School followed by the Teacher levels for that 
school. 
 

Note: CSP Admin users cannot Add, Edit, or Delete an organization. 
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To begin managing organizations, click the Manage Organizations icon from the left-hand side 
navigation menu. The Manage Organizations screen opens (refer to Figure 8). 
 

 

Figure 8: Manage Organizations page  
 
 
The following are the important elements in the Manage Organizations page: 
 

 
1  Organization Hierarchy: The pane on the left side of the screen displays the organization 

hierarchy in a “tree” structure showing, for instance, a particular school and the complete list of 
classes/teachers under it. You can navigate to the different organization hierarchy levels from this 
pane, and by expanding or collapsing the tree, you can display or hide the lower organizational 
components under them. Clicking on any organization causes the main Organization Details pane 
(2) to refresh, showing all of the sub-organizations for that organization. 

 

 2  Organization Details: The main section of the window, the pane to the right of the Organization 
Hierarchy, displays the organization details for the hierarchy level selected in the first pane (1). The 
details listed in this pane are (from left to right) the school Account Number, the Organization 
Name, the # (Number) of Organizations for that organization unit and the # (Number) of Users 
for that organization unit. 

 

3  # of Users/User Count: The last column of the organization details pane (2) has a button you can 
click to get the User Count (number of users) in that organization unit. Once the number of users is 
revealed, you can click the number to go directly to a list of the users in the Manage Users screen 
(as described in the Manage Users section) for the selected user. For example, click the number “8” 
for Org Name “HIGH_SCHOOL0000,” and you see the list of the eight users in the Manage Users 
screen (refer to Figure 9). 
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Figure 9: Manage Users screen from # of Users/User Count 
 

 
Managing Parents 
 

To begin managing parents, click the Manage Parents icon from the left-hand side navigation menu. The 
Manage Parents screen opens (refer to Figure 10). 
 

From here you can change passwords and view the children of parent users. 
 

Note: Parent users are associated with School level (not with Class/Teacher level). 
 

 
Figure 10: Manage Parents screen 
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   Reset Password 
 

1.   Select a Parent User from the list of parents users displayed. 
2.   Under Actions, click the Reset Password icon for your selected user to get the Reset User 

Password window (refer to Figure 11). 
3.   Click Submit. 
4.   The New Parent Password notice will pop up (refer to Figure 12). 

Figure 11: Reset User Password 
 

Figure 12: New Parent Password
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Note: The new password is automatically generated. This new temporary password must be communicated 
to the Parent User and they will have to change it upon next login. 
 

 
View Children 
 

1.   Select a Parent User from the list of parents users displayed (refer to Figure 10). 
2.   Under Actions, click the View Children icon for your selected user. A window showing student 

information for the child or children of the parent user opens (refer to Figure 13). 
3.   Click Close or click a student name to open the Manage Student record for that student (refer to 

Figure 14). 

Figure 13: Reset User Password 

 

 

Figure 14: Student of Parent in Manage Students window 
 

 
 
Managing Students 
 

To begin managing students, click the Manage Students icon from the left-hand side navigation menu. The 
Manage Students screen opens (refer to Figure 15). 
 

From here you can change the number of Available Activation Code Claims and the Expiration Date, or 
Create an Invitation Letter to the student’s parent. 
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Figure 15: Manage Students screen 

 
To View or change a Student’s Assessment Details 
 

1.   Select the organization with which the student is associated (if different than the default selection in the 
left pane.) 

2.   Select a student from the list of students displayed. 
3.   Under Actions, click the Assessment icon for your selected student to view the Student 

Assessment Details window (refer to Figure 16). 
 

To Edit Student Assessment Details: 
 

1.   To change the number of Available Activation Code Claims, adjust the number in the 
Available AC Claims field (refer to Figure 16). 

2.   To change the Expiration Date, click the Expiration Date field and change the date in the pop-up 
calendar (refer to Figure 17). 

3.   Click Save to lock in any changes. 
 

 

Figure 16: Student Assessment Details window  
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Figure 17: Expiration Date Calendar  
 
 
Reset Activation Code 
 
The School Administrator can reset the Activation Code for a student whose code needs to be changed to 
protect the privacy and security of student test results. For example, if a student Activation Code was 
inadvertently provided to the wrong parent, or the student loses the Activation Code letter on the way 
home, etc. Once the new code is generated, the old code is no longer available in the system and cannot 
be used to access the student’s data. 
 

Click Re-set Activation Code in the lower right-hand corner of the Student Assessment Details 
window (refer to Figure 16). A message asks you to confirm that you want to re-set the code. When you 
click Confirm, the Student Assessment Details screen refreshes, with the new Activation Code 
highlighted, and the “Create Letter” button activated (refer to Figure 18). 

Figure 18: Reset Activation Code/Create Letter 
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Create a Letter to a Parent or Guardian 
 
Click Create Letter in the lower right-hand corner of the Student Assessment Details window (refer to 
Figures 16 and 18). This allows you to view or save a PDF letter inviting parents/guardians to access their 
child’s test results at Assessment Data Online for Parents. The generated letter explains how the 
parent or guardian can log on and includes the Activation Code and Expiration Date. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Note: The screenshots pictured in this user guide are for demonstration purposes only and contain 
sample information. The dates shown on the screenshots may be different than the actual dates for the 
2017 Christian School Program administration. If you have any questions, please contact the ACSI 
Member Care at 800-367-0798.  


