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Chapter 1: Prerequisites 
 

Overview of Assessments 

  
This document will help your organization implement best practices when managing 
your Acuity testing windows. MHE recommends that you review this document prior 
to making your first test assignment to ensure that your organization receives the 

maximum benefit of the Acuity assessment tool.  
 

Assessments are preloaded into the system with default profiles based on what 
your organization purchased. The Super User or District Administrator can update 
assessment profiles, and set Acuity ranges.   

 
In addition to this document, you will want to discuss with your Online Account 

Manager the MHE recommended Testing Window. 
 

The 2016–2017 Acuity Readiness Assessments have been carefully constructed to 

align and link to the Acuity College and Career Assessments that have been 
administered since 2013. The test design provides students with multiple 
opportunities to demonstrate evidence of learning. The assessment data allows 

educators to reflect on student progress. Acuity research scientists and instructional 
content experts work together to develop test blueprints and probing questions that 

get to the heart of student learning. Our research-based assessment design process 
leads to development of assessments that accurately evaluate student knowledge 

and skills. 
 
For each grade 1–12, three forms are to be administered throughout the school 

year. To provide more meaningful comparisons about a student’s achievement, 
linking items are strategically placed across forms.  

 
For Kindergarten there will be only two forms: one measuring foundational skills 
and one measuring skills meant to indicate students’ readiness for first grade. 

These would be administered around the same time that the second and third forms 
are administered to other grades.  

 
Assessments are constructed so the difficulty level is appropriate for the time of the 
year. Because of limited exposure to current grade level instruction and the 

phenomenon known as the “Summer Slump”, the beginning of year assessment is 
designed to assess a higher proportion or prerequisite content relative to on grade-

level content. The second interim increases in difficulty to reflect content 
appropriate for that time of the school year. The third interim approximates the 
difficulty level of end of grade level expectations. 
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College and Career Readiness Assessments 
 
These assessments are designed to prepare students for the end of year 

assessment and to give teacher feedback on standard specific data to drive 

instruction. They cover roughly the same standards three times per year and can 

be used to measure growth. They come in two sessions. The first session is all 

selected response items and is completely scored by the Acuity system. This 

session can be fixed form or adaptive depending on the corporation choice. The 

second session has selected response items and some constructed response 

and/or performance tasks. These CR and PTs must be scored by an educator 

using the exemplars and rubrics provided, and the scores can be entered into 

Acuity so that reports can be produced. Below are the names of the assessments. 

Mathematics 
 

Session 1 – Math Online Only CCR-A (Fixed form is found in the Readiness 

checkbox while the adaptive is found under the Readiness 

Adaptive checkbox) 

Session 2 – Math Performance Paper Only (This only comes in a fixed form 

and the CRs must be done offline) 
 

Technology Enhanced items may include: multiple correct response, matching, placing points, 
select and order, equation and expression entry, and straight lines 

 

English/Language Arts 
 

Session 1 – Reading Online Only CCR-A (Fixed form is found in the 

Readiness checkbox while the adaptive is found under the 

Readiness Adaptive checkbox) 

Session 2 – Language and Writing Online Only CCR-A (This only comes in a 

fixed form and CRs can be entered into the computer through a 
textbox) 

 

Technology Enhanced items may include: multiple correct response, matching, and select text  
Evidence Based Selected Response are 2 part questions 

 

Adaptive vs Fixed Forms 
 
In order to decide what is best for your corporation, here is the breakdown of the 
advantages of each type of form. Adaptive is better at finding the individual level 

of the student and produces a mastery score; however, group reporting at the 
standard level is not possible because each student is being asked different 
questions for the standard. Fixed form is better at reporting standard level 

achievement by groups, but it does not adjust the test for the different ability 
levels of the individual student. 
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Diagnostic Assessments 
 
These assessments are fixed form only and include no technology enhanced 

items. These are designed to be specifically diagnostic in nature in that they give 

more items at each standard than the CCRs and report by standard in a percent 

correct. Each of the four tests covers approximately ¼ of the standards in a year 

with little overlap among the tests. These tests can be copied and modified into a 

custom test to match your pacing guides. The items for these can be used by 

teachers in order create their own tests for classroom purposes including 

assessments right after specific standards are taught. 

 

Assistance & Support  

 
Acuity support is available via phone or online as follows:  

 
 Phone: 1-800-282-4705 (8:00 a.m. to 8:00 p.m. E.S.T.) 

 Email:  Acuitysupport@mheducation.com  

 Website: http://www.mheducation.com/   

mailto:Acuity@ctb.com
http://www.mheducation.com/
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Roles & Responsibilities  

 
Before you create your first test assignments, the Super User or district decision 
maker should determine team member(s) within your district that will be 
responsible for specific tasks associated with your test administration.  

  
There are several activities to consider prior to making your first test assignment.  

 
1. What is your Testing Method (e.g. Online, Paper/Pencil or Online and 

Offline)? 
 
2. Who is responsible for creating your Predictive, CCR, Diagnostic 

and/or Custom Test Assignments?  MHE recommends that your District 
Administrator or Super User be responsible for assigning the CCR 

Assessments according to the MHE guidelines to ensure your District is 
eligible for the CCR Research Study.  By participating in the Research Study, 
your organization will receive CCR Performance and Scale Scores in the 

Acuity reports after the initial implementation year.  
 

3. If you are testing Paper/Pencil - who will be responsible for printing 
the Test Booklets? Scoring by scan processing is not available for 
Readiness assessments. Due to the nature of these assessments, scanning 

will not be available for these assessments. 
 

4. Who will be responsible for the distribution and collection of the 
testing materials? In some organizations, the district office is responsible 
for these activities since they have a centralized printing and scanning office. 

Other organizations may rely on the school to complete these activities.  
 

5. Are you teachers going to be responsible for scoring and entering the 
constructed response (CR) scores on the Predictive assessments and 
have you communicated that responsibility to your teachers, 

including timeframes and guidelines?  CR items are critical to the 
participation of the Research Study and have a significant impact on the CCR 

results. Additionally, it is important the CR items are completed within a 
week after the test administration to ensure reporting can occur.  

 

6. If you are testing Paper/Pencil - who will scan the completed student 
answer sheets and upload those results into Acuity, and then who 

will be responsible for resolving exceptions related to that process in 
Acuity?  Exceptions are rare, but do occur. Exceptions can prevent reports 

from generating, so it is important that exceptions are resolved to the best of 
the organizations ability.  

 

7. Finally, who will be responsible for monitoring and closing the 
testing window? NOTE: These activities will be explained in Chapter 3.  
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Testing Schedule  

 
Once you have decided on the Roles & Responsibilities, you may want to create a 
Testing Schedule. MHE does have generic schedules and your Online Account 
Manager can help you create your first administration schedule based on your 

Testing Method.  
 

Things to consider when making a schedule for Online Test Administration: 
 

 Ensure that you have loaded the most recent Educator & Student data 
through the Self Service Rostering tool in Acuity prior to making Test 
Assignments 

 Determine the date range will you allow your students to log into Acuity and 
take the test 

 Establish a reasonable timeframe to Score & Enter CR responses into Acuity.  
This activity should be conducted immediately after the Test Administration; 
otherwise, it will delay report generation. 

 
Things to consider when making a schedule for Paper/Pencil Test Administration:  

 
 How much time you will need to Print & Distribute Test Materials*  
 How much time you will allocate for collecting Testing Materials*  

 
NOTE: Scoring by scan processing is not available for Readiness assessments. 

Due to the nature of these assessments, scanning will not be available for these 
assessments. 

 

*Duration for these tasks will vary depending on your resources, so plan 
accordingly. 

 

Before Assigning Tests 

 

Once you’ve established a schedule, there are three preliminary tasks to complete 
in Acuity before assigning your tests.  
 

Establishing Acuity Ranges  

 

Acuity reports will group students by percent correct based on the student’s raw 
score.  These groups are called Ranges.  The default range settings for all 

assessments within Acuity include 4 ranges: 
 
 Range 1 - Students who scored between 0-25% correct  

 Range 2 - between 26-50% correct 
 Range 3 - between 51-75% correct 

 Range 4 - between 76-100% correct 
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Acuity’s flexibility enables Administrators to customize the number of ranges and/or 
the range percentages to help group students based on instructional needs. Acuity 

tiers are not the same as the CCR Performance levels available in Acuity.  Acuity 
Ranges are representing the raw score and grouping of students with similar 

scores.    
 
Customization to Ranges must be completed prior to any test 

administration and should be done for all assessments at the beginning of 
the school year.  

 
 
Managing Default Ranges 

 
1. Click Admin on the Main Menu 

2. Click Profile and Ranges on the Sub Menu 
3. Click on Default Ranges 
4. Select a Subject 

5. Select an Assessment Type 
6. Select Grade of Assessment (Select Any to change all grade levels) 

7. Select Number of Performance Ranges 
8. Select Choose Performance Values 

9. Click Save Ranges 
 

Updating Assessment Profiles 

 
Every assessment is set up with default parameters to help ensure consistent 

administration of each assessment. Depending on the assignment status, the Super 
User or District Administrator can change these assessment parameters. These 

parameters include setting a time limit, allowing calculators, giving access to item 
on the reports, and setting Acuity ranges.  
 

NOTE: Administrators must establish these options before the test is 
assigned. The default will not establish a Time Limit and will not allow calculator 

usage on the test unless the administrator specifically changes those settings.  
 
The Testing Profile also enables the Administrator to Restrict Access to the Test 

Items within Acuity Reports for Teachers and/or Students.  This option can be 
turned off or on at any point of the Test Administration.  

 
While the Testing Profile does enable the Administrator to customize the Default 
Ranges, MHE recommends that the Ranges be managed under the “Default Range” 

section discussed above.  
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View/Edit an Assessment Profile 
 

1. Click Admin on the Main Menu 
2. Click Profiles and Ranges 

3. Click Assessment Profile 
4. Enter Search Criteria 

a. Select a subject 

b. Select an assessment type 
c. Select a grade of assessment (not needed if custom is selected for 

assessment type) 
5. Click Edit next to the assessment names that meet the search criteria. Each 

assessment has one of the following statuses: 

a. Assigned: Open assignments exist for the assessment regardless if 
any assignments have been completed 

b. Completed: At least one assignment for the assessment has been 
completed. There are no open assignments 

c. Available for Assignment: The assessment is associated with a 

testing session (if applicable) but has not been assigned 
d. Unavailable for Assignment: The assessment is not associated with 

a testing session (not applicable for custom test) 
6. Depending on the assessment status, the following options are available for 

each assessment 
a. If the assessment status is Assigned or Complete:  

i. Click the corresponding Edit link to update information about the 

assessment. Most fields cannot be changed if an assignment 
exists.  

ii. Check the checkbox to restrict access to items on reports. The 
educator checkbox relates to District, Class and School-level 
reports. The student checkbox relates to student-level reports. 

If this checkbox is not checked then a user can view a test item 
online while reviewing reports. 

b. If the assessment status is Available for Assignment or 
Unavailable for Assignment. Check the corresponding Edit link to 
update information about the assessment.  

i. Check the checkbox to make the assessment a timed test and 
enter a time limit in minutes.* 

ii. Check the checkbox to allow test assigner to disable the time 
limit.* 

iii. Check the checkbox to allow a calculator.* 

iv. Check the checkbox to allow test assigner to enable a calculator 
(only available if allow calculator box is unchecked).* 

v. Check the checkbox to restrict access to items on reports. The 
educator checkbox relates to District, Class and School-level 
reports. The student checkbox relates to student-level reports. 

If this checkbox is not checked then a user can view a test item 
online while reviewing reports. 

7. Click Save Profile 
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Viewing Tests and Answer Keys 

 

Acuity provides the necessary tools to serve individual district needs based on their 

testing method.  
 
There are four options found under Assessment/Assessment section of Acuity: 

 Online Preview will show the user what the students will see when taking 
their assigned test in the Student Test Taker interface 

 Print/View Test Booklet allows the user to print the Test Booklet from PDF 
for Paper/Pencil or Clicker test administrations  

 Print CR Answer Sheet contains only the CR items and adequate space for 

the student to respond.  Teachers can use this booklet to score the CR items 
for their students.  

 Additionally, Print/View Answer Key and Scoring Rubrics can also 
available to assist the scoring process 

 

There are several options found under Admin/ Scanning and Scoring Processing 
section of Acuity. The three most commonly used when printing answer sheets are: 

 
 Barcode Label files for OMR Answer Sheets which can be printed on Avery 

labels and adhered to OMR answer sheets 

 Generate Assignment Roster Files can be generated to pre-coded student 
demographic information within vCapture or other Scanning Software 

solutions compatible with Acuity. Once the assignment roster file is 
generated, the user can retrieve the file under View Assignment Roster 
File option. 

 Answer Sheets can be used for plain/paper scanning without pre-coding, 
and can be used for any Acuity Assessment (Predictive, Diagnostic or 

Custom) 
 

This is also the section where educators will come to upload the scanned answer 

sheet information.  
 

Note: New for 2016  

The K–12 ELA & Math Readiness Assessments: 

 Each K–12 assessment is now a one-session test with items that are all auto-
scored  

 The items of each assessment will include selected response and a variety of 

technology-enhanced item types. 

 Scores and data provided faster so that the assessment results can 

effectively inform instruction. 

 Constructed response items and performance tasks are still available for 
administration outside the readiness assessments. 
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Chapter 2: Creating Test Assignments  
 

In this chapter, we will walk through how to assign tests to students and view the 
assignment status.  

 

Creating Test Assignments 

 

Once you have completed the previous steps, the Super User or District 
Administrator can assign Acuity assessments in three different ways: 
 

Tests can be assigned by individual form assignments.  This option provides the 
flexibility of creating separate testing windows for each form, subject, or grade 

level. For example, if you assigned a different window to Mathematics verses 
Language Arts.  It also allows the Administrator to assign off-grade level tests. For 
example, if you want to assign a 7th grader a 5th Grade Test.  This method may be 

more time consuming for the user.  
 

Tests can be assigned for a group of assessments through the Mass Assignment 
feature.  For example, you can assign all CCR Form C Mathematics and Language 
Arts Assessments for Grades 3-8 in one step.  However, all of these assessments 

would be assigned the same testing window and will only be assigned on-grade 
level.   

 
NOTE: The Individual Assignment and Mass Assignment feature should not be used 
together. The Mass Assignment will override any existing assignment and will 

require students who have already completed the exam to retake it.   
 

MHE realizes that student rosters often change. The Automatic Test Assignment 
feature automatically updates the current test assignments whenever the 
Class/Student Roster gets updated.   

 
Like the Mass Assignment feature, the Automatic Assignment tool will only assign 

on-grade level tests.  This feature can be enabled/disabled by test type (e.g. 
Predictive, Diagnostic and/or Custom assessments). Additionally, this feature 
assumes that the new student will take the same assessment as the other students 

within the class.  
 

NOTE: If a new class is added after a test has been assigned, the Automatic Test 
Assignment feature will not apply.  The educator or administrator will need to 
manually update the test assignment with the new students/class information.  

 

Assignments 
 

Assignment allows you to create a new assignment or view existing assignments by 
Subject, Assessment Type, and Grade Level, for Diagnostic, Readiness, Algebra 

Proficiency and Algebra Readiness tests. The process to create, view and edit 
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assignments is the same for each assignment option. An educator must have 
permission to assign the assessment type. 

 
 
Assign New Tests using Mass Assignment 

 

1. Click Assignments on the Main Menu 

2. Click Assessment Assignments  

3. Click Create Mass Assignment 

4. Enter Search criteria to display the Assessment Results 

a. Select Assessment Type. Click Select Assessment button 

b. Select a Subject (select ANY to select all purchased subjects).  

c. Select Testing Program Session Name - If applicable (This will not include 

testing program sessions with expired test windows) 

5. Select the Assessments you want to include in this mass assignment and click 

Continue 

6. If desired, update the Assignment Name or leave the default, click Continue 

7. Select an Assignment Start Time and Assignment End Time using the calendar 

features 

8. Select Assessment Delivery Method if default is not desirable 

9. Select Automatically Assign Exercises to auto assign instructional resources at a 

particular percentage or range 

10. Select Report Delivery if reports will be accessed by students 

11. Click Save and Continue 

12. Click Save and Finish to Confirm and Finish Assignments or Click Back to update 

the assignment details 

 

 
Assign a New Test by Grade/Subject/Form 

 

1. Click Assignments on the Main Menu 

2. Click Assessment Assignments 

3. Click Create Single Assignment 

4. Click Assessment button 

5. Enter Search criteria to display the Continue button 

a. Select a Subject 

b. Select a Grade Level of Assessment 

c. Select the assessment  

6. Click Continue Button 

7. Enter test assignment information 

d. Enter the assignment name. It should be meaningful to the organization, to 

make it easier for educators to manage the test and to create reports 

e. If applicable, click checkbox to Disable Time Limit and then enter a Disable 

Time Limit reason 

f. If applicable, click checkbox to Override and Enable Calculator 

g. Enter Assignment Start Time, including a start date (if a test session window 

exists, the test dates must fall within this test session window) and start time 

(the time the test can start to be taken) 

h. Enter an Assignment End time, including an end date (must be after the start 

date and within the test session window, if applicable) and an end time (the 

last time a student can log in) 
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i. Select an Overall Test Delivery Mode either ‘Online and Offline’ or ‘Offline 

Only’. If an assignment is set to ‘Offline Only’ then the test assignment will 

not appear on the student’s page 

j. Indicate whether or not students can access this assessment from outside 

your school appliance. The default for this selection is YES (allow remote 

access) for Diagnostic and Custom assessments and NO (restrict to school 

appliance only) for Predictive assessments 

k. Click the checkbox to Randomly Order Online Student Test Questions. This is 

only available for Diagnostic assessments 

l. If applicable, enter a Student Report Access Date to allow students to view 

their test results. This date must be on or after the assignment end date. 

8. Click Save and Continue to Next Step to Assign Students 

9. Enter Search Filters 

m. Select a School 

n. Select a Grade Level. Multiple grades can be checked  

o. Click the Select All or scroll down to select the required students for the 

assignment 

10. Click Continue 

11. Click Save and View Summary after verifying the required students are showing 

up on the assignment 

12. Summary page will display the number of students assigned with the subject, name 

of assessment, assessment id, assessment type, assignment window, testing 

accommodation, assignment option and report delivery 
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Assignment Status 

 

After creating your test assignments, administrators, educators, and teachers can 
view the Assignment Status to monitor the progress of their students during the 
test administration.  

 
This feature allows users to view the assignment status at the district, school, 

grade, class, and student level.  More importantly, it provides educators a way to 
track the student progress throughout the testing window by detailing how many 
students have not completed the test.   
 

 

Assignment Status Description 

Assigned* 
This status identifies how many students were assigned and 

expected to complete test. 

Not Taken/Taken Offline 

This status identifies how many students have not started 

the test. If the student is testing offline, the student may 

remain in this status until scanned results or constructed 

response items are entered into Acuity. 

In Progress/Online 

This status identifies how many students have started the 

online test (clicked Start), but have not completed the test 

(clicked Finish). Students in this status may have clicked 

Save & Exit expecting to complete the test at a later time.  

This status only applies to the multiple choice portion of the 

online assessment.  

Partially Scored 

This status identifies how many students do not have scores 

for the constructive response portion of the assessment. 

Educators must enter the student’s score for Constructed 

Response items manually online. 

Scored*  
This status identifies how many students have 

completed/finished the test.   

 

 

Once the testing window is closed, the “Assigned” status and the “Scored” status 

student counts should be the same, minus any students in “Not Taken/Taken 
Offline”.  

 
Important Note: 
 

If one or more students are still in “In Progress/Online” or “Partially Scored” status 
when the testing window closes, educators will not be able to receive complete 

reports. The reports will display “Items Not Scored” error message. The next 
chapter will discuss how to force-score “In Progress/Online” and “Partially Scored” 
students from a district level. However, MHE encourages educators to monitor the 

Assignment Status to ensure all testing activities have been completed prior to the 
end of the testing window. See Chapter 3: Modify Student Completion Button 

and Score All Button sections.  
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Chapter 3: Scoring & Scan Processing 
 

What does “No Response” mean? 

 
For students who may have skipped items on the test the educator can select No 

Response as a scoring option. It is important that the educator understands how 
this scoring option impacts the student(s) score.  
 

The No Response scoring option means that Acuity will score the item as an 
incorrect answer (zero points), and implies that the student skipped that item when 

completing the test.   
 
When do I use No Response? 

 
The No Response scoring option should be used if the student is correctly assigned 

to your class and did not answer the question (no attempt on the item).   
 

However, the No Response scoring option should not be used when:  

 The student is not correctly assigned to your class 
 The student did not attempt to answer any item on the test, or did not 

complete the multiple choice section of the test, or  
 The student was absent during testing. 

 

Manually Score CR Items 
 

Constructed Response Items can be scored manually online. To facilitate the online 

testing requirement, educators have access to scoring rubrics & exemplars within 
Acuity.  

 
Before educators prepare to enter the Constructed Response scores into Acuity, 
they will need to know the following information: 

 
 Students CR items have been scored based on the scoring rubric 

 Confirm Assignment Status to ensure completion of “Partially Scored” 
students 

 CR scores must be entered within Testing Window or shortly thereafter  

 Always remember to SAVE scoring entries before navigating away from the 
page 

 Understand when to use and when not to use the “No Response” scoring 
option 
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Find an Assessment to Score 

 

1. Click Assignments on the Main Menu 

2. Click Assessment Assignments 

3. Click View Assignments 

4. Enter Search for Assignments criteria 

a. Select a Subject 

b. Select an Assessment Type 

c. Select an Assessment or type in the Assessment Name 

5. Click the Actions button to select Manually Score 

a. Select District 

b. Select School 

c. Select Class 

d. Select Item Type 

i. Fill in the blank - allows the user to enter the student’s fill in the blank 

answer 

ii. Multiple Choice – allows the user to enter the student’s multiple choice 

answer(s) 

iii. Constructed Response – allows user to score a constructed response 

item (s) 

 

Score a Constructed Response  

 

1. Find an assignment, following the steps above in the “Find an Assignment” section. 

Under Item Type click Constructive Response 

2. Enter Search filters 

a. Select a Student 

3. Click Item View button to view the items  

a. Click the corresponding student’s View Response link to display the 

student’s response and exemplars 

i. Select a score for the item 

ii. Click Exemplars to open a popup window to view an exemplar for 

each score 

iii. Click Print to open a popup window to print the student’s response 

iv. Click Close Window to save the score and return to the Score Item 

page 

b. Enter a Score for each item by clicking on the corresponding radio buttons 

c. Click Save 

d. Click Submit and Proceed to Next Page to submit and save scores and 

move to the next page (if applicable) 

e. Click Print All Responses to open a popup window to print the responses for 

all students in the class 

f. Click Reset Score to return to your last saved constructed response scores 
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MANUAL SCORING OF CONSTRUCTED RESPONSE ITEMS ON ACUITY CCR TESTS 

 

Here is a CR item from the Math Performance CCR Assessment:   

 

 
 
Although this item appears in the online screen, it must be answered on paper.  Students 

may view the item online and write their response on extra paper or the school may print 

the entire test booklet and allow the student to answer the question in the test booklet. 

As you can see, there are 6 items on each Math Performance assessment.  Each CR item 

on the Acuity CCR assessments should take no more than 2 minutes to score.  

Rubrics are easy to access in the scoring screen. 

 

Scoring time totals per form for Math Performance: 

Six items @ ~2 minutes each—a total of ~12 minutes scoring time per student. 
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Here is an item from the Language and Reading CCR Assessment: 

 

 
 
Note that there is a text box in which the student writes his or her response.  This question 

requires a beginning paragraph for a story. 

 

All items on the Language and Written Expression assessment can be completed online, so 

the educator will be able to view the student response in the online Manual Scoring system. 

There are two (2) CR items on the Language and Written Expression assessment.  Each 

paragraph is scored using a holistic rubric with key idea scoring information and exemplars.  

Estimated scoring time required for each ELA CR item is about 3 minutes. 

 

Scoring time totals per form for Language and Written Expression: 

Two items @ ~3 minutes each—a total of ~6 minutes scoring time per student per 

test. 

 

Both the Math Performance and Language and Written Expression assessments are scored 

using the Acuity Manual Scoring system.  Below are the steps for scoring these items in 

Acuity.   
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To manually score an item on this ACCR Math Performance Assessment, search for the 

assignment and pull down the Actions button to find Manually Score.  This process is 

identical for ELA Assessments. 

 

 
 

  



Managing Test Administration Guide 

Copyright © 2016 by McGraw-Hill Education. All rights reserved. 
21 

When the Manually Score screen appears, the first student in the class appears on the 

screen.  The Math Performance assessment only includes Constructed Response items, so 

the only Item Type showing is CR.  The user then clicks the radio button for the desired 

score point for the item. 

 

Math items are answered on separate paper, no “Response” can be shown; however, the 

Rubrics and Exemplars are accessible through the link highlighted below.  
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This is what the Math Rubric and Exemplars pop-up looks like.  Note that each score point 

shows both the scoring criteria and an example of a response at that score point level.  

Close the window to return to the scoring screen. 

 

 
 
Click “Cancel” to close the window and score, or print a copy to have close at hand. 
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For the Language and Written Expression, the student’s response can be entered in the 

online system and is viewable through manual scoring by selecting View Student Response: 

 

 
 
The rubric screen opens the online response: 
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Once you have completed scoring the assessment, click “Save” to save the student’s scores 

and “Next” at the bottom to move to the next student in the class.   

 

 
 
Once manual scoring has been completed, all student and class level Acuity Reports will be 

available (usually within an hour); school and district reports the next day.   
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Closing the Testing Window 

 

Closing the Acuity testing window is easy as 1, 2, 3…  

 
 All Student CR responses were Scored and Manually Entered in Acuity 

 

 Students Online have Clicked FINISH (NOT save/exit)  
~ OR ~ 

 All Answer Sheets are Scanned and Uploaded into Acuity 
 Acuity Exceptions have been resolved 

 

 Testing Administration Window has expired  
 

 
However, if the Assignment Status does not show your students in “Scored” status, 
some administrative tasks will need to occur to ensure report generation.  The 

Super User or District Administrator should perform these steps in the following 
order: 

 
1. While the Test Assignment window is OPEN, access each test/assignment and 

perform MODIFY COMPLETION STATUS (MCS) where applicable. 

 
2. Once the Test Assignment window is CLOSED, access each test/assignment 

and perform SCORE ALL ITEMS (SAI). 
 
By completing the tasks below, Administrators can ensure that reports will not be 

delayed because of Items Not Scored. The following sections will provide additional 
detail regarding the closing procedures.  

 

 Modify Completion Status Option 

 

One of the common problems when closing a testing window, some students forgot 
to click “FINISH”, and clicks “SAVE & EXIT” instead. These students’ results will not 
be calculated within the reports.   

 
Teachers can log into each student’s test individually and select “FINISH”. However, 

the Modify Completion Status option allows educators to complete any open 
assignments for several students at the same time.  Any multiple choice item that a 
student forgot to finish or skipped will be counted as No Response.  
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Criteria: 
 

The Modify Completion Status (MCS) option will only appear on the View 
Assignment Status screen if the Test Assign End date has not expired and there is 

at least one student in the assignment that is in the 'In Progress' status.   
 
The testing window being open for the assignment is the requirement for this 

option’s availability. Once the Test Assign End Date expires, the option will not 
show.  

 
Result: 
 

Selecting the MCS option will take the user to another screen where specific 
class/student criteria may be selected. Once the search criteria is completed, 

executing the option will set the “In Progress” students to have the value of No 
Response on any unanswered multiple choice items. This feature will change the 
students status to “Partially Scored” (if the CR items have not been scored), or to 

“Scored” status (if CR items are not applicable or the teacher has already scored 
the CR items). 

 
Instructions for MCS Option 

 

1. Click Assignments on the Main Menu 

2. Click Assessment Assignments 

3. Click View Assignments 

4. Enter Search Criteria for Assignments Criteria 

a. Select a Subject 

b. Select an Assessment Type 

c. Select an Assessment Grade Level 

d. Select an Assessment 

5. Click the Actions button 

6. Click the Modify Completion Status option 

a. Clicking the MCS option will take you to another screen where specific 

class/student criteria may be selected 

7. Select all Schools 

8. Click the checkbox to select all the students 

9. Click button to modify the completion status 

10. Repeat for all content, grade levels, assignments, and on each of the 3 locations 

where students could have started a test online 

 

Score All Items Option 
 

Another common problem when closing the testing window are students in 

“Partially Scored” status, because constructed response items have not been 
scored.  “Partially Scored” students will affect your ability to pull reports.  “Partially 
Scored” status occurs when the constructive response items are not yet scored.  

 
Educators can manually enter No Response for students in “Partially Scored” status; 

but the Score All Items option will allow Educators to update the scores for 
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multiple students at the same time.  Executing this button will set the “Partially 
Scored” students to have the value of No Response on any unanswered constructed 

response item.  
 

 
Criteria  
 

The Score All Items (SAI) option will appear on the View Assignment Status 
screen when the Test Assign End Date has expired. Additionally, at least one 

student in the assignment must be 'Partially Scored'.  
 
This option button is mutually exclusive with the Modify Completion Status option 

which is only available if the Test Assign End Date has not expired. 
 

Result 
 
Executing the option will set all students in the assignment that are in partially 

scored status to have CR values of No Response, and subsequent results processing 
will change their status to Scored. 

 
NOTE: A status of “Partially Scored” may show on View Assignment Status when a 

student's constructed response scores have been entered, but the student has not 
taken the multiple choice portion of the test. Using the option in that situation will 
change the student’s assignment status.  Please refer to the What does No 

Response Mean? Section of this guide.  
 

Instructions for SAI Option 

 

1. Click Assignments on the Main Menu 

2. Click Assessment Assignment Status 

3. Click View Assignment Status 

a. Select a Subject 

b. Select an Assessment Type 

c. Select an Assessment Grade Level 

d. Select an Assessment 

4. Click the Actions button 

5. Click the Score All Items option 

6. Repeat for all content and grade levels 

 

 


