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chapter 1

Introduction

The Edusoft Assessment Management System provides two 
modules for managing and administering assessments: Benchmark 
Exams and Teacher Tools. These modules are used to manage 
district-wide and classroom assessments respectively.

In these modules, depending on your access level, you can align your existing 
tests to state standards and store the tests in Edusoft, or you can create new tests 
using Edusoft’s item banks. In both cases, because all test items are aligned to 
standards, it’s easy to create reports that show how students are doing.

Your access level determines which module(s) you can add tests to, or 
administer tests from:

Teachers can align existing tests, create new ones, and administer tests in the 
Teacher Tools module, and they can administer tests in the Benchmark 
Exams module.
Administrators can align existing tests, add new ones, and administer tests in 
the Benchmark Exams module. Administrators can also align tests and create 
new ones in the Teacher Tools module in order to share tests with teachers. 
However, administrators cannot administer tests from Teacher Tools.

This guide focuses on managing, aligning, creating, and administering 
assessments in both the Teacher Tools and Benchmark Exams modules. For 
other information specific to each module, see the Teacher Tools Guide and the 
Benchmark Exams Guide.

These are the topics in this chapter:
About Teacher Tools assessments on page 2
About Benchmark assessments on page 3
About administering and grading assessments on page 4
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About Teacher Tools assessments
Edusoft Teacher Tools assessments are a teacher’s regular, on-going, 
classroom assessments that are aligned to state or other standards. These 
are formative or summative assessments that teachers typically administer 
throughout the school year. They might be simple weekly or bi-weekly 
quizzes, or more sophisticated end-of-chapter or end-of-unit tests. 

Edusoft stores Teacher Tools assessments in folders in your Assessment Locker. The 
My Tests folder holds the tests that you create, align, or copy from the Shared Tests or 
District Tests folders for use in the classroom. 

You can add assessments to the Teacher Tools Assessment Locker in one of these 
ways:

Create answer sheets for your existing exams by aligning them to state standards. 
Once an assessment has been aligned, teachers can print answer sheets, administer 
the assessment, and scan and upload the answer sheets so that Edusoft can score it.
Create new standards-based exams with items drawn from a variety of sources. This 
also produces answer sheets that can be scanned and scored.
Find exams based on standards or sources, and add them to your locker. 
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Your Assessment Locker 
stores all of your 
assessments in My 
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Teacher’s Guide

About Benchmark assessments
Edusoft Benchmark assessments are school-wide or district-wide 
standards-based assessments. They can be administered on paper or 
online, and can provide an indicator of how students may perform on state 
tests.

Edusoft organizes and stores your benchmark assessments in an Assessment Locker. 
From here, you can add or remove the folders used to organize assessments, move 
assessments between folders, and archive assessments that are no longer in use.

Administrators add assessments to the Benchmarks Assessment Locker in two ways: 
by creating assessments using Edusoft item banks or by aligning your existing 
assessments—home-grown or purchased—to state standards. Both ways create an 
answer sheet you can print to use for administering and scoring the assessment.
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The Assessment Locker 
stores all assessments 
that have been created 
or aligned for your 
district or school. 
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About administering and grading assessments
Depending on how an assessment was created, Edusoft gives you the choice of 
administering the assessment on paper (the traditional way) or online (using the new 
Edusoft online testing feature). If you’ve created an assessment from any of the item 
banks within Edusoft, you can let students read the questions and enter their answers 
directly onto a computer. 
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When you administer an assessment on paper, you print test questions and answer 
sheets and distribute them to students. The students bubble in their answers and return 
the answer sheets to you. You grade any short answers or essay questions, and scan the 
answer sheets. Within a matter of minutes, you can see the results in Edusoft. 

When you administer an assessment online, students log in to Edusoft and go to an 
assigned test. Students read the questions on their computer screens and enter their 
answers. When they have finished taking the test, Edusoft scores the multiple choice 
questions immediately. If there are short answers or essay questions, you read the 
students’ answers and grade them online, too. Within a matter of minutes, you can see 
the results in Edusoft.

1.

2.

3.

4.

5.

6.

?

?

?

?

?

?

Exam Questions

Answer Sheet

1
2
3

4
5
6

7
8
9

10
11
12

Students bubble 
or write their 
answers

Teachers grade 
essay or short 
answers

Teachers scan 
answer sheets and 
upload to Edusoft 

Edusoft Reports

1.

2.

3.

?

?

?
A:

Teachers grade essay or 
short answers online

Students choose or type 
their answers online

A:

Online 
Assessments

Paper Assessments

2.

3. ?

?
A:

A:
2. ?

A:



6  Introduction 

Teacher Tools



chapter

Managing Teacher Tools Assessments  7

chapter 2

Managing Teacher Tools
Assessments

Edusoft Teacher Tools assessments are regular, on-going, 
standards-based assessments that are aligned to state standards. 
These are formative assessments that teachers typically administer 
throughout the school year. They might be simple weekly or bi-

weekly quizzes, or more sophisticated end-of-chapter or end-of-unit tests. 

Edusoft stores Teacher Tools assessments in your Assessment Locker. You can 
add assessments to your Assessment Locker in one of these ways:

You can create answer sheets for existing paper exams by aligning them to 
state standards. Once an assessment has been aligned, teachers can print 
answer sheets and administer the assessment. For more information, see 
Aligning Existing Assessments on page 27. 
You can create new assessments. For more information, see Creating 
Assessments on page 39. 
You can find exams based on standards, subjects, or sources, and add them 
to your locker. See Finding and copying an assessment on page 12. 

These are the topics in this chapter:
About the Teacher Tools Assessment Locker on page 8
Setting up and managing your Assessment Locker on page 9
Finding and copying an assessment on page 12
Viewing Teacher Tools assessment details on page 14
Managing Teacher Tools assessments on page 16
Administering assessments on page 19
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About the Teacher Tools Assessment Locker

Your Teacher Tools Assessment Locker is a hierarchy ofthree sets of folders that help 
you organize your assessments. You can think of the contents of your Assessment 
Locker as folders in a file drawer. Each folder can contain other folders or assessments. 
Folders appear on the left and their contents appear on the right. The top level folders 
in the Assessment Locker are My Tests, Shared Tests, and District Tests. These folders 
are color-coded: My Tests is yellow, Shared Tests is green, and District Tests is blue. 

Subfolders appear in alphabetical order, as do the tests in each subfolder. You can 
create as many nested folders as it takes to organize your tests in a useful way. 

The My Tests folder holds the tests that you create or align for use in the classroom. 
These are your private tests—no one else can see them. You can share these tests 
with others in your district by copying them to the Shared Tests folder.
The Shared Tests folder holds tests that have been created or aligned by teachers and 
administrators in your district. These tests have been made available to the district 
at large. Before you can use a shared test, however, you must first copy it to your My 
Tests folder.
The District Tests folder holds the tests that have been created or aligned by Edusoft 
or by a few specific users in your district. Before you can use a district test, however, 
you must first copy it to your My Tests folder. 

Note: Edusoft is preset to allow all users to create and manage the subfolders in their 
My Tests folders. Your district may also permit you to create and manage folders in 
the Shared Tests and District Tests folders.

This is a top level folder. 

Click a folder to open it 
and see its contents. A + 
on the folder means it 
contains other folders. 

These are subfolders 
inside the top level folder. 
Each of these subfolders 
contains assessments. 

This is the selected folder. The 
assessments in each folder 
appear in alphabetical order. 

Click to view the details of 
the selected assessment. 

The selected folder is highlighted. 
The number of assessments in the 
folder is in parentheses. 

This is the selected 
assessment within the 
selected folder.

Drag the scroll bar down to see 
the rest of the folder list.
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From the Assessment Locker, you can add, edit, view details, copy, or delete  
assessments.  

You add assessments by finding exams that have already been aligned or created, by 
aligning existing paper exams you may already have developed, or by creating your 
own exams. You align an exam to state standards in order to create answer sheets. You 
can also use assessments created by others in your district by copying them to your My 
Tests folder. Likewise, if you place an assessment in the Shared Tests folder, other 
Edusoft users in your district—both teachers and administrators—can find the 
assessment and copy it to their My Tests folder. 

Note: Only teachers can print answer sheets for Teacher Tools assessments. 

Setting up and managing your Assessment Locker
The first step in setting up your Assessment Locker is to plan how it will be organized. 
Next, you add test folders and subfolders to flesh out the structure you planned. If you 
decide to change the structure, you can rename, move, or delete folders. 

When you add assessments to your locker, you select the folder where they will reside. 
Later, you can move an assessment to a different folder or delete the assessment 
altogether. See Managing Teacher Tools assessments on page 16.

At the end of a module or at the end of the school year, you can archive assessments 
that will no longer be in use. For example, if you organize your folders by semester, 
you can archive the first semester’s assessments before adding assessments for the next 
semester or school year. 

These are the topics in this section:
Creating a test folder on page 10
Managing test folders on page 10
Archiving a folder on page 11
Restoring an archived folder on page 12

important! If you delete a folder that contains one or more tests, you also delete 
the tests (and their scores). 
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Creating a test folder
You use folders to organize the contents of your Assessment Locker. Depending on 
your access, you can place folders within the My Tests, and Shared Tests, and District 
Tests folders to create three separate hierarchies. When you create a folder, you specify 
the folder name and its location. All users have access to their own My Tests folder. 
Access to the other top level folders (Shared Tests and District Tests) may be restricted 
in your district. 

Note: Once you’ve created a folder, you can easily rename it at any time. In the 
Assessment Locker, select the folder and click Rename.

To create a test folder:
1 Click the Teacher Tools tab. Click the link or icon for Assessments.

2 On the Assessments page, click Create New Folder. 
3 Type a name for the folder in the New Folder Name area. 

Tip: When naming folders by grade, use a zero before single-digit grades so that they 
can be sorted in the correct order. For example, Grade 08, Grade 09, Grade 10.

4 Click an existing folder to choose a location for the new folder. 
5 Click OK.

Managing test folders
After you create folders, you can rename them, delete them, or move them to different 
locations. In each case, you begin by selecting the folder you want to manage. Then you 
select the appropriate folder option: move, rename, or delete. 

This is a top level folder. 

The assessments in each 
folder appear in 
alphabetical order. 

Click to create a new 
folder. 

These are subfolders inside 
the top level folder.

important! If you remove a folder that contains assessments that have been 
administered and scored, you will lose the scores. To retain the scores, 
you must move all assessments with scores associated with them to 
another folder before removing a folder. See Moving an assessment to 
a different folder on page 18. 
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You can move, rename, or delete the folders nested under the My Tests folder. You 
may also have access that allows you to manage the folders nested under Shared Tests 
or District Tests as well. 

Tip: If you’re not sure which folders you can manage, select a folder and check to see 
which buttons at the bottom of the Assessment Locker become active. 

To manage test folders:
1 Click the Teacher Tools tab. Click the link or icon for Assessments.
2 On the Assessments page, select the folder you want to move, rename, or delete. 
3 Click the appropriate folder options button.

To move a folder, click Move and choose where to move the folder. Click OK.
To rename a folder, click Rename and type the new name. Click OK. 
To delete a folder, click Delete and click Yes to confirm that you want to delete it. 

Archiving a folder
Your Assessment Locker is divided into two major sections—Current and Archives—
each of which can contain folders, subfolders, and assessments. The Current section is 
designed to house the assessments that are “live” right now. The Archives section is 
where you store assessments that have already been administered and scored. 

Archiving is essentially a shortcut for moving entire folders—with their subfolders and 
assessments—from the Current section of your Assessment Locker to the Archives 
section. It’s important to remember that archiving is not the same as deleting folders. 
Instead, archiving simply moves the folders and their contents out of the current 
section. 

Tip: To archive individual assessments, simply move them to a folder that has been 
archived. You can create a folder in the Archives section if you wish. 

This is the Current 
section of your 
Assessment Locker. 

This is the Archive section of 
your Assessment Locker. 
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To archive a folder:
1 Click the Teacher Tools tab. Click the link or icon for Assessments.
2 On the Assessments page, select the folder you want to archive and click Archive. 

Note: You can only archive folders for which you have access. If you don’t have 
access, the Archive button does not become active when you select a folder. 

3 Choose where in the Archives section to move the folder. Click OK. 

Restoring an archived folder
Whenever you wish, you can move a folder from the Archives section to the Current 
section and print answer sheets for the restored assessments. You choose the location 
for the folder when you restore it. There’s no need to move it back to its previous 
location. The normal restrictions about where you can add folders applies. 

To restore a folder:
1 Click the Teacher Tools tab. Click the link or icon for Assessments.
2 On the Assessments page, choose Archives from the Show list. 
3 Select a folder and click Restore. 
4 Select a location for the restored folder and click OK. 

You can place the restored folder wherever you have access. 

Finding and copying an assessment
You can search for an assessment based on the subject matter and source:

For Edusoft High School Exit Exams, you select a subject, such as Mathematics. 
Edusoft gives you a list of all exams that cover one or more mathematics standards. 
For exams created by teachers or administrators in your district, you can select 
specific standards and sources. Depending on your choices, Edusoft gives you a list 
of all exams that cover the standards you selected, and from the sources you selected. 
If you don’t choose a standard or source, you get a list of all exams available in your 
district. 

When you add an assessment to your My Tests folder, you are actually creating a copy 
of the original assessment. Once an assessment is in your My Tests folder, you own it. 
You can edit, rate, or copy it as you see fit. 

To find and copy an assessment:
1 Click the Teacher Tools tab. Click the Assessments link or icon. 
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2 Click Find a Test. 

3 To find exams that are aligned to the same standards as your courses are aligned to, 
select a standard in the Option 1 area and click Continue.

This option is available only if your courses have already been aligned to standards. 
4 To find only Edusoft High School Exit Exams, select a subject in the list in the Option 2 

area, and click Continue. 
5 To find assessments based on the standards they cover:

Click the Standards links in the Option 3 area to select specific standards. 
You can find exams from all sources, or just the sources you select. After you select 
standards, you return to this page so that you can select sources if you wish.
In the Select Standards page, select a standards group and click Continue. 
Click a subject and choose a grade level. 
Select the specific standards and click Update. 

Use this section to find Edusoft 
exams based on subject matter. 

Use this section to find exams for any standard 
and from any source. 

Use this section to find exams based on the standards 
aligned for your courses. This option only appears if 
your courses are aligned to standards.

Click this link to add this 
assessment to your Assessment 
Locker. 

Point to the folder icon to see the 
location of this test. A green folder 
means this test is located in your 
Shared Tests folder. 

These tests meet your criteria. 
Select a standard in this list. 
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The standards you’ve selected appear in the list at the top of the page. You can add 
more standards by selecting other grade levels or different subjects. 
When you have finished selecting standards, click Continue. 

6 Choose the sources of assessments you want to use.
To find assessments from all available sources, click Continue. 
To find assessments from a specific source, click the Source(s) link to select one or 
more sources. 
Click the check box for one or more sources and click Continue.

7 To find assessments based on your choices, click Continue.
After a brief pause, Edusoft displays a list of all assessments that match your criteria. 
For each assessment, you can see the number of questions, the author, the rating (if 
any), and the standards covered. 
From here, you can view information about an assessment that can help you decide if 
you want to add it to your Assessment Locker. 

To view the questions in a test, click the Test link. 
See Viewing Teacher Tools assessment details on page 14. 
To view the standards covered, click the Details link. Click the Back link when 
you’ve finished viewing details. 
To view the rating or rate an assessment, click the Rating link. 
See Rating an assessment on page 18. 

8 To copy an assessment to your Assessment Locker, click the Copy to my locker link, 
select a location, and click OK. 

Viewing Teacher Tools assessment details
Each assessment in your Assessment Locker has a Test Details page that includes 
information about the assessment as well as links that allow you to:

View exam questions (either from within Edusoft or in an attached file) 
View details about questions and standards
View grading status if the assessment has been graded
Copy the exam to share it or use it as the basis for a new exam (see Copying (sharing) 
an assessment on page 16)
Rate the exam (see Rating an assessment on page 18)
Print answer sheets (see Printing answer sheets in Teacher Tools on page 60)
Edit the exam (see Editing an aligned assessment on page 34 and Editing a created 
assessment on page 50) 
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Depending on your access, you can also copy, move, or delete an assessment directly 
from the Assessment Locker. To view assessment details:

1 In your Assessment Locker, locate and select the assessment you want to view. 
The buttons you see at the bottom of the Assessment Locker page depend on where the 
assessment is located and who created it. Regardless of location, you can always view 
details and copy an assessment. And if the assessment is located in your My Tests 
folder, you can print answer sheets, or move or delete the assessment. 

2 Click View Details.

If a test is located in 
the Shared Tests or 
District Tests folders, 
you can only view 
details or copy the 
test. 

When you select a test from the My Tests folder...

...All of these options are available.

Click to view questions 
and standards.

Click to view the grading 
status for tests that have 
been graded. 

Point to a link to view 
the definition for a 
specific standard. 

Click to view exam questions. 
A View Test Document button means 
that a test document is available. 

This link tells 
you how to 
copy a test—
the new way 
to share tests. 

This is the number of answer sheets 
that have been graded for this 
assessment. A zero (0) means no 
tests have been graded. 
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Depending on who created a test, the Test Details page will display these buttons:

Note: Only teachers see a link that lets them print answer sheets. 

3 To view information about questions and the standards they are aligned to, click the 
View Question Details link. 

4 To view the definition of a standard, click the standard link. Click the Back link to 
return to the Test Details page.

Managing Teacher Tools assessments
When you add an assessment to your locker, you select a folder where it will be located. 
This location, however, is not fixed. Instead, you can move the assessment elsewhere 
within your Assessment Locker. 

Or, if you wish to use an assessment located in a Shared Tests or District Tests folder, 
you copy it to your My Tests folder. Likewise, to make a test available for others to use, 
you copy the test to a Shared Tests folder. You can also rate an assessment or delete it 
altogether.

These are the topics in this section:
Copying (sharing) an assessment on page 16
Moving an assessment to a different folder on page 18
Deleting an assessment on page 18
Rating an assessment on page 18

Copying (sharing) an assessment
If you’re a teacher, you typically create or align an assessment for your own use. You 
might, however, want to make an assessment available to other teachers in your subject 
area or grade level. Or, if you’re a lead teacher or a department head, you might want 
to create or align an assessment for the expressed purpose of sharing it. 

This button Means

Download Test The assessment questions are already in a file that is attached to 
the assessment. You can click this button to download the file. 

Upload Test Either no one has attached a question file to the assessment yet, 
or you can replace the current attachment with a new one. You 
can click this button to upload a new or replacement file. 

View Test Document You see this if the test was created in Edusoft. You can click this 
link to view the test document in the Edusoft browser window. 
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You share an assessment by copying it into your Shared Tests folder. From there, other 
Edusoft users in your district—teachers and administrators—can find this exam and 
add it to their own My Tests folder. 

There are other reasons you might want to copy an assessment: 

Edusoft can store only one set of scores for each assessment. This means that if you 
were to administer the same assessment for a second time, the scores from the second 
administration could over-write the previous scores (for the same students). If you are 
administering the assessment to students who missed the first administration, or to 
students from another period, there’s no conflict between the two sets of scores. There 
is a potential for conflict when you re-administer the same assessment to the same set 
of students. 

If you want to administer an assessment for a second (or subsequent) time, you can 
make a copy of the assessment and administer the copy. Edusoft recognizes the copy 
as a separate assessment and scores it accordingly. This way, you can administer the 
assessment twice without losing the scores from the first administration. 

When you copy an assessment, the copy is an exact duplicate of the original, including 
any uploaded test files. It has the same number of sections, the same questions per 
section, and the same answer key for multiple choice questions. Questions are aligned 
to the same standards.  

To copy (share) an assessment:
1 In your Assessment Locker, locate and select the assessment. Click Copy. 
2 Choose a location for the copy. To share a test, copy it to a Shared Tests folder. 
3 Give the assessment a name, and enter a description if you want. Click OK. 

If the original assessment had a test attached to it, the copy has the same test file 
attached.

important! Although the copy is an exact duplicate of the original assessment, 
you must print new answer sheets that are identified with the copy, 
rather than with the original. If you were to use old answer sheets, 
Edusoft would assume that you were re-administering the original 
assessment and not the copy.
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Moving an assessment to a different folder
When you add an assessment to your Assessment Locker, you select the test folder 
where the assessment will be located. If you wish, you can move assessments to a 
different folder within the same top level folder. This means that you can move an 
assessment within My Tests folders, for example, but not from a Shared Tests folder to 
a My Tests folder. You can, however, copy a test from Shared Tests to My Tests. 

Note: You can always move assessments freely within your My Tests folder, but your 
district may have placed restrictions on moving tests within Shared Tests and 
District Tests folders. 

To move an assessment to a different folder:
1 In your Assessment Locker, locate and select the assessment you want to move. Click 

Move in the Test Options area.
2 Select a location for the assessment and click OK. 

Deleting an assessment
You can delete assessments you no longer need from your Assessment Locker.  

To delete an assessment:
1 In your Assessment Locker, locate and select the assessment you want to remove. Click 

Delete in the Test Options area.
2 Confirm that you want to delete the assessment (click Yes), or cancel (click Cancel). 

Rating an assessment
You can rate your own shared assessments to give other Edusoft users an indication of 
what to expect in terms of quality and difficulty. Or, you might want to rate the 
assessments you have copied to your Assessment Locker as a reminder of their quality. 

For the difficulty rating, you have three choices: easy, medium, and difficult. The 
assessment quality rating is on a 10-point scale (expressed as X/10). The higher the 
number, the higher the quality.

You can rate any assessment in your Assessment Locker, regardless of who originally 
authored the assessment. 

important! If the assessment has been administered and graded in Edusoft, 
deleting the assessment also deletes any scores associated with the 
assessment. If the scores are deleted, you can no longer run reports 
that include this assessment. 
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To rate an assessment:
1 In your Assessment Locker, locate and select the assessment you want to view. Click 

View Details. 
2 In the Test Details page, click the Rate link.
3 Choose a number between 1 and 10 in the Quality list and a difficulty rating of easy, 

medium, or difficult in the Difficulty list. 
4 Click Continue. 

Administering assessments
Edusoft makes it easy to administer assessments. This process includes:

Printing the answer sheets for the assessment.
Printing the corresponding question sheets. If the questions are attached to the 
assessment, you can download and print them from Edusoft as well. 
Printing exam labels for students who took the test.

After you administer the assessment, you collect the test materials from the students, 
and scan and upload the answer sheets to Edusoft. 

See the Edusoft Scanning and Grader Guide (click the Library link from any 
Edusoft page) for information about scanning answer sheets.
See the Admin Tab Guidefor information about viewing results. 

Once the answer sheets have been successfully uploaded, you can run reports that 
include the data from this assessment. 

See Administering Paper Assessments on page 55 for step-by-step procedures related 
to administering tests.

http://edusoft.com/help/acrobat/EG_ScanningGuide.pdf
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Managing Benchmark
Assessments

Edusoft benchmark assessments are school-wide or district-wide 
standards-based assessments that help teachers and administrators 
evaluate student progress toward overall and per-standard 
proficiency. Any assessment, whether created by your district or 

purchased, can be aligned to standards and administered using Edusoft. 

Using Edusoft, you can organize and store benchmark assessments in your 
Benchmark Assessment Locker. From here, you can view the existing 
benchmark assessments that are available for your district and print answer 
sheets. 

After an assessment is administered, you can evaluate the performance of 
individual students, classrooms, grades, schools, or any group that you select. 
You can also view performance bands for each assessment to further help you 
analyze student performance.

These are the topics in this chapter:
About the Benchmark Assessment Locker on page 22
Administering assessments on page 23
Using performance bands on page 24
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About the Benchmark Assessment Locker

The Benchmark Assessment Locker is a hierarchy of folders used to organize 
assessments. Assessments can be tests you’ve created in Edusoft, or existing tests that 
you’ve aligned in Edusoft. You can think of the contents of your Assessment Locker 
as folders in a file drawer. Each folder can contain assessments and other folders. 
Folders appear on the left and assessments appear on the right. Top level and subfolders 
appear in alphabetical order. The assessments in each folder also appear in alphabetical 
order. 

You can print answer sheets for any assessment that appears in your Benchmark 
Assessment Locker. 

Viewing benchmark assessment details
Each Benchmark assessment in your Assessment Locker has a details page that 
includes information about the assessment, as well as links that allow you to:

View an attached file (see Downloading or viewing exam questions on page 61)
View questions and standards
View grading status
Print exam labels that show students how they performed on an assessment (see 
Printing exam labels on page 63)
View performance bands (see Using performance bands on page 24)
Print answer sheets (see Printing answer sheets in Benchmark Exams on page 58)

This is a top level folder. 

Click a folder to open it 
and see its contents. A + 
on the folder means it 
contains other folders. 

These are subfolders 
inside the top level folder. 
Each of these subfolders 
contains alignments. 

Click to view the details of 
the selected assessment. 

The number next to the folder 
indicates the number of assessments 
it contains. The highlight indicates 
this is the currently selected folder. 

This is the current folder.
The aligned assessments 
in each folder appear in 
alphabetical order. 
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The details page shows the number of answer sheets that have been graded for this 
assessment. (For more information, see Chapter 4, “Grading Exams with Edusoft” in 
the Edusoft Scanning and Grader Guide.) After grading an assessment, a link appears 
on the details page that you can click to view the grading status.

To view benchmark assessment details:
1 Click the Benchmark Exams tab, and then click the link or icon for Assessments.
2 In the Assessment Locker, select a folder, and then select an assessment. Click View 

Details to view its details page.

3 To view information about questions and the standards they are aligned to, click the 
View Question Details link. 
The Question Details page shows the number and types of questions, the point value 
for each question, the correct answers for multiple choice questions, and the standards 
each question is aligned to.

4 To view the definition of a standard, click the standard link. Click the Back link to 
return to the Question Details page. 
Tip: You can also hold the mouse pointer over a standard to view the definition in a 

pop-up box.

 Administering assessments
Edusoft makes it easy to administer Benchmark exams. See Administering Paper 
Assessments on page 55 or Administering Assessments Online on page 65 for step-by-
step procedures related to administering tests.

Click to view the current 
performance bands. 

This is the number of 
answer sheets that have 
been graded for this 
assessment. 

Click to view the definition 
for a specific standard. 

Click to view questions 
and standards.

Click to download the file 
containing exam questions. 

If the test was created in 
Edusoft, you see View 
Test Document here.
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After you administer a paper assessment, you collect the test materials from the 
students, and scan and upload the answer sheets to Edusoft. See the Edusoft Scanning 
and Grader Guide (click the Library link from any Edusoft page) for information about 
scanning answer sheets, resolving scanning problems, and viewing results. 

Once the answer sheets have been successfully uploaded, or online assessments have 
been graded, you can run reports that include the data from this assessment. You can 
also run a Participation Report to see how many students have taken the assessment. 

Using performance bands
Many educators use performance bands or categories to cluster the results of standards-
based assessments. Edusoft automatically defines four overall performance bands, plus 
two each per standard and for question groups when you create or align assessments. 

Administrators can define the “at level” band, as well as different performance bands 
with more descriptive names, for example, Above Mastery, At Mastery, or Below 
Mastery. When you create an intervention group based on a Benchmark exam, you can 
select students based on overall or per-standard performance bands. 

Note: Selecting performance bands for highlighting is not the same as setting your 
underperforming (at-risk) threshold. You can choose which performance bands to 
highlight each time you run a report. However, your underperforming threshold is 
the same for all Benchmark reports. You can change your underperforming 
threshold on the Admin tab, Settings area. See your Admin Tab Guide for more 
information.

For each assessment that has been aligned, you can view the current performance band 
definitions. See Viewing performance bands, next.

Edusoft distributes the points assigned 
to each standard into your district’s 
default performance bands.

Edusoft creates these overall 
performance bands for the 
assessment as a whole. 

http://www.edusoft.com/help/acrobat/Scanning_Grader.pdf
http://www.edusoft.com/help/acrobat/Scanning_Grader.pdf
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Viewing performance bands
You can view the current performance band definitions for any assessment in your 
Assessment Locker. The current definitions can be either your district’s default 
performance bands that Edusoft applied when the assessment was created or aligned, 
or custom bands that were defined for the assessment.

To view performance bands:
1 Click the Benchmark Exams tab, and then click the link or icon for Assessments.
2 In the Assessment Locker, select an assessment and click View Details to view its Test 

Details page. 

3 Click the View Details link in the Performance Bands area to see the current 
performance bands. 
The Performance Bands page shows the overall performance bands, as well as those for 
each standard. 

Click to view performance band details. 

The per-standard bands represent a division of 
points for questions aligned to each standard. You 
can also see which questions the standard applies 
to. 

The overall bands 
represent a division 
of the total point 
score available on 
this assessment. 

The question group bands represent a 
distribution of points for groups of related 
questions. 

If an At Level performance band is defined, it is 
indicated by a green arrow.
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chapter 4

Aligning Existing
Assessments

If you have existing assessments that you want to administer 
through Edusoft, you can easily add them to the Benchmark or 
Teacher Tools Assessment Lockers by aligning those existing 
assessments to state standards. When you align an assessment, you 

start with an existing assessment and designate one or more state standards for 
each question. The end result of aligning an assessment is an answer sheet you 
can use for administering and scoring the assessment. And once an assessment 
has been scored, you can also view the results through Edusoft. 

The existing assessments might be paper tests you’ve used in the past, 
assessments that were created by your district, or assessments that were 
purchased by your district. 

After you align an assessment, you can edit it to better suit your needs. 
Depending on your access and the Assessment Locker you’re working in, you 
can also share assessments with other Edusoft users in your district or copy 
assessments and use them as the basis for new ones.

These are the topics in this chapter:
About aligning existing assessments on page 28
Aligning an assessment on page 28
Editing an aligned assessment on page 34
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About aligning existing assessments
The Edusoft process of aligning an assessment establishes a relationship between the 
questions on the assessment and standards being taught in the classroom. When you 
align an assessment, you start with an existing paper exam and its answer key. Based 
on these two documents, you know how many and what kind of questions the 
assessment contains, as well as the correct answers for each question. The next step is 
to determine which standards are covered by each question. Armed with this 
information, you can create an electronically gradable answer sheet that students can 
use to bubble in their answers.

Tip: When you align an existing assessment, you can work most efficiently if you 
annotate a copy of the paper exam with the standards covered by each question 
before you start. It also helps to have the answer key in front of you as you work. If 
you have annotated the assessment with the standards for each question, aligning a 
multi-part assessment can take as little as 10 minutes. Because Edusoft allows you 
30 minutes of inactivity before logging you out, we recommend clicking the Save 
button frequently to save your work and stay connected.

Aligning an assessment
After you gather your test, answer key, and the standards for each question, these are 
the steps in aligning an assessment:

Choose a location in the locker where you want to store the assessment. Enter a name 
and description to identify the assessment. Select the standards group. For a 
Benchmark assessment, you also add an administration date and set assessment 
properties. See Identifying an assessment on page 29.
Select the specific standards to be covered. See Selecting standards on page 30.
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Enter a name for an assessment section, enter the numbers of questions, choose the 
question type, and set the default point value. See Starting an assessment section on 
page 30. If the section contains questions graded on a weighted rubric, you also 
define the rubric. See Creating a weighted rubric on page 31. 
Complete a section by selecting the standards for each question, adding standards as 
needed, and formatting labels or answer choices. You can also adjust point values or 
rubrics for each question. See Completing an assessment section on page 32.
Attach the assessment questions to the assessment if you wish. See Uploading a test 
file on page 33. 
Print answer sheets. Remember, only teachers can print answer sheets for Teacher 
Tools assessments. See Printing answer sheets in Benchmark Exams on page 58 or 
Printing answer sheets in Teacher Tools on page 60.

Identifying an assessment
When you align an assessment, you begin by selecting a folder in the Assessment 
Locker where the assessment will be located. Then you provide a name, administration 
date (for Benchmark assessments), and a description of the assessment you’re aligning. 

Edusoft automatically presents the most frequently used set of standards for each state, 
but you may be able to select a different set.  

To identify an assessment:
1 Click the Benchmark Exams or Teacher Tools tab, and then click the link or icon for 

Assessments.
Note: Only administrators can align a Benchmark assessment. 

2 Click the Align Existing Test link. 
3 Click a folder and click Continue. 
4 Type a name for the assessment (and administration date if you’re in Benchmark 

Exams), and an optional description. 
Both the name and date appear in the Benchmark Assessment Locker. If the name is 
ELA Grade 3 Reading and the administration date is Spring, the assessment is listed in 
the Assessment Locker as ELA Grader 3 - Spring. The date you use to label the 
assessment does not need to be exact. You can administer the assessment on any date 
you want; the date label simply helps you distinguish one assessment from another.
The description appears in the Test Details page for this assessment.  

5 In Benchmark Exams, choose whether to allow the assessment to be copied and 
whether to display overall scores on reports. 

6 If necessary, select a different set of standards from the Standards Group list. Click 
Continue. 
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The standards available in this list depend on your location. In California, for example, 
you can choose from California Challenge standards, California Content standards, and 
California High School Exit Exam standards. The most commonly used set of 
standards appears as the default choice.

7 In Teacher Tools, if your grade or course is aligned to standards, you can choose the 
subject from the Align a Test For list.
If you can choose the subject, you skip to step 3 on page 30, where you can choose the 
specific standards. 

Selecting standards
Each state organizes its standards hierarchically, dividing and subdividing standards 
into categories, grade levels, and specific standards associated with each grade level. 
Each state has its own organization and preferred terminology. 

To select standards:
1 In the Choose Standards Category page, choose the standards category.
2 Select a grade level. Click Continue.
3 Click the check box beside each standard you want to include. Click Continue. 

Tip: The more precise you are in selecting standards, the more meaningful the results 
are likely to be. 

4 Add or remove standards as needed. 
To add more standards, click Add More Standards, and choose an additional 
category, grade level, and specific standards. 
To remove standards, click the Add More Standards button, then clear the check 
boxes.

5 When you have finished selecting standards, click Continue. 
See Starting an assessment section, next. 

Starting an assessment section 
When you start an assessment section, you provide a name for the section and specify 
the number and type of questions it contains. You also define the point value for all 
questions in the section.  

Each section must consist of the same type of question—multiple choice, short answer, 
long answer graded on a point scale, or long answer graded on a weighted rubric.  If 
your assessment has multiple choice and true-false questions, you must divide them 
into two separate sections. This is because they are formatted differently on students’ 
answer sheets. 
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You can have up to 30 sections in an assessment and 999 questions in a section.

If you include long answers graded on a point scale in your test, you can choose 
whether to allow zero as a possible score on the answer sheet. You can also choose 
whether to create a teacher score sheet for this section to make bubbling long answer 
scores easier. 

To start an assessment section:
1 In the Start a Section page, type a name for the section. 
2 Enter the number of questions for this section. 
3 Choose the type of question. 

For multiple choice questions, select the number of possible choices. 
For long answers, choose whether they are graded on a point scale or on a weighted 
rubric. 
For more information about weighted rubrics, see Creating a weighted rubric, next.
For long answers graded on a point scale, choose whether to show zeros on answer 
sheets. 

4 For all long answer sections, choose whether to create a teacher score sheet for this 
section. 
You can earmark this section for the regular student answer sheet or for a teacher score 
sheet that lists all of your students by period with spaces for bubbling scores for their 
long answer responses. 

5 For all types of questions except long answers graded on a weighted rubric, enter the 
default point value for all questions in the section, using whole numbers between zero 
and 999. 
Tip: Edusoft calculates the percentages for you, based on the point values for each 

question. You can simply assign the same value to each question and let Edusoft 
compute the percentages when you score the assessment. 

6 Click Continue. 
See Creating a weighted rubric, next or Completing an assessment section on page 32. 

Creating a weighted rubric
A rubric is a set of scoring guidelines that define specific criteria for the performance 
levels a student can achieve on a piece of work. When teachers score a question 
according to a rubric, they focus on whether the answer meets the established criteria, 
and not necessarily on the number of points to award. On an answer sheet or teacher 
score sheet, only the rubric scores appear. 
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An Edusoft weighted rubric assigns a point value to each possible score. Edusoft uses 
the weighted rubric to calculate the number of points each student receives based on 
their rubric scores.  

You start by defining a default rubric for the entire section. Later, you can revise the 
rubric for specific questions if you wish. 

To create a weighted rubric:
1 In the Create Weighted Rubric page, choose the number of possible scores for this 

rubric.
You can choose up to 20 possible scores, but most rubrics have no more than 6 or 7 
possible scores.  

2 For each rubric score, enter the score that appears on the answer sheet and the 
corresponding point value. 
The rubric score, which appears on answer sheets or teacher score sheets, can contain 
up to three letters or numbers. You can list the scores starting from highest to lowest 
(4–0) or from lowest to highest (0–4). Point values can have up to one decimal place. 
The point value for the highest score must be a whole number. 

3 Click Continue. 
See Completing an assessment section, next. 

Completing an assessment section 
To complete an assessment section you select the standards that apply to each question 
and indicate the correct answer choice for each multiple choice question. 
Tip: You can work more efficiently if you decide in advance which standards apply to 

each question and note it on the assessment’s answer key before you start aligning 
questions. 

Be sure to save the assessment while you are aligning it in case you are interrupted and 
stop working on the assessment for 30 minutes or more. 

To complete an assessment section:
1 In the Align Questions page, select one or more standards for each question. 

To align a question to a single standard, select the standard in the list. 

important! The minimum requirements for saving an assessment are selecting a 
standard and the correct answer for a multiple choice question. Edusoft 
can’t save an assessment if you have gaps between aligned questions. 
For example, if you choose standards for questions 1, 2, and 4, Edusoft 
notes the gap for question 3 and can save only questions 1 and 2.
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To align the question to two or more standards, choose Select Multiple Standards. 
In the Align Question to Standards page, click the check box for each standard you 
want to include. Click Continue. 

2 For multiple choice questions, select the correct answer for each question. 
3 Click Save to save your aligned assessment.
4 Customize the section as needed. 

To change the point value for a question, type the new point value using whole 
numbers between zero and 999. 
To view the rubric for a question, point to the Edit Rubric link. 
To edit the rubric for a question, click the Edit Rubric link, choose a different number 
of possible scores, enter new rubric scores or point values, and click Continue. 
To change the labels for multiple choice answers, click the Set Up Question/Answer 
Labels link. In the Answer Labels page, type or select new labels, and click Finish. 
To change the labels for questions, click the Set Up Question/Answer Labels link, 
choose a numbering scheme, and click Finish. 
To add more questions, click Add More Questions, type the number of questions to 
add to this section, and click OK. 
New questions appear at the end of the section. You can have a total of 999 questions 
in a section, but they must all be of the same type. 
To add more standards, click Add More Standards, select the subject category and 
grade level, and then select the specific standards. 

5 Click Save to save your work so far. To add a new section, click Start New Section. If 
you have finished all sections, click Save & Finish. 

You can attach a file that contains the questions for this assessment. 
See Uploading a test file, next. 

If you’re ready to administer the assessment, you can print answer sheets. However, 
Edusoft limits the degree to which you can edit an assessment after answer sheets are 
printed. Only teachers can print answer sheets and administer Teacher Tools 
assessments. 

You can add, edit, or remove sections in the assessment. See Editing an aligned 
assessment on page 34. 

Uploading a test file
Aligning an assessment creates an answer sheet that students can use when the 
assessment is administered. After you align an assessment, you can upload, or attach, 
the file that contains the questions and store it with the assessment. 

what's next
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Note: Once you upload or attach a file to an assessment, you can remove it only by 
attaching another file.You could upload a file with only the words “Test removed” 
to indicate there is no file attached.

To upload a test file:
1 Click the Benchmark Exams or Teacher Tools tab, and then click the link or icon for 

Assessments.
Tip: If you’ve just finished aligning an assessment, you can upload a test file by 

clicking the Back link to go to the Test Details page. 

2 In your Assessment Locker, select an assessment and click View Details. 
3 Click Upload Test to select the file that contains the questions. 
4 Click Browse to locate the file on your computer, and click Open. 
5 Click Upload. 
6 To replace the uploaded file, click Upload Test and select a different file. 

Editing an aligned assessment
After an assessment has been aligned, you can edit the assessment to make a number 
of changes. You need the same sort of access to edit assessments as you do to align 
them. For example, only administrators can edit Benchmark assessments. And if you’re 
a teacher, you might not be able to edit assessments in the Shared Tests or District Tests 
folders in the Assessment Locker. The types of changes you can make depend on 
whether answer sheets have been printed for the assessment. 

If answer sheets have not been printed yet, these are the changes you can make. 

For this element You can do this

Assessment as a 
whole

Change the name, administration date, or description for the 
assessment
Allow the test to be copied
Show or hide overall scores on reports
Add sections
Remove sections
Change the order of sections
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Note: You can’t change the type of question, for example, from multiple choice to 
short answer. 

If answer sheets have already been printed, you can either create a copy of the 
assessment and edit the copy as if it were a new assessment, or you can make limited 
changes. If answer sheets have been printed:

You cannot add or remove questions. 
You cannot add or remove sections.
You cannot rename or reorder sections. 
Edits to answer choices, point values, and rubrics will change student scores if any 
answer sheets have been graded. 

If you edit an assessment that has already been administered, Edusoft automatically 
regrades any answer sheets to reflect the changes. There’s no need to re-scan answer 
sheets. 

To edit an assessment:
1 Click the Benchmark Exams or Teacher Tools tab, and then click the link or icon for 

Assessments.
2 In the Assessment Locker, select the assessment and click View Details. 
3 Click Edit to modify the assessment. 

If answer sheets have been printed, Edusoft alerts you and lets you either create a copy 
of the test or make limited changes to the existing test. 

To create a copy, click Create & Edit a Copy. 
You can edit the copy just like a new assessment. See Starting an assessment section 
on page 30 and Completing an assessment section on page 32. 

Each section Change the section name
Add or delete questions
Add or remove standards
Change question or answer labels

Individual questions Change the alignment of a question by selecting a different 
standard
Align the question to additional standards
Change the question label
Change the point value or edit the rubric
Change the correct answer choice for multiple choice questions

For this element You can do this
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To edit this assessment, click Proceed & Edit. 
You can change the alignment of questions, change the correct answer choice for 
multiple choice questions, and change the point value. You can also add more 
standards for the section. 

4 To change the name, administration date, or description for the assessment, click Edit 
Test Info and see Identifying an assessment on page 29. 
In Benchmark Exams, you can also enable the test to be copied and show or hide 
overall scores on reports.

5 To rename or change the order of sections, click Rename/Reorder Sections. 
To rename a section, select the section and type a new name. 
To move a section, select the section and use the Move Up and Move Down buttons 
to change its position in the list. 
Click OK. 

6 To add a section, click Add New Section and see Starting an assessment section on 
page 30 and Completing an assessment section on page 32. 

7 To edit a section, click Edit This Section and see Completing an assessment section on 
page 32. 
The Section page appears. You can delete a question, add questions, change the 
standards alignment, change the answer choice for multiple choice questions, and 
change the point value for any question. You can also change the question number or 
label, but changing the label doesn’t change the order of questions. 
Tip: You can’t delete the last question in a section. To delete all questions, delete the 

section. On the Edit a Test page, click the Delete button above the section you want 
to delete.

8 Click Save or Save & Finish. 
If your changes are to a test that has been graded, Edusoft regrades the test for you. 

Click to delete this 
question. 

Type a new question 
label. 

Click to add more 
questions at the end of 
the section. 
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9 When you have finished editing the test, click the Back link to return to the Test Details 
page. 
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Creating Assessments

In addition to using Edusoft to align your existing exams to 
standards, you can also use Edusoft to create new assessments in 
Teacher Tools. 
You can create tests from a variety of sources, or item banks, 

including Edusoft’s, or use your own questions. Items in the Edusoft Item Bank 
are already aligned to state standards. 

When you create an assessment, you choose the sources of the items and the set 
of standards to be used. Edusoft shows you a series of standards-aligned items 
to choose from. When you finish the assessment, Edusoft generates a test 
document and answer sheets that students can use when you administer the 
assessment. Edusoft stores tests you create in your Teacher Tools Assessment 
Locker.

These are the topics in this chapter:
About creating a new assessment on page 40
Creating a new assessment on page 40
Editing a created assessment on page 50
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About creating a new assessment
The first step in creating an assessment is to identify the material you want to cover. 
Once you’ve completed this critical step, Edusoft can make life a whole lot easier for 
you. Instead of writing the questions yourself, you can pull high-quality questions from 
a variety of sources, such as:

Edusoft Item Bank
These are high-quality, standards-aligned items created by Edusoft.
Your school district
These are items created and aligned by your school district administrators.
Other teachers in your school district
These items are created by other teachers in your school district. When you create 
an item for an assessment, the item automatically becomes available to all other 
Edusoft users. 
HMCO Item Banks
These are items derived from Houghton Mifflin textbooks.

Note: The sources you see depend on those available for your school district. 

Creating a new assessment
When you create an assessment, you begin by selecting sources and standards for 
assessment items. Sources can include items created by your district or by other 
teachers, and items from textbooks or items banks.

To create a new assessment:
1 Click the Teacher Tools tab. Click the icon or link for Assessments. 

Click to create a new 
assessment. 
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2 Click Create New Test. 

3 Enter a name for the test, choose a folder to place it in and click OK.

4 Choose the sources for your test questions, and click Continue.

5 Choose a set of standards, subject, and grade level for items on this test, and click 
Continue.

6 Click check boxes to select as many of the specific standards as you wish. Click 
Continue. 
Note: Selecting a main standard, such as 1.0, does not select the substandards, such as 

1.1. So you must select each substandard you want to include separately.  

See Creating an assessment section, next.

Enter a name and an optional 
description for the test.

Choose a folder to put the test in. 

The item sources you see depend on 
the sources available to your school 
district.

Notice that some item banks indicate 
what subject and grade level they 
cover.

If the courses you teach are aligned to 
standards, you see shortcuts to those 
standards here. Select a shortcut.

If you want a different standards group, 
subject, and grade level or course, choose 
them here.
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Creating an assessment section
Each section in an assessment can contain only one type of item: multiple choice, short 
answer, long answer graded on a point scale, or long answer graded on a rubric. You 
start a section by entering a name and choosing the question type. Next, you specify the 
default point value for each item in this section. You can edit individual item later to 
change their point values. And finally, you choose specific items to be included. 

To create an assessment section:
1 From the Standards Chosen for this Test page, click Continue to start a test section.

2 Choose the type of section you want to create:
Choose Standard if you are testing these standards for the first time.
Choose Retesting if you want to choose questions based on students’ previous 
performance on these standards. For information on retesting, see Adding a retesting 
section on page 48. 

3 Enter a section name, select the question type, and enter the default points per question. 
A section can contain one type of question: multiple choice, short answer, or long 
answer. See Aligning Existing Assessments on page 27 for examples of exam sections, 
and answer sheet formats for the three types of questions.

4 For a long answer section, choose whether to score the section on each student’s answer 
sheet, or to create one teacher score sheet for all students. Click Continue.
Edusoft displays the number of questions available from your selected sources, for each 
standard you picked.

5 Use the links at the top of the section to filter the list of items.

Enter a name for the section.

Choose the type of questions.

Enter the number of points per 
question. You can change this later.

Click to add retesting items to this 
section. This button is available 
only if you have periods assigned.

To Do this

Add standards for this 
section

1 Click Add Standards. 
2 Choose the standards category, and click Continue. 
3 Click the specific standards, and click Continue. 
4 Click Continue to confirm your standards selection. 
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6 Click Search to select items based on your choices. 

7 Select a standard from the drop down list. Then select questions you want to add to the 
test, and click Add Selected Questions.
Note: Usually, you select questions for each standard separately by first selecting the 

standard from the drop-down list. However, some questions may share a part, such 
as a reading passage, with other questions. In that case, you will see all questions 
related to that shared part, as long as they’re aligned to any of the standards you 
selected for the test.

8 Make any adjustments to the list of questions. 
You can see more information about an item by pointing your mouse to the text 
directly below the item. Point to Source, Standards Covered, Item Attributes, or 
Item Usage. The item attributes or characteristics vary depending on which item 
bank(s) you’ve selected.
To remove standards, click the Add standards link. On the Choose Specific 
Standards page, clear the check box for an item to remove it. You can only remove 
a standard if you haven’t added questions for it.
To add more questions, select the standard from the drop-down list, select the 
questions, and click Add Selected Questions.

Select items based on 
passage types

1 Click Change Passage Types.
2 Click check boxes for the passage types, genre, and Flesch-

Kincaid values.
3 In the Lexile section, choose the lower and upper ranges to 

be included. Click the Non Prose check box to include items 
that don’t have a Lexile score. 

Select items based on 
item types

1 Click Change Item Types. 

2 Click check boxes for Bloom’s Taxonomy and Cognitive 
Difficulty levels.

Bloom’s Taxonomy identifies six cognitive levels. 
Cognitive Difficulty Level identifies three skill levels. 

Select items based on 
their appropriateness for 
administration media

1 Click Other. 

2 Click check boxes to select items that can be used for online 
administrator, paper administration, or both. 

To Do this
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To create your own questions, click Create New Question. See Writing your own 
question on page 46.

See Finalizing a test, next. 

Finalizing a test
After you’ve added items for all the standards on a test, the last step is to finalize the 
test by adding more sections or editing existing sections. 

To finalize a test:
1 After you’ve selected items, click Continue to finalize the test. 

Edusoft displays the test section. From here, you can delete or edit questions, and 
change their order or point value. 

2 Make any adjustments to the section, and click Save & Finish.
For information on editing a section, see To edit a section of an assessment on page 52 
for more information.
The test is saved in your Assessment Locker, and the Edit a Test page appears. This 
page displays all the sections of the test, allowing you to make additional changes. If 
there are no more changes, you’re done.
For information on editing the test, see Editing a created assessment on page 50.

3 Click the Test Details link to go to the Test Details page.

In Teacher Tools, you can share a test with other teachers by copying it to the Shared 
Tests folder in your Assessment Locker.

4 On the Test Details page, click the Back link to return to the Assessment Locker. 

Click to print 
the answer 
sheets.

Click to edit the test.
Click to copy the 
test to another 
folder.

Click to view or print 
the test document.

Click to see the online version.
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Adding questions that have a shared passage
When you are adding exam questions for a shared passage, such as a reading passage 
or a mathematical diagram that has more than one associated question, you see 
questions aligned to the standard you select. However, you can choose to see all 
questions related to that passage, even if they are aligned to different standards within 
the same standards category (such as California Content Standards).

To see all questions for a shared passage:
1 As you are adding questions to an exam, click the See all questions for this passage 

link, if available.

The next page lets you see and select other available questions related to this passage, 
aligned to the same standards category, but not necessarily aligned to the specific 
standards you originally selected for this exam.

2 Select questions and click Add Selected Questions. When you are finished adding 
questions for this passage, click Continue.
You can now continue adding questions to the section by first selecting a standard from 
the drop-down list.

Click to add this question.

This question is aligned 
to a standard that you did 
not originally select for 
the test, but that is 
within the same 
standards category.

This is the standards 
category.

This is the 
standard
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Creating a weighted rubric
A rubric is a set of scoring criteria for rating student performance on an exam question. 
When teachers score a question according to a rubric, they focus on how the answer 
compares to the established criteria, and not necessarily on the number of points to 
award. When you are creating a long answer section on an exam, Edusoft lets you 
choose whether to score the questions on a point scale or a weighted rubric.  For more 
information on rubrics, see Creating a weighted rubric on page 31.

To create a weighted rubric:
1 In the Start a Section page, select Long Answer for Question Type, and select weighted 

rubric from the drop-down list.
2 In the Create Weighted Rubric page, choose the number of possible scores for this 

rubric.

3 For each rubric score, enter the score that appears on the answer sheet and the 
corresponding point value.

4 Click Continue. 
Edusoft lets you add your own weighted rubric questions.

5 Select a standard for the first question and click the create a question link. Then follow 
the steps for Writing your own question, next.
After you save a question, you can select another standard and add another question.

6 When you are finished adding questions, click Continue.

Writing your own question
As you review the items on an assessment, you may find that a specific question you 
want to use is not available, or that there are no items for the standard you selected in 
the available sources. If so, you can add items by creating them yourself. 

Choose the total number of 
possible scores for this rubric. 

For each rubric score, enter the score that appears on the 
answer sheet and the corresponding point value. 
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The items you create automatically become available to other teachers and 
administrators when they create assessments. For more information, see Managing 
Teacher Tools Assessments on page 7.

To write your own question:
1 From the page that displays questions from item banks for a standard, or from the Edit 

a Section page, click Create New Question.
2 For multiple choice questions, select the number of answer choices. 

All questions in a section must have the same number of answer choices.
3 Select the standard this question is aligned to. Click Continue. 
4 Type the body of the question, indicate whether it’s text or an equation, and click Add. 

For an image, select the image file and click Add. 
Note: You must write equations using the LaTeX mark-up language. See the Math 

Equations Guide in the Library for more information. 

5 When you’ve finished adding elements to the question body, click Continue to create 
the answers for the question. 

6 Complete each answer choice, and click Continue.
Enter an answer or upload an image. 
Indicate whether the answer is text or an equation. 
For multiple choice questions indicate which is the correct answer. 
For rubric questions, enter the grading criteria for each rubric score.

7 To change the question, click Edit. Otherwise, click Save.
The Edit a Section page appears with your new question added.

8 Click Save & Finish to save the assessment, and return to the Edit a Test page.

Editing an item
As you review the items that Edusoft proposes, you may want to tweak one or two. For 
example, you want to edit question text to more closely match the way you presented 
a concept in class. To do this, you can edit both items that you create and items that 
come from the item banks in Edusoft. When you edit an item, the edited version as well 
as the original one will then be available in the item banks.

The changes you can make depend on the type of question.

For this type of question You can

Any Add text or equations to the question
Add an image to the question
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To edit an item:
1 Click the pencil icon, and click OK to verify that you want to edit the item.
2 To edit an element of the question, click Edit for that element, and make your changes. 

Click Save to return to the previous page.
3 Make any other changes to the question, and click Continue to edit the answer.
4 Edit the answer as needed and click Continue. 
5 Click Save to save the edited item. 
6 When you have finished making changes, click Save & Finish.

Adding a retesting section
When you start a new test section, you have the option of adding retesting questions 
that cover areas where your students are weak, based on their performance on previous 
assessments. Retesting items are selected based on the standards covered on tests 
previously given in the periods you select. The sources of the items are the item banks 
you select for the test.

To add a retesting section to a test:
1 While creating or editing an assessment, on the Start a section page, select Retesting, 

and the periods or classes you want to review. 

Multiple choice Change which answer is correct 
Change the text of an answer choice

Short answer Edit the body of the question
Edit the answer

Long Answer/Essay Edit text or equations in the question body
If applicable, edit the rubric scoring criteria
Remove the space for calculating or writing

For this type of question You can
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The Retesting button is only available if you have periods assigned in Edusoft.

2 Enter a percentage in the Student performance threshold box, and click Continue.
This percentage lets you add test items based on two criteria:

Items for standards where student scores averaged less than this percentage on the 
standard
Frequently missed items that less than this percentage of students got right—even if 
they did well on the standard as a whole. You’ll be able to add both the missed 
questions and additional items from the corresponding standard.

Note: If you have no previous test scores, you cannot add a retesting section.

Note: If you’re creating a new assessment, you select standards before starting a 
section. This lets you add questions matched to those standards. But on retesting 
sections, the standards you can pick items for are only those standards your students 
had trouble with on previous tests. So if your entire test consists of retesting sections, 
you can select any standards when creating the test. However, Edusoft will only 
show you standards based on the performance threshold you enter and the periods 
you select.

Click one or more periods to retest 
areas where students in those 
periods are weak. 

Click to make this a 
retesting section.

Enter a threshold. You’ll 
see items for standards 
where students averaged 
less than this threshold. 
You’ll also see frequently 
missed questions that less 
than this percentage of 
students got right.
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The page to select questions from appears.

3 Select the standards and questions you want to include and click Add Selected 
Questions. When you’re done adding questions, click Continue.
The Edit Section page appears.

4 Click Save & Finish to finish creating or editing the assessment.

Editing a created assessment
Occasionally, you may want to make changes to an assessment after it has been created.  

After an assessment has been created, these are the changes you can make: 

Click to add more items 
aligned to the same 
standard as the 
frequently missed 
question. 

Only 25% of students 
got this question right. 
Click to add it to the 
test. 

Select any standard from the drop-down list to 
add items for standards students performed 
poorly on, or frequently missed a question on.

For this element You can do this

Assessment as a whole Choose new sources for questions
Add sections for retesting (see Adding a retesting section 
on page 48
Change the name or description for the assessment

Standards Add or remove a standards
Add more questions for a standard
Create your own questions for a standard
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These are the changes you can’t make:
You can’t change the type of question, for example, from multiple choice to short 
answer. 
You can’t change the answer labels for multiple choice questions.

To edit a created assessment as a whole:
1 Select the test in the Assessment Locker and click View Details.

2 On the Test Details page, click Edit.
These are the changes you can make on this page:

Questions Add, remove, or edit questions
Change answers
Change the point value
Change the question or answer labels
Edit the rubric if applicable
Report an error to Edusoft

important! When you edit an assessment, Edusoft deletes the old version of the 
assessment and replaces it with the new, edited version. This means 
that any scores associated with the old version are deleted as well.

This also means that the block code on the bottom of answer sheets 
printed for the old version is longer valid. You must discard old 
answer sheets and print new ones before administering the revised 
assessment. 

For this element You can do this

Click to edit the test.

To Do this

Edit the test name or 
description. 

Click Edit Test Info.
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When you finish making any of the above changes, your test is saved, and you return 
to the Edit a Test page. You can continue to make more changes, or click the Test 
Details link to work with the test.

To edit a section of an assessment
1 At the section you want to edit, click Edit This Section. 

The Edit Section screen looks slightly different if it contains rubric questions.
Here are the changes you can make:

Rename sections or change 
their order on the test

Click Rename/Reorder Sections.

Add a new section Click Add New Section. Follow step 2 through step 2 
starting on page 42. 

Delete a section Click Delete for that section.

Edit the contents of a section 
(for example, add questions)

Click Edit This Section. See To edit a section of an 
assessment, next.

To Do this

To Do this

Change the numbering 
scheme for a section

Click the Set Up Question Labels link.You can start a 
section at 1 or continue numbering from the previous 
section.

Change the point value of a 
question

Enter the new point value in the points text box on the 
upper right corner of the question.

Edit the rubric scores and 
their values for a question

Click Edit Rubric. See Creating a weighted rubric on 
page 46.

Edit rubric scoring criteria 
for a question

Click the pencil icon next to the question, and edit the 
question’s Edit Answers page.

Add questions, add more 
sources, add or remove 
standards

Click Add More Questions. Make adjustments to 
questions and sources in the same way as when creating 
the original test. See the steps starting on page 42. 
To remove a standard, click the Add standards link, and 
click the standard’s check box to clear the check mark. 
You can only remove a standard if you haven’t added 
questions for it.

Add your own question Click Create New Question. See Writing your own 
question on page 46.
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2 Make adjustment to the section, and click Save & Finish.
When you finish editing the section, you return to the Edit a Test page. You can 
continue to make more changes, or click the Test Details link to work with the test.

Make changes to a question

 

Use the toolbar above the question:
To enter a custom question label, such as B for Bonus, 
enter it in the text box.
To change the order of a question, use the up or down 
arrows.
To delete a question, click the trash can.
To edit a question, click the pencil. See Editing an item 
on page 47.
To report an error on a question to Edusoft, click the red 
circle.

Add retesting items See Adding a retesting section on page 48

To Do this
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Administering Paper
Assessments

Edusoft makes it easy to administer assessments in either the 
Benchmark Exams or Teacher Tools Assessment locker. This 
process includes printing answer sheets to copy and distribute to 
students and printing the corresponding test questions.

After you administer the assessment, you collect the test materials from the 
students, and scan and upload the answer sheets to Edusoft. 

See the Edusoft Scanning and Grader Guide (click the Library link from any 
Edusoft page) for information about scanning answer sheets.
See the Admin Tab Guide for information about viewing results. 
See Printing exam labels on page 63 to print individual labels with test results 
for the students who took the test.

Once the answer sheets have been successfully uploaded, you can run reports 
that include the data from this assessment. See the Benchmark Exams Guide and 
the Teacher Tools Guide for information on the reports and tools you can use to 
analyze test results.

You can also administer selected assessments online. See Administering 
Assessments Online on page 65 for information about assigning, administering, 
and grading online assessments.

These are the topics in this chapter:
About answer sheets on page 56
Printing answer sheets in Benchmark Exams on page 58
Printing answer sheets in Teacher Tools on page 60
Downloading or viewing exam questions on page 61
Printing exam labels on page 63

http://edusoft.com/help/acrobat/EG_ScanningGuide.pdf
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About answer sheets
Assessments graded and scored using Edusoft are administered using paper tests and 
answer sheets. The answer sheets that Edusoft generates can be graded electronically. 
After grading, test results are instantly available for analysis on the Edusoft Web site. 

Edusoft produces 8-1/2 by 11 inch machine-readable answer sheets that students use 
for bubbling in answers during an assessment. An answer sheet contains information 
that identifies the student, the teacher administering the assessment, and the assessment 
itself (both by name and administration date in Benchmark Exams).

A second type of answer sheet, a teacher score sheet, allows teachers to fill in the scores 
for long answer (constructed response) questions for the entire class. If an exam has 
long answer sections, someone with the appropriate access level may specify printing 
a teacher score sheet for those sections so that teachers can enter all student scores on 
one score sheet. 
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Here are examples of a student answer sheet and a teacher score sheet.

Before you administer an exam, you print the answer sheets that students will use to 
bubble their answers. After students take the exam, you scan the answer sheets to score 
them. If the exam includes short answers and long answer (essay) questions, you must 
grade those questions manually before scanning and scoring is complete.

Edusoft creates answer sheets in PDF files that you can view and print using Adobe 
Reader. You must have Adobe Reader installed on your computer before you can view 
and print an answer sheet. 

The block code identifies 
the assessment and 
administration date. 

Registration blocks 
provide orientation when 
answer sheets are 
scanned. 

This area shows the 
assessment, the 
teacher’s name, and the 
period or class. 

Students bubble in their 
names in this area. An 
alternate answer sheet 
has an area where 
students can bubble in 
their student ID numbers. 

Students can bubble the 
correct answer for 
multiple choice questions. 

Using the answer sheet, 
teachers can bubble the 
scores for essay 
questions. 

Students can write short 
answers and teachers can 
bubble to indicate the 
incorrect ones. 

Students can work 
problems or write short 
essays in this area.

On a teacher’s score sheet, 
teachers can enter the 
scores for many students 
on one page. 

For rubric questions, 
teachers bubble the rubric 
scores. Edusoft calculates 
the point values. 
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Printing answer sheets in Benchmark Exams
From Benchmark Exams you can print three types of answer sheets:

Per Period
Period-specific answer sheets are identified by teacher and period, and include a list 
of the students in the period. The PDF file also includes a generic page for each 
period that is also identified by teacher and period. But instead of a list of student 
names, the period-generic answer sheet contains spaces where students can bubble 
their student IDs. 
School-wide Generic
School-wide generic answer sheets are not associated with a teacher or period. They 
can be used by any student taking the assessment. If you have a choice, we 
recommend you use period-specific answer sheets.
Custom Group
These are answer sheets for students in one or more custom groups. Student names 
for the custom group appear on the left side of the answer sheet.

To print answer sheets in Benchmark Exams:
1 Click the Benchmark Exams tab, and then click the link or icon for Assessments.
2 In the Assessment Locker, select an assessment and click Print Answer Sheets. 
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3 Select the type of answer sheet and click Continue. 

After a brief pause, Adobe Reader starts in your browser window and Edusoft displays 
the PDF file containing all the answer sheets you selected.

4 To print this document, click the Print icon and follow the instructions on your screen. 
The Print icon is part of the Adobe Reader toolbar toward to the top of the page. 

Tip: If you are working with a large number of answer sheets, you might want to save 
the PDF file to your computer before printing. To save this PDF file to your 
computer, click the Save a Copy icon. You can return to this file later to resume 
printing. 

To print Do this

Answer sheets for one 
or more periods

1 Choose Per Period, and click Continue.

2 On the Select Periods page, click one or more check boxes to 
select periods. Click Continue.
If you select your name, you get answers sheets for all the 
periods for each course you selected. You can also select 
individual periods. 

Tip: Click the View link to see which students are in a period. 

School-wide generic 
answer sheets

1 Choose School-wide Generic.
2 Click Continue. 

Answer sheets for 
custom groups

1 Choose Custom Group, and click Continue.
2 Select one or more custom groups and click Continue. 

Click the check box for 
your name to select all 
periods for the class 
listed. 

Click the check box for a 
period to print answer 
sheets for that period.

Click this link 
to view a list 
of students in 
this period.

important! Use the Print icon from the toolbar. Do not use Print from the File 
menu or the Ctrl-P shortcut.
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Printing answer sheets in Teacher Tools
From Teacher Tools, you can print period-specific answer sheets, and if a particular 
assessment specifies a teacher score sheet, one is printed out automatically. See About 
answer sheets on page 56 for more information.

Note: You can print answer sheets from both the Assessment Locker or a Test Details 
page. However, you can only print answer sheets for exams in your My Tests folder. 

See Before you distribute answer sheets on page 65 for tips on making scanning and 
grading easier.

To view and print answer sheets in Teacher Tools (teachers only):
1 In the Assessment Locker, locate and select the assessment you want to administer. 

Click Print Answer Sheets in the Test Options area.

Note: You can also click View Details and print answer sheets from the Test Details 
page. 

2 Click Print Answer Sheets to view the answer sheet PDF file. 
The Print Answer Sheets page appears. 

Select an assessment and 
click to print answer sheets. 

Click to print answer sheets for a class or period. 
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3 Select the period or class you want to print and click View. 
After a brief pause, Adobe Reader starts in your browser window and Edusoft displays 
the PDF file containing the answer sheet you selected.

4 To print this document, click the Print icon and follow the instructions on your screen. 
The Print icon is part of the Adobe Reader toolbar toward to the top of the page. 

5 To view and print answer sheets for a different period, select the period in Period list 
and click View. 

6 Click the Return link to return to the Assessment Locker. 

Downloading or viewing exam questions
Depending on how the assessment was created, you can either:

View the exam questions from within Edusoft for created exams (see Viewing and 
printing exam questions, next).

Click the Print icon to 
print this document. Your toolbar may 

look different 
depending on 
your Adobe 
Reader version. 

Click to view the test 
document. Choose another period to view and 

print a different set of answer sheets. 

important! Use the Print icon from the Adobe Reader toolbar. Do not use 
Print from the File menu or the Ctrl-P shortcut. 
To save this PDF file to your computer, click the Save icon 
on the Adobe Reader toolbar. You can return to this file later 
to resume printing.

Select a period in this list. 
Then, click View to view and print another answer sheet. 
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Download a file attached to aligned assessments that contains the exam questions 
(see Downloading or viewing exam questions on page 61).

Viewing and printing exam questions
When an assessment is in Edusoft, you can view and print the questions directly from 
the Edusoft Web site. You can quickly tell if an assessment has been created in Edusoft 
because its details page contains a View Test Document button. 

To view and print exam questions:
1 In the Assessment Locker, locate and select the assessment you want to review. Click 

View Details in the Test Options area.
2 In the Test Details page, click View Test Document to display the questions. 

After a brief pause, Adobe Reader starts in your browser window and Edusoft displays 
the PDF file containing the test questions. 

3 To print this document, click the Print icon and follow the instructions on your screen. 
The Print icon is part of the Adobe Reader toolbar toward to the top of the page. 

Downloading exam questions
For an aligned test, you can quickly tell if a file has been attached to an assessment by 
looking at the assessment details page. A Download Test button indicates there is a file 
attached.

Note: In most cases, you must have the application that was used to create the file in 
order to open it. For a PDF file, you need Adobe Reader to open and print the file. 

To download exam questions:
1 Click the Benchmark Exams or the Teacher Tools tab, and then click the link or icon 

for Assessments.

important! Use the Print icon from the Adobe Reader toolbar. Do not use Print 
from the File menu or the Ctrl-P shortcut. 
To save this PDF file to your computer, click the Save icon on the 
Adobe Reader toolbar. You can return to this file later to resume 
printing.
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2 In the Assessment Locker, select an assessment and click View Details to view its 
details page. 

3 Click Download Test to open the file or save it on your computer. 
To open the file, click Open. 
To save the file to your computer, click Save, select the location where you want the 
file to be stored, and click Save. 

4 Click the Back link to return to the Assessment Locker. 

Printing exam labels
Edusoft makes it easy to print labels that show how each student performed on recent 
assessments. Labels show the student’s name, the test score in raw numbers and 
percentages, a list of the questions missed, and a list of standards.

Note: You can print labels for tests in either the Benchmark Exams or Teacher Tools 
Assessment Locker. The examples in this section are from the Benchmark Exams 
locker.

Click to download the file attached to this assessment.

Student’s name.
Raw score/Total possible 
points (Percent score), and 
name of assessment.

Standards covered in the 
missed questions. 

Question number. 

Correct multiple choice answer. 

Student’s point/total possible points. 

This is a short answer 
question, so there’s no 
correct answer shown. 

This is a rubric question. A 
rubric score of 4 is equal to 8 
out of 10.
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Tip: You can print the labels on Avery 5164 label sheets and then affix them to each 
student’s answer sheet or test. You can also print labels onto plain paper and staple 
them onto answer sheets. 

To print labels from the Assessment Locker or Test Details:
1 In the Assessment Locker, select an assessment, and click Print Labels.

You can also select the assessment, click View Details, then click Print Labels on the 
Test Details page.

2 Select a period, and click Continue.
3 Choose whether to include correct answers on the labels, and click Continue.

After a brief pause, Edusoft displays the first page of labels. The labels are in a PDF 
file that you can print or save to disk. 

Select an exam and click Print Labels 
in the Assessment Locker.
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Administering
Assessments Online

An online assessment is simply an online presentation of an existing 
Edusoft assessment. When you administer an assessment online, 
students read and answer questions on a computer instead of on a 
paper answer sheet. Edusoft scores multiple choice questions 

immediately, and alerts teachers when their students have entered answers that 
require grading by a teacher. 

You can administer any Benchmark or Teacher Tools assessment online if it has 
been created in Edusoft using any item banks you have access to. You can create 
an assessment specifically for online delivery, or simply choose an existing 
assessment and assign it to students for online testing. 

When students take an assessment online, they go to a special Edusoft web site 
and either log in using a user name and password, which enables them to see a 
list of all online assessments they are scheduled for, or use a one-time ticket that 
gives them access to a specific test. Once students start an online test, they 
choose multiple choice answers and write short answers or constructed 
responses much the same way they would on a paper answer sheet. 

These are the topics in this chapter:
About administering assessments on page 66
Assigning an assessment for online delivery on page 67
Managing online test assignments on page 68
Previewing an online assessment on page 70
Helping students take an online test on page 71
Grading online assessments on page 75
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About administering assessments
Depending on how an assessment was created, Edusoft gives you the choice of 
administering the assessment on paper (the traditional way) or online (using the new 
Edusoft online testing feature). If you’ve created an assessment from any of the item 
banks within Edusoft, you can let students read the questions and enter their answers 
directly onto a computer. 

When you administer an assessment on paper, you print test questions and answer 
sheets and distribute them to students. The students bubble in their answers and return 
the answer sheets to you. You grade any short answers or essay questions, and scan the 
answer sheets. Within a matter of minutes, you can see the results in Edusoft. 

When you administer an assessment online, students log in to Edusoft and go to an 
assigned test. Students read the questions on their computer screens and enter their 
answers. When they have finished taking the test, Edusoft scores the multiple choice 
questions immediately. If there are short answers or essay questions, you read the 
students’ answers and grade them online, too. Within a matter of minutes, you can see 
the results in Edusoft.

1.

2.

3.

4.

5.

6.

?

?

?

?

?

?

Exam Questions

Answer Sheet

1
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4
5
6

7
8
9

10
11
12

Students bubble 
or write their 
answers

Teachers grade 
essay or short 
answers

Teachers scan 
answer sheets and 
upload to Edusoft 
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Teachers grade essay or 
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Assigning an assessment for online delivery
Your ability to assign assessments for online delivery depends on your access. If you’re 
an administrator, you can assign any assessments in the Benchmarks Assessment 
Locker. For teachers, if you can print answer sheets for Benchmark assessments, you 
can assign them for online administration. If you’re a teacher, you can also assign any 
tests in the My Tests folder in your Teacher Tools Assessment Locker. 

To assign an assessment for online delivery:
1 Select an assessment in your Assessment Locker and click View Details. 

The Assign Online button means that you can assign this assessment for online 
delivery. 

2 In the Test Details page, click Assign Online.
3 Enter a description for the test assignment.

The description should include information about the group of students who are 
assigned to take this test. 

4 Enter start and end dates and times. 
You can type the dates or click the calendar icons to select dates. 

5 In the Test-taking experience section, specify whether there is a time limit and click 
check boxes for the options you want to include. Click Continue.
The remaining settings determine how students log in to Edusoft to take the test, 
whether they can pause the test or view questions out of order, and whether they can 
see their own answers and correct answers after they’ve completed the test. 

Select this setting To enable students to

Students must have a 
ticket to take this test

Log in to Edusoft without having a user name and password

Students can pause this 
test

Stop in the middle of the test and resume later (or end the test)

Students can jump 
between questions

Use a navigation list to view and answer questions out of order 

Students can see their 
selected answers after 
completing this test

View their answers after they complete the test

Students can see correct 
answers

See the correct answers for multiple choice questions in 
addition to their own answers
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6 Choose whether to select students by periods or course, or by custom group. Click 
Continue. 

7 In the Select Periods page, select courses or periods (or use any of the demographic 
options to select students) and then select specific periods if necessary. To select 
individual students, click the Choose individual students check box. Click Continue. 

To assign this test to more than one school group, school type, or school, choose 
Multiple and then click Select. Select the schools and click Continue. 
To assign it to one school, choose One and select the school from the drop-down list.

8 If you’re selecting individual students, select the specific students, and click Continue. 
9 Click Finish.

The Test Assignment page displays the details of this test assignment. From here, you 
can edit assignment properties, delete the assignment, view or edit the student 
selection, or view or edit the graders. See Managing online test assignments, next. 

Managing online test assignments
The Test Assignment page is your starting point for viewing, editing, and deleting 
online assignments. You can edit or delete any assignments you’ve created. If you’re 
an administrator, you may also be able to edit any assignments you have access to. 

For more information, see:
Viewing an online assignment, next
Editing a test assignment on page 69
Deleting a test assignment on page 70
Previewing an online assessment on page 70

Use these links to select a 
pool of students to take this 
test online. 

Use these links to select 
periods. 

Click check boxes to select specific periods. 
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Viewing an online assignment
You can view the details for any online assignment for any assessment in your 
Assessment Locker. 

To view an online assignment:
1 Select an assessment in your Assessment Locker and click View Details. 
2 Scroll to the bottom of the page and click the View Online Assignments link. 
3 To view a specific assignment, click the assignment link. 

Editing a test assignment
You can easily edit any assignments you’ve created. If someone else created the 
assignment, you can view the student and grader assignments, but you can’t edit them. 
After you’ve edited the assignment, you become the new owner. 

Teachers: Unless your district has given you special permission, you can’t edit 
assignments for Benchmark exams. 

To edit a test assignment:
1 In the Online Test Assignment page, click Edit Properties.
2 In the General Information area, change any settings as needed. Click Continue. 

See step 3 on page 67 (and following) for more information. 
Note: Once you start editing assignment properties, you can go on to edit the rest of 

the assignment. 

3 To view or refresh the list of students assigned to take the test:
Click View Assigned Students.
In the Assignment Overview page, click Refresh Now to update the list of assigned 
students to match the current roster. Confirm that you want to proceed. 
To view the list of students for a period, click the period’s View link. 
Click Back to return to the Assignment Overview page. Click Back to return to the 
Assignment Details page. 

4 To change the list of students assigned to take the test, do this:
In the Assignment Overview or Period Details page, click Edit Student Selection. 
Adjust the list of schools or courses as needed. Click check boxes to add or remove 
periods. 
To select specific students, click Choose Individual Students and click Continue. 
Click check boxes for individual students and click Continue. 
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5 To view the list of assigned graders for assignments based on custom groups, click 
View Graders. Click Back to return to the Test Assignment Details. 

6 To edit the list of graders for assignments based on custom groups, click Edit Graders.
If necessary, choose one or more school groups, school types, or schools. 
Choose one or more courses to focus the list of potential graders. 
Click check boxes to choose specific teachers. 
Click Continue. Review the list of graders and click Continue.

Note: All school and district administrators can also grade this online assessment. 

Deleting a test assignment
You can delete any test assignment you created (or that you have access to). However, 
before you can delete an assignment, you must first remove any students from the 
assignment.  

To delete a test assignment:
1 In the Online Test Assignment page, click Edit Student Selection and remove any 

students who may be assigned to take the assessment. 
See step 7 on page 68 for more information. 

2 In the Online Test Assignment page, click Delete.
3 Confirm that you want to delete the assignment. 

Previewing an online assessment
You can preview any assessment that has been created in Edusoft from an item bank 
(and not aligned from a paper exam) to see what the assessment would look like if it 
were administered online. When you preview an assessment you see it very much like 
a student would, except you see the correct answers!

To review and online assessment:
1 Select an assessment in your Assessment Locker and click View Details. 
2 Click Preview Online Test. 

The first page of the online test appears in a new browser window. This page contains 
basic instructions for students on how to answer questions, move from one page to the 
next, and complete the test. The browser window is preset to take up the full width of 
your computer screen. 

3 Click Start the Test. 
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The page containing the first question appears. The navigation panel at the bottom of 
the page has buttons for pausing the test (if it’s permitted) and viewing the next 
question. Students can view questions out of order by choosing them in the Jump to 
Question list. 
A Previous Page button appears on all questions after the first one. On the last question, 
students see a Finish Test button. 

4 Use the Next Page and Previous Page buttons to move through the test one page at a 
time. Use the Jump to a Question list to view specific questions. At the last question, 
click Finish Test to exit the preview. 
Edusoft displays a summary page that tells students that they have reached the end of 
the test. 

5 Click Go Back to view test questions again, or click Exit Preview to end the preview 
session. 

Helping students take an online test
The Edusoft online testing experience is designed to be straightforward and intuitive, 
with all instructions and explanations right on the screen where students can read them. 
There may be times, however, when you are called up to help students as they register 
for an Edusoft user name or log in to take a test. You might also need to help students 
become familiar and comfortable with taking a test online rather than with a paper 
answer sheet.

Topics in this section include
Viewing and distributing tickets on page 71
Helping students register for an Edusoft user name on page 72
Helping student reset their passwords on page 73
Helping students log in on page 74
Helping students take the test on page 74

Viewing and distributing tickets
Whenever you assign an assessment, Edusoft automatically generates and stores an 
electronic ticket for each student who is assigned to take the test. The ticket is in the 
form of a password that is unique to each student and each exam. 

Note: If there are multiple assignments for a single assessment, you can only access 
the tickets generated for a single assignment. 
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To view and distribute tickets:
1 Select an assessment in your Assessment Locker and click View Details. 
2 Scroll to the bottom of the page and click the View Online Assignments link. 
3 Click the assignment link for the assessment you’re administering. 
4 In the Test Assignment page, click View Assigned Students. 

You see a list of all your students, organized by period. 
5 Print the list of tickets to serve as a reference. Click Back to return to the Assignment 

Overview page. 

Helping students register for an Edusoft user name
You may be called upon to guide students who do not already have user names and 
passwords through the process of registering in Edusoft. 

Note: As an Edusoft user, you can create user names for your students from the 
Edusoft Admin tab (click Rosters and then locate the student). See the Admin Tab 
Guide for more information. 

To help students register for an Edusoft user name:
1 Instruct students to click the Sign up link on the Log In page. 
2 In the Student Sign-Up page, instruct students to enter their first and last names, as well 

as two of the following: ID number, date of birth, and grade. Instruct students to click 
Continue. 
Students can use any ID that is in the Edusoft system: state, district, school, or Edusoft 
ID. 

3 Instruct students to read the confirmation page and click Yes if the information is 
correct. 

4 After Edusoft locates them, instruct students to click Yes to confirm that they are 
enrolled in the school listed. 

5 Instruct students to make a note of their user names and to enter a password and confirm 
it by entering it a second time. If the district permits students to receive e-mail, ask 
students to enter their e-mail addresses. Instruct them to click Finish. 
Tip: Click the Password rules link to view your district’s password requirements 

(number of characters, for example).

6 Instruct students to click OK. 
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Helping student reset their passwords
If students forget or misplace their passwords you may need to help them get their 
passwords reset. If they have entered an e-mail address, Edusoft can send them a new 
password. If they haven’t entered an e-mail address, a teacher or administrator must 
reset their passwords. See the Admin Tab Guide for information on resetting 
passwords. 

To help students reset their passwords:
1 Instruct students to click the Click Here link on the Log In page. 
2 In the Find Your User Name page, instruct students to enter their first and last names, 

as well as two of the following: ID number, date of birth, and grade. Instruct students 
to click Continue. 

3 Instruct students to read the confirmation page and click Yes if the information is 
correct. 

4 After Edusoft locates them, instruct students to click Yes to confirm that they are 
enrolled in the school listed. 

Helping students reset their information
Students can change their passwords or e-mail address any time they are logged in to 
Edusoft.  

Note: If students don’t yet have Edusoft user names, see Helping students register for 
an Edusoft user name on page 72. If students have user names but have forgotten 
their passwords, see Helping student reset their passwords on page 73. 

To help students reset their information:
1 After students log in using their current passwords, instruct them to click the Change 

Your Info link. 
2 Instruct students to enter their current passwords, and then enter their new passwords.

Students must enter their new passwords twice, exactly the same way each time. You 
may want to suggest that students click the Password Rules link to see what your 
district’s password requirements are. 

3 If your district permits students to receive e-mail, instruct students to enter their e-mail 
addresses.

4 Instruct students to click Finish. 
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Helping students log in
Depending on the online test assignment, students can log in using either a one-time 
ticket or a user name and password. If the test requires a ticket, that’s the only way 
students can access it. If a test does not require a ticket, students can log in with a user 
name and password and see any tests they are assigned to take. 

To help students log in:
1 Instruct students to enter their user names and passwords or their tickets. If students are 

using tickets, instruct them to enter just the numbers without the dashes. 

2 Instruct students who used a ticket to click Yes to confirm their identities. 
3 Instruct students who logged in with a user name to click the link for the test they want 

to take. 
The Directions page for the test appears. See Helping students take the test, next. 

Helping students take the test
Although the Edusoft Online Test experience is designed to be easy for students to use, 
you still may need to assist students as they log in and navigate through a test. If the 
test is timed, point out the timer in the upper left corner of the page.

To help students take a test:
1 Instruct students to read the directions for taking a test. If the test is timed, point out the 

timer in the upper left corner of the page. When students are ready, instruct them to 
click Start the Test. 

2 Remind students how to move from one question to the next.
Students click Next Page to go to the next question, Previous Page to go back, and they 
can use the Jump to Question list to answer questions out of order. 

3 Remind students that they can click Pause Test to temporarily stop the test. If they are 
ready to resume the test, they click Continue Your Test. If students are finished with 
the test, they click Save and Exit. 

4 Instruct students to review their answers if they have time (and they wish to), or end the 
test. 

5 Instruct students to click Logout when they have finished reviewing their test reports.

Students using a user 
name and password 
enter them here. 

Students using 
a ticket enter it 
here. 



Grading online assessments  75

Teacher’s Guide

Note: If students logged in with a user name (and not using a ticket), they can click My 
Test List to see if they have any other test assignments. 

Grading online assessments
When students take online assessments, Edusoft automatically grades multiple choice 
questions immediately. If, however, the test contains short answer or constructed 
response questions, those questions must be graded by a teacher or administrator 
familiar with the material. 

You can grade all of one student’s answers at once or grade all answers from your class 
for each question. 

If you have any outstanding grading assignments, Edusoft alerts you when you log in.

To grade online assessments:
1 Log in to the Edusoft Web site. If you have tests that need grading, click Grade Tests. 

If you have online tests that need grading, you see a message above your name as soon 
as you log in. 

2 Click the Grade link to start grading tests.
3 To enter scores for a question, read the student’s answer and enter the appropriate score 

in the Score area. 
Above the Score box you see the possible scores for this question. If it’s a short answer, 
you see the two possible scores (for example, 0 or 3). For constructed response 
questions where partial credit can be awarded (long answers or essays), you see the 
range of possible scores (for example, any score between 0 and 10). 
Tip: As you finish grading a question or student, it’s a good idea to click Save Scores.

4 To score another question, choose the question in the Question list. 
5 To view all questions for a specific student, click View by Student. Click Select 

Student and choose the student whose answers you want to grade. 
6 When you have finished entering scores, click Save and Exit Grading. 

Click to view online tests that need 
grading. 
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chapter 8

Monitoring Student
Participation

No assessment program would be complete without a way to 
determine that the students who should have taken a specific 
assessment have actually done so. 

With the advent of online assessments, Edusoft users can no longer determine 
which students have participated by looking at answer sheets. For this reason, 
we’ve created the Student Participation report, which lets teachers and 
administrators see which of their students have taken an assessment either 
online or on paper. 

The dynamic Student Participation report lets you drill down to individual 
periods to see the participation level for each of your students. Student 
Participation reports are available for one Benchmark exam at a time. 

These are the topics in this chapter:
About Student Participation reports on page 78
Running a Student Participation report on page 79
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About Student Participation reports
Student Participation reports are designed to provide an interactive view of the 
participation of all students in the group you select for a single Benchmark assessment. 
For example, you can use a Student Participation report to determine how many 7th 
graders have taken the district’s Math benchmark exam. Or, you might use it to see how 
many of your 7th graders have taken an online assessment they were assigned.

Depending on your access, you can see overall participation for all selected students in 
the district, in a school group, in a school, in a teacher’s roster, or in a specific period. 
You can see if an individual student’s online assessment required manual grading and 
go directly from the Student Participation report to the appropriate grading page. 

In addition to viewing the participation data for a single Benchmark assessment, you 
can export the data from Edusoft to an Excel worksheet for further analysis. You might, 
for example, run a Student Participation report for each of three Benchmark exams that 
administered during the same testing window, export the data, and combine the export 
files for a complete picture of an assessment wave. 

The dashboard at the 
top of the report shows 
you the current 
settings. You can use 
any of these links to 
change the selection of 
students. 

The lower half of the 
report is interactive: 
you can click links to 
drill down to more 
detailed information. 

These navigation links 
let move quickly to 
higher levels of data. 

You can use highlighting to call attention 
to participation rates that fall below the 
threshold you specify. 

Click to go to the grading 
page for this test. 

Click to export report data. 
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Running a Student Participation report
Each Student Participation report focuses on a single Benchmark assessment for the 
group of students you select. Once you run the report, you can change the selection of 
students or drill down to see more detailed information. 

To run a Student Participation report:
1 Select an assessment in your Assessment Locker and click View Details. 

The View Participation Report link means that at least one student has taken this 
assessment. 

2 In the Test Details page, click View Participation Report.
3 Use the links in the Participation Report page to select a group of students. 

Choosing grades and courses can help you quickly identify a group of students. 
4 When you’ve finished selecting students, click Run Report. 

The Participation Report page displays the data for the students you selected.

5 Choose a Highlighting Threshold to highlight schools or classes where the 
participation percentage falls below a specified level. 

6 Use the links to drill down to more detailed data. 
At the individual student level, you can see which students have been scored, need 
grading, or haven’t been started. 

Use these links to 
change the selection of 
students. 

This is the rate for this 
class. 

This is the rate for all 
students in the group you 
selected. 

Choose a highlighting threshold. 

Click to export report data. 
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