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Company Background

MetriTech is a full-service PDSR contractor – we have fulfilled the WIDA contract for 
eight years, for what has become a group of 31 states testing 1,250,000 students per 
year.

MetriTech is a professionally staffed organization specializing in the development and 
scoring of educational and psychological assessment products. Its products are used 
for assessment, program evaluation, and human resource planning. MetriTech also 
provides program development and evaluation services as well as test development 
and consulting services to other organizations.

MetriTech was founded in 1982 and is directed by Dr. Samuel E. Krug, a recognized 
authority in the area of psychological and educational measurement. MetriTech is 
located in Champaign, Illinois, in close proximity to the University of Illinois, a world-
class research institution. The Champaign location houses MetriTech’s research and 
development, production, data processing, and customer service activities. MetriTech 
employs approximately 1000 full- and part-time staff in the development, scoring, and 
reporting of test results.  



Test Materials Ordering – Step by Step

Receipt of Materials – Details regarding paperwork and 
booklet handling

Test Administration

Returning Materials – Step by Step

Materials Handling at MetriTech – Details regarding receipt, 
alerts, etc.

Scoring Materials

Reporting to State and Districts

Workshop Goals



Districts should place test material orders (including 
Large Print and Alternate ACCESS materials) based on 
the instructions contained in the following slides.

The Colorado Department of Education will provide 
MetriTech with the Pre-ID data for each district.

MetriTech will produce Pre-ID labels for each district 
based on that information.

Test Materials Ordering



Alternate ACCESS™

What is the Alternate ACCESS? 
a performance-based test developed specifically for English language learners 
who have significant cognitive disabilities. 
single form per grade cluster; it is not a tiered test it is available in four grade 
level clusters: grades 1-2, 3-5, 6-8, and 9-12. There will not be a kindergarten 
form this year

For whom is Alternate ACCESS intended
This test is intended to serve the needs of English language learners who 
have significantly cognitively disabilities that prevent meaningful participation 
in the regular ACCESS for ELLs . A student with significant cognitive 
disabilities is identified as having one or more of the existing categories of 
disabilities under IDEA (eg.; intellectual disabilities, autism,  traumatic  brain 
injury, multiple disabilities, etc); and their cognitive impairments may prevent 
them from attaining grade level achievement standards, even with the best 
instruction. 

More information is available on the WIDA website
http://www.wida.us/assessment/alternateaccess.aspx



Contact Name (this should be the primary contact, the 
person who will receive all communications and materials)

Contact Email Address

Contact Phone and Fax numbers

Shipping Address – this is where materials will be sent; 
NO Post Office Boxes! 

MetriTech emailed ordering information to each district 
contact October 10, 2013. During the ordering process, 
you have the opportunity to update the following:

Step 1 - Test Materials Ordering



Your Step by Step web-ordering instructions

Web-Page Ordering
Step 2 - Test Materials Ordering



www.metritech.com

Web-Page Ordering – MetriTech Home
Test Materials Ordering



Web-Page Ordering – Select the Appropriate Test Type
Test Materials Ordering



Web-Page Ordering – Select Appropriate Login Section
Test Materials Ordering



Web-Page Ordering – Secure Log In
Test Materials Ordering



Web-Page Ordering – Update Information & Place Order
Test Materials Ordering



Web-Page Ordering – Placing an Order
Test Materials Ordering



Web-Page Ordering – Successful Completion
Test Materials Ordering



Web-Page Ordering – Email Confirmation
Test Materials Ordering



Web-Page Ordering – Viewing Your Order
Test Materials Ordering



If you cannot order ACCESS for ELLs materials through the 
web, use the WIDA Order Form link on the MetriTech 
“Welcome” web page to download the required form.

Fax it to us at 217.398.5798
Email it to wida@metritech.com

or
Call our customer service staff at 800.747.4868 between
8:00 am & 5:00pm CST for assistance.

If you cannot order Large Print or Alternate ACCESS materials 
through the web, please call our customer service staff for 
assistance.

Step 3 - Test Materials Ordering



Fax it to MetriTech at 
217.398.5798

Email as an attachment to 
wida@metritech.com

or
Call customer service and 
order over the phone at 
800.747.4868

Order Form

You can download this form 
from the MetriTech website:

Test Materials Ordering



> 15 % =

Important Note About Order Quantities

States and districts will be charged for unused test booklets in
excess of 15% of the total order. Carefully check your order to 
ensure that you are only ordering for the population you will 
be testing.

Test Materials Ordering



Questions About Ordering?



Once we have received your District’s Order and 
Pre-ID label information, MetriTech will put 
together a materials package for your District.

Districts with 10 or more schools participating 
will receive the materials packaged by school; 
otherwise, the materials will be packaged by 
booklet type.

You will receive one or more boxes. Each box 
will be identified as containing WIDA Secure 
Testing Materials and will be numbered –
alerting you to the number of boxes you should 
have received. Cut down and SAVE the boxes 
for returning the materials to MetriTech.

A sticker like this will be on 
every box you receive

Receipt of Materials



Box 1 will contain the paperwork for the District and the schools.

District paperwork is in the first plastic bag. That bag contains the 
following pages in the order you will see them:

Master Materials List – All materials shipped to the district
District copy of School Materials Lists (district overage will be the first sheet)
Optional Services Order Form
Internal Tracking Security Check List          
Documentation of Materials Not Returned
Additional Materials Order Form
Agreement to Maintain Confidentiality Information
Agreement to Maintain Confidentiality Letter (stays at District)
District School Header Sheet (for materials to be scored)
Unused & Non Scorable Testing Materials Header Sheet 
District and School Test Administration Manual 
Schedule & Special Instructions for your state

District Bag
Receipt of Materials



Master Materials List

Details all materials sent to district

Use to verify that all listed
materials have been received

If you are missing materials,     
contact MetriTech at 800.747.4868
or email at wida@metritech.com,
and we will immediately ship the 
missing materials.

Receipt of Materials
District Bag



District Materials List (Overage)

Details quantity of overage for a
district

Your district will receive 10% 
overage for all materials ordered

Receipt of Materials
District Bag



School Materials List(s)

One Material List representing 
each school’s order

The ratio of scripts and flip charts 
is 1 per 8 student test booklets 
ordered for grades 1 through 12  
and 1 per 15 for kindergarten 
students

NOTE: Alternate ACCESS test 
materials will arrive in separate boxes 
with separate paperwork

Receipt of Materials
District Bag



Optional Services Order Form

Order additional copies of provided
reports

Receipt of Materials
District Bag



Internal Tracking Security 
Checklist

For the district to use in tracking 
assigned serial numbered
materials by school

For the school to use in tracking 
assigned serial numbered materials
to administrators

Receipt of Materials
District Bag



Documentation of Materials 
Not Returned

Document the serial number 
and reason test materials can 
not be returned

Will be used by MetriTech to
confirm all materials are
accounted for

Receipt of Materials
District Bag



Additional Materials Order Form

District can fax or call with 
additional materials orders

Schools are required to order 
through their district

Receipt of Materials
District Bag



Agreement to Maintain 
Confidentiality

Explanation of the agreement

Receipt of Materials
District Bag



Agreement to Maintain 
Confidentiality Letter

Should be signed by everyone in 
contact with test materials

Make copies as required

Stays at the district – do not 
return to MetriTech

Receipt of Materials
District Bag



School Header Sheet

Placed on top of materials to be     
scored

Each school receives this header –
district has a master copy

Make copies as required

Receipt of Materials
District Bag



Unused & Non Scorable
Header Sheet

Place the following under this header:

Scripts and Speaking Flip Charts

Unused Test Booklets

DO NOT SCORE Test Booklets

Receipt of Materials
District Bag



Test Administration Manual

Descriptions of materials and 
directions of materials handling 
are in this manual

Receipt of Materials
District Bag



State Schedule and
Special Instructions

Located in the front cover of 
each District and School Test 
Administration Manual

Provides the schedule for your 
state

Details special instructions from
your state

Receipt of Materials
District Bag



The second plastic bag contains return instructions for the 
District

After familiarizing yourself with the materials in the bag, move
them to a safe place until testing is complete for your District
and you are ready to begin the return process

The bag contains:

Return Shipping Instructions – 2-sided document
District Packing Instructions – 2-sided document
RS – UPS Return Instructions and RS Labels for shipping

Return Instructions



District Shipping Form
Return Instructions



Packing Instructions
Return Instructions



UPS Return Instructions

RS Return Labels

One for each box to be returned

Return Instructions



Each school will have its own plastic bag which should be 
forwarded to the school with their test materials

Each bag contains the following:

School Materials List – one for each school
School Header Sheet 
Unused & Non Scorable Header Sheet
Internal Tracking Security Checklist
District & School Test Administration Manual
Schedule & Special Instructions for your state
Pre-ID Header (if District has provided Pre-ID data)
Pre-ID labels – sorted by grade, then alpha by student last   
name, first name, MI, birth date

School Bag(s)



School Materials List

Details the school’s materials

School Bag(s)



School Header Sheet

Each school’s books should be 
sorted by Grade-Cluster and Tier

One clearly marked header should 
be placed on top of each pile of 
sorted books

Only books for scoring should be 
placed under this header

Make copies as needed

School Bag(s)



Unused & Non Scorable 
Header Sheet

All Non Scorable material should 
be sorted out for the school

One clearly marked header should 
be placed on top of this complete
pile of materials

Any test booklets under this 
header should be unused or
clearly marked DO NOT SCORE

School Bag(s)



Test Administration Manual

Descriptions of materials and 
directions of materials handling 
are in this manual

School Bag(s)



State Schedule and Special 
Instructions

Located within the front cover
of every district/school Test    
Administration Manual

Highlights the test schedule

Details special instructions as 
dictated by the state for all 
participants

School Bag(s)



School’s Pre-ID Labels

Pre-ID labels contain the name, 
grade, and other pertinent 
information about individual 
students

One label will be received for each 
Student Test Booklet

The labels should be checked to 
be sure that the displayed 
information is correct

School Bag(s)



Test Materials

Test Book, Scripts & Flip Charts

Test materials will arrive 3 weeks 
before the test window opens and
will be grouped by grade cluster 
and tier (K-Kits are bagged to keep
parts together)

Districts receive the exact number 
of materials ordered

Large print materials will be 
packaged with the standard size 
ACCESS test materials

Alternative ACCESS test materials 
will arrive in separate boxes with   
their own paper work



Questions About Received 
Materials?



After confirming all materials have arrived and your District 
has what it needs to administer ACCESS, materials should be 
distributed to the schools for testing

Districts and schools must follow the same security guidelines 
in place for all state-mandated secure assessments – you 
must confirm that your district has received all serial bar 
coded test materials assigned to you

Districts will then distribute the test materials and the school
plastic bags to each participating school – assigning serial 
numbered booklets to each school

Distribution of Materials
School Bag(s)



Test Booklets

Test booklets are color coded by Cluster and Tier

Test Administration



Web Streaming via MetriTech’s web site

www.metritech.com/wida/listening/login.aspx

The Listening Test is now administered via CD or Web Streaming

New Listening Test Options for 2014
Test Administration

Use the provided CD to play the 
recording on a PC or CD Player



Test Administration
Streaming the Listening Test on the Web

Contact MetriTech customer 
service at 800.747.4868 to 
receive your username and 
password.

There are practice items and scripts available for lower and upper 
grades, passwords will not be required to access the practice items. 
The link to WIDA’s training page is also available here.



Test Administration
Streaming the Listening Test on the Web

Once you’ve completed your training 
and practice, log in using the username 
and password provided by MetriTech 

and select the correct grade cluster and 
tier for the students to be tested.



Test Administration
Streaming the Listening Test on the Web

Follow the instructions in the Form 302 Listening, Reading, Writing Script.
Step by step instructions are provided for administering the Listening Test.

Practice Items require you to 
select “Play”. The CD icon 
spins as the audio plays.



Streaming the Listening Test on the Web

Follow the instructions in the Form 302 Listening, Reading, 
Writing Script. Headphones are not allowed.

Items will move from 
1 track to the next  
automatically you 

simply select “Play”
for the first item 

within each group

Test Administration



Streaming the Listening Test on the Web

If you need to pause during 
the administration of the test, 
the “Resume” button will 
appear.

Once you’ve selected “Play”
within a group, the “Pause”
button and spinning CD 
appears next to the track 
currently playing.

Test Administration



Test Administration
Listening Test on Compact Disc

The Listening Test CD can be played on any CD player with speakers, or 
on a desktop or laptop computer. When using a computer, make sure to 
have working external speakers and that the device meets the minimal 
technological requirements listed below. Follow the directions in the 
Form 302 Listening, Reading and Writing Script when administering the 
Listening Test.  Headphones are not allowed.



Pre-ID Labels

Administrators/teachers must verify the Pre-ID information 
prior to applying the labels. If all of the information is correct, 
place it on the front cover of the test booklet.

Test Administration



If the label is incorrect, discard the label and bubble in the 
student information on the front and back covers of the 
test booklet

Pre-ID labels that are incorrect or provided for students 
who will not be tested may be discarded

Do not cross out or write in information on a Pre-ID label: 
this does not change any data and causes misinformation 
when tabulating your students’ information

Pre-ID Labels
Test Administration



Pre-ID Labels

If a label has been placed on a test booklet in error, put an 
“X” through the demographic information and mark through 
the bar code, covering it completely using a heavy black 
marker.

Test Administration



Bubbling Books

Detailed direction to assist you in filling out the student information 
on test booklets are on pp 19-27 of the Test Administration Manual.

Test Administration



Bubbling Books

Starting at the left, fill in the designated fields accordingly 
(Examples shown below).

Test Administration



Bubbling Books – Testing Date

The date of testing is located on the front cover of the test book. 
Record the date testing was completed for the student.

(DD/MM/YY)

Test Administration



Bubbling Books – Racial/Ethnic Group

Part 1 – Select one ethnicity that applies for the student

Part 2 – Select all races that apply to the student

Test Administration



Bubbling Books – Do Not Score Section

If boxes in this section are filled out, scores for that domain will not be reported.

Domains:

L = Listening
R = Reading
W = Writing
S = Speaking

ABS – Absent indicates the student was absent for a domain 
of the test; if so, fill in the appropriate box/boxes for the 
domain the student did not take.

INV – Invalidate indicates that even though a student 
completed some or all of the test items, the testing was not 
valid. This code can be used if a student becomes ill during a 
test or if a student engages in inappropriate testing practices.

DEC – Declined indicates a student refused to test. This test 
is a required activity. This indicator is used only when a 
student refuses to participate even after the test administrator
has made several attempts to engage the student in the 
assessment.

SPD – Deferred Special Education indicates that an IEP or 
504 team determined that the student should defer 
participation from one or more of the domains.

Test Administration



Guidelines
Test Administration

The Test Administration Manual has specific instructions 
and suggestions for administering the test

If you have specific questions regarding students who 
should be administered the test contact the CDE.

If you have materials questions, please call MetriTech 
customer service at 800.747.4868.



Questions About Test 
Administration?



Once testing is completed, each school should package their 
materials as directed and return them to the district – checking to 
ensure all serial numbered materials assigned are accounted for

Districts will double check that ALL materials have been returned 
and are packaged correctly

Districts will seal and update the box labels and put RS labels on 
all boxes to be shipped

Call UPS to schedule a pick-up if the district does not have a 
regularly scheduled pick-up

Call MetriTech customer service at 800.747.4868 if you have any 
questions or require assistance with UPS

Overview
Materials Return



School

School Header Sheet

Each school’s books should be 
sorted by Grade-Cluster and Tier

One clearly marked header
should be placed on top of each
pile of sorted books

Only books for scoring should be 
placed under this header

Make copies as needed

Materials Return



Unused & Non Scorables 

The Unused & Non Scorable 
header should be placed on top 
of “Do Not Score” and unused 
test booklets and all scripts and    
flip charts

Materials Return
School



Package your materials for return following these directions.

District
Materials Return



District

When your materials are ready to ship, fill out the Shipping form.
This helps MetriTech understand what was shipped and who we should contact with questions.

Materials Return



A B

Box Label

The label below is on each of the boxes you saved from shipping.
When preparing the box for return be certain to:

A - Fill in the number of boxes you are returning on each box

B - Indicate if the Packing List is located in a particular box by 
checking this field.

Materials Return



Using RS Return Labels

Step by step instructions for 
preparing and arranging a UPS 
pickup

Materials Return



If boxes are damaged and/or the paperwork and materials returned do not 
agree, we will contact the district with questions

Scorable booklets are separated for high-speed imaging

Non Scorable materials are serial barcode scanned and then securely recycled

MetriTech Receiving

Once materials are in our warehouse, we will confirm that we 
have received all of the boxes shipped from a district.

Materials Return



Questions About Returning or 
Shipping Materials?



Student demographic information is recorded

Multiple-choice responses are captured and recorded

Student writing is prepared for secure open ended scoring

High-Speed Imaging

Booklets to be scored are run through our high-speed imaging equipment.

MetriTech Scoring



Open-Ended Scoring of Writing

Each student’s open-ended writing 
responses are electronically routed to 
our scoring staff

Each student receives a unique MetriTech 
ID (no student identification is available to 
the scorer)

Materials are routed to scorers by Cluster, 
Tier, and Prompt

Each student’s response is scored by a 
trained MetriTech scorer – 10% are 
double-scored for accuracy – and each 
scorer’s accuracy is checked by a master 
scorer

MetriTech Scoring



MetriTech 
Scoring Staff



Questions About Processing 
or Scoring?



After the tests for your state have been scored, your district 
will receive the following reports (the format of the reports 
has not been finalized for 2014, and they may look slightly 
different when your district receives them).

Reporting

District Frequency Report

School Frequency Report

Student Roster Report

Teacher Report

Parent/Guardian Report



One copy of the District Frequency Report
grouped by grade and cluster

Reporting



One copy of the School Frequency Report
grouped by grade and cluster

Reporting



One copy of the Student Roster Report
listing all the students that took the test, grouped by grade within a school

Reporting



One copy of the grade 1 through 12 (or kindergarten) Teacher Report
listing all the scores for each student (with detailed scoring explanations)

Reporting



One copy of the Parent/Guardian Report
per student – to be distributed to parents

Reporting



Parent/Guardian Reports are available in 40 native language translations 
via the secure MetriTech website (username and password information is 
provided by our customer service staff).

Reporting



Additional report copies may 
be purchased from MetriTech

Return the completed Order Form 
with your test materials

Fax the Order Form to MetriTech 
at 217.398.5798

To order over the phone, Call 
800.747.4868 and ask for 
Customer Service

Reporting



Questions About Reporting?




