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Monitoring Student Completion Department of Education

Instructions for generating a test record report in Educator Portal.
1. Select the Reports tab. Y
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2. Select the Data Extracts tab.
Remember in KITE Educator Portal the active tab is white.

Reports: Data Extracts

3. Select the New File button for the report to be created.
DLM Test Administration Monitoring.

Extract Description Requested File Action

Student enroliment information. File may also be 03/12/2015 03:10:27 PM .} New File

Current Enrollment o 4o upload enrollment information

e Student Personal Needs Profile (PNP) for students o
e it any PNP selections. New File |
Roster Eutg?eednt assignment spedific to educator and New File

s E;:c;;g:iopﬁnal users and their role(s) by 03/24/2015 10-18:34 AM = New File |
Test Records Current Test records for students. File may also be N

used to upload Test, Exit and Clear records.

DLM Test Administration Testlets assigned and completed in a subject, per 07 = ; y/4
Monitoring student. Used to monitor testlet administration 03/24/2015 10:07:11 AM oy New File
Accessibility Profile  Student counts by organization for supports selected )
Summary in Personal Needs Profile (PNP) 03/24/2015 10:17:56 AM =y New File.
est / est status by student an ject /! i | csy ew File
Test Admini i Ti iministrati b d subj 04/03/2015 11:15:01 AM r:: New Fil

Test Tickets Student login and ticket information for tests New File
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4. Complete the extract filters.

e Extract filters

_[ District. | Setect

L School | Sekest »

3
\  Imstrocbional Dates End of Year Dates”

Bagin Begn

Leave blank for district report.

|

Do not change instructional dates

5. Select “Yes” for the pop-up.

6. Select the CSV icon to download the report.

Extract Description Requested File Action
Cument Enrollment 380 e o raton ) ©=" 0% 03/12/2015 03:10:27 PM & New File
Accessibilty Profile f;;iuhﬂ‘::"; Personal Needs Proflle (PNP) for students New File

Roster ;S‘:gfi:;t assignment specific to educator and New File |
Users e s s and i re(e) Y 03/24/2015 10:18:34 AM &= New File
il T Nowie
DU Tt At Tt Bl i ompe s stfe o aunsaosovioen @ New i
A e e ot Hioacl e THm " supports selected 0375412015 10:17-55 AM ) New File
Test Administration  Test fon status by student and subject.  D4/03/2015 11:15:01 AM - New File
Test Tickets Student login and ticket information for tests New File

L Hoh

Student data extracts include Personally Identifiable Information (Pll), so please take the appropriate precautions to protect saved files

7. Open the file.
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Data

Subject (ELA or Math)
State

District

School ID

School Name
Educator ID
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L

Data Column
Educator Last Name M
Educator First Name
Grade Level

Student Last Name
Student First Name
SASID

Q
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S
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Data
Local ID
N/A for Colorado

Number of Testlets NOT started
Number of Testlets In Progress
Number of Testlets Completed
Number of Testlets Required
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