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Overview

This handbook was designed to outline the steps testing coordinators should follow for access to I-PASS (Individual Portfolio Artifact Submission System) the online electronic portfolio for the ISAT-Alt.

This handbook also outlines the steps that testing coordinators should use to facilitate the EUID matching, and enable district teachers to see student portfolios as well as to enable testing coordinators to adjust class lists. It outlines the procedures for adding, deleting and moving students as well as teachers into and out of the I-PASS and ISAT-Alt assessments. This needs to be done for the initial set up and later upon teacher request if class lists change. Teachers and students must initially be associated with specific grade level content area assessments according to the procedures outlined in this manual or class lists will not be visible to teachers. 
Log In Help

After you have carefully followed the directions outlined in this handbook, and are still unable to complete the process, please call (208) 332-6923 for further assistance. 

Teachers - do only Step 1 Registration outlined below. 

Test Coordinators - do Steps 1-3 Registration, EUID Matching and Teacher/Student Assignment according to the directions in the Testing Coordinator Handbook.
The steps are:
1) Registration (Teachers and Test Coordinators) -  Create a system Login

a. Who: Every person who will log in to I-PASS (Teachers, Testing Coordinators, Special Ed. Directors, Administrators)

2) EDUID Matching (Test Coordinators Only See Separate Handbook for Testing Coordinators) -   Match and link your registered Log in to your EDUID 

a. Who: Test Coordinators Only

3) Teacher/Student Assignment  - (Test Coordinators Only See Separate Handbook for Testing Coordinators)
 Assign Teachers and Students to “classes” so teachers can see their students.

a. Who: Test Coordinators Only

Step 1 – Registration 
(Teachers and Test Coordinators)

If you have already created a Login for another SDE application, you should skip the rest of this step.  The Login you already have will be used for I-PASS.  See Steps 2 and 3 below.

· Go to the I-PASS application and click the “Log On” link

· https://apps.sde.idaho.gov/ipass 
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· Click the “Registration” Link

· Note: By creating a login and accessing the SDE systems you agree to the statement on the login screen.  Please read it carefully. [image: image3.png]Tog On

Please enter your username and password. Ifyou dont have an account and require access, you may create your account on the Registration
page.

Account Information
Usernarme:

Password

By entering your user name and password you represent that

« Yousare an authorized user

« You have a legitimate educational interest for recsiving the disclosure of information through access to ldaho Stats Department of
Education information applications for which you are an authorized user

« You are responsible far ensuring that any re-disclosures of information by you camplies with all applicable state and federal
statutes and regulations

Applicable state and fedsral penalties may be imposed for the failure to actin a manner in accordance with the conditions above. The

sharing of user account names andior passwords to others is specifically prohibited and will resultin the termination of your access to
SDE applications as well as lsgal penalties i applicable.
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· Fill out the registration form and click Create

· MAKE SURE TO REMEMBER YOUR USERNAME AND PASSWORD

· Never share your password!!!

· If you forget your password, please contact the Helpdesk.  Be prepared to give them your new password.   (208) 332-6923
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Register User

User Information
ou must use your official district or organization email account as your user name.
Passwords must be at least & characters, and contain atleast three ofthe following elements
lowercase letter, uppercase lefte, digit, symbol
In addition, the Password cannot contain your name, or 3 of more consecutive characters from your Name.

User Narme:

Narme:

Password

Canfirm Password

Primary DistrictiOrg: | Bear Lake County District v

Security Words





Notes on User Name and Passwords 
Your SDE Single Sign On user account may provide access to private information (per FERPA, HIPPA or other regulatory statue) in the future. Users should become familiar with FERPA to ensure confidentiality of student information. The U.S. Department of Education has an unofficial version of FERPA at http://www.ed.gov/policy/gen/reg/ferpa/index.html. 
User accounts should never be shared with another person. 
You must use your official district or organization email account as your user name. 
Passwords must be at least 6 characters in length, and contain at least three of the following four elements: lowercase letter, uppercase letter, number, symbol (&,*,% etc). In addition, the Password cannot contain your name, or 3 or more consecutive characters from your Name. You may be prompted to periodically change your password in keeping with good security practices.

User Verification

· After your user information is entered, click on the “Create” button, and the system will begin building a login account. This message will display:

[image: image5.png]DIVISIONS PROGRAMS COMMUNICATION RESOURCES DATACOLLECTION ADMINISTRATORS

Registration Entered

4n email has been sent from the State Department of Education to the address you provided as your
user name. When you receive the email, click on the link it contains. The link willtake youto a web page
thatverifies your email address. Thatfinal step is needed to complete the registration process.




· The system initiates creating this account by sending an email to the user email address you entered to verify the email account is valid, and is accepting e-mails from our server.  When you receive this system generated email, click on the link in the message, and the verification web page will appear.
· IMPORTANT RE: No Email Confirmation:  If you do not receive this e-mail you will need to check your SPAM filters.  Sometimes these automated e-mails are identified as SPAM and are blocked from arriving in your inbox.
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Registration Complete

Your account has been successfuly created and activated. This will allow

utolog onto the SDE
website. You will need to contact the administrators of the website programs you wish to access so they
can assign your account access permissions.




You have now finished registering (a one time event for new SDE applications); the next step is authorization for the I-PASS application from your District Test Coordinator. As future applications are deployed, the owner of each application will assign access to the appropriate registered users.
Step 2 - EDUID Matching (Teachers check name - Test Coordinators make changes)
Due to the sensitive nature of the information available in the I-PASS system, it is imperative that the login created in Step 1 be associated with the correct EDUID.

If this association is not made you will not be able to see your students in the I-PASS system

· Check to see if this Step has already been completed

· Login to I-PASS

· If your Login is linked with your EDUID, you will see your name rather than your login in the upper right corner of the screen.

· If your name is wrong in any way, you will need to contact the person in your district who manages the EDUID system most likely it is the testing coordinator.  They are the ones authorized to make this change
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· If you see your Login in the upper right corner, your test coordinator must send us a spreadsheet with the following information.  If any column is empty or if the data does not match the records we have in our database, the link will not be made

[image: image8.png]Login

First Name

Middle Name
(i applicable)

Last Name

Birth Date

Gender





· Once the match is made, we will notify you using the e-mail address in the Login column of the spreadsheet

Step 3 - Teacher/Student Assignment 
(Test Coordinators Only)

Only District Test Coordinators can do this step.

Before trying to assign students to teachers, please take time to understand how this assignment is done.

1) System Organization

a. I-PASS is “Class” centered.  

b. A “Class” is called a Program Instance in the system

c. Students are not assigned to Teachers;  Teachers and Students are assigned to Classes (Program Instances) 

2) Steps

a. Create a Program Instance (Class)

b. Assign Students to the Program Instance

c. Assign Teachers to the Program Instance

3) [image: image1.jpg]


Diagram

Create a Class (Program Instance) (Testing Coordinators Only)

Go to https://apps.sde.idaho.gov/Administration
· Login
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· Click “Program Instances” from the menu

· You will only see the District(s) you have been given access to and their related schools

· Below is what the “Emmett District Test Coordinator” will see
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· Click the school where you will create the Class (Program Instance) 

· If the Class (Program Instance) already exists you can skip to “Assign Students to the class (Program Instance”

· When determining if a class(Program Instance) needs to be created, remember that there needs to be a class (Program Instance) for every Grade/Content Area at a School.

· For example: I have a student who will be assessed in Math and Science and is in the 5th Grade

· This student must be assigned to 2 program instances at their school; one for 5th grade Math and another for 5th grade Science.  If these two program instances do not exist, you need to create them

· The “5th Grade Math” program instance does not exist for “Emmett High School” in the screen below.  The next couple pages will show how to create it
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· Fill out the “Add Program Instance” section 

· Program (Content Area)

· Dropdown:  Start by typing “ISAT ALT” and the four programs will appear.  Select one.

· If you do not pick one of these “ISAT ALT” Programs, the students will not show up in I-PASS

· Location 

· Optional – Enter anything in here that will help you identify the program instance in the future

· Suggestion:  Include the Teachers Name and Room # if applicable

· Calendar

· 2009 = 2009/2010 School Year

· Grades

· Pick one grade only.  This determines which assessment will be used for this student

· DO NOT PICK MORE THAN ONE GRADE.  

· Click “Add”
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5th grade Math is now in the list
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Add Students or Teachers to a Program Instance
At the School Site Screen
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· “Add a Person” - Search the EDUID Database for the correct student by typing their FULL name in the “Name” Field.  For best results enter the Last Name first
IMPORTANT:  This step will give teachers access to FERPA level data.  MAKE SURE YOU PICK THE CORRECT PERSON!! If you do not find the student or are not sure if the one you found is the right person, contact your District EDUID administrator to get their EDUID
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Enter the full name of the Student or Teacher (Last Name First) including middle names

· As you type suggestions will appear.  Make sure to get the right person.  If you do not find the right person contact your District office to have them added to the EDUID System

· Select the person from the dropdown list
· Select the Role (Teacher or Student)
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· Select Grade (No Grade for Teachers)
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· Select Enrollment Date:  If you pick a day in the future, the students will not show up in I-PASS until that day

· Click “Add”

· Repeat the steps above to add a student to the Program Instance
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Adding Students and Teachers to Program Instances makes the following happen…

1) This student will be assessed in the “5th Grade Math Alternate Assessment” 

2) The teacher below will be able to upload artifacts for this student in I-PASS

3) This student will be counted with Emmett High for AYP purposes

By moving students between Program Instances you will be able to change their…

1) Grade

2) School

3) Content Areas
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Remove and Withdraw Students or Teachers from a Program Instance

To remove a student from I-PASS they must be removed from the Program Instance.  There are two ways to do this:  Remove or Withdraw.  

Remove:  Remove is designed to fix mistakes.  If you accidentally add a teacher or student to the wrong Program Instance, then you should “Remove” them.  This completely removes the person from the instance

Withdraw:  If a teacher or student was legitimately assigned to a Program Instance (class) then are no longer part of that instance (moved, changed jobs, changed classes, etc.), then you should “Withdraw” them from the Program Instance.  

Using “Withdraw” leaves a record that the Teacher or Student had been a part of the program instance and add a Withdrawal Date indicating that after that date they are no longer part of the Program Instance.  

- To Remove a Student or Teacher
· Check the person you would like to Remove and click Remove

   [image: image22.png]Seerchthotale [

O Name

Birthdate  Grade Enrollment  Withdrawal
TenthGrade | 211812010
TenthGrade | 211812010

Tenthorade | 211812010

d3te may be blarkto remove 3 withdrawal

Role

student

stugent

stugent




 To Withdraw a Student or Teacher
· Check the person to Withdraw

· Enter the “Withdrawal Date”

· Click “Withdraw”
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· To Cancel a Withdrawal

· If a Teacher or Student was mistakenly Withdrawn from a Program Instance you can remove the “Withdrawal Date”

· Check the person who’s Withdrawal Date you need to remove

· Clear the Date field next to the Withdraw button

· Click Withdraw (This will remove the Withdraw Date)
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