Assignment

Importing Student Data into AccelTest

If you have students in a database already, you may be able to import them into Accel Test. You can
import students from three types of files:

* Import from a Comma Separated Value (CSV) formatted file
* Import from a Renaissance Learning LIS product (FMD) formatted file
* Import from another AccelTest database (RBD) formatted file.

1. Toimport students, click on the Gradebook Gradebiack
. Mew Students.. Chrl+T
menu and click Import Students. rarary
\ Delete Student
Mew Section. ..

Edit Section. ..
Delete Section

Assignment Properties. ..
Remove Assignment

Export Results, .,

v Show Scores as Points
Shows Scores as Percentages

v Show Entire School Year
Show 15t Term
Show 2nd Term
Show 3rd Term

2. The Import Students Wizard
(Assistant) opens.

3. Click on the type of file you are
importing. For example, if you want to
import students from your Accelerated
Reader database, you would click on

Import Students Assistant=—————————

Import Type

How will you be importing the students?

 Import from a Comma Separated Value (CSV) formatted file

“Import from a Renaissance Learning LIS ————_ g g \1yartivom a nenaissance Learning s product
prOdUCt." (ThlS imports a.FMD flle) O Import from another AccelTest database

Check the NOte tO ensure that yOU W||| _/_' Note: You can add 845 more students to AccelTest.
not exceed your license capacity limit,

when you import your students.
Next

Click [Next].

4. The Import Students dialog box opens.
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5.

In the Import Students dialog box, navigate
to the drive and folder where your
Student.FMD file is located.

A typical Renaissance Learning installation
places the STUDENT.FMD file in the
following location on your local Hard Drive or
Network Drive:

ALSDATA: COMMON FILES: STUDENT.FMD.

Click on STUDENT.FMD and then [Open] or
[Select].

Confirm that the file and location are correct.

Click [Next].

In the Select Students dialog box, you will
select the students to import.

To import all of the students,click on the [Add
All] button, and then the click the [Next]
button.

If you only want to import some of the
students, first hold down the <Ctrl> key
(Windows) or the <38> key (Macintosh) and
then click on the students you want to import.
You can also select a group of students by
clicking on the first student name, holding

: 2%
Windows z 2]}
Look i [ 3 Common x| = @erE-
&] cFa.FrD
STUDENT.FIMD.
File name:  [STUDENT.FMD Open |
Files of type |FouWB =l Cancel
- |ImportStudents —————
Macintosh BN
Date Modified [=
[ cFe.FHD 5/16/02
CFB.fpt 3/12/02
5/16/02
[T STUDENT.FHI 5/16/02
Lotats your Renalsam Wﬂ file (student.frmd)
Cancer B seiect ]
)
Import Students Assistant
Select Import File
Select the import file.
\ e HardDrive:ALSDATA:Comm on:STUDENT.FMD
Students Found:
Duplicates Ignored: 9
T
Import Students Assistant =—r—0—"—————04H
Select Students
You can add 837 students to AccelTest.
Students to choose from: Students to import:
Bauman, Jack
Brandl, Mitch
Conner,Tina
, Emily
Franklin, Cayla
Garcia, Juan
Gohort Yoff hl hl
0/30 0/0
Add 5> ] [ «¢ Remove ]
AddAll>> | [ <c<RemoveAll |
o

down the <Shift> key, and clicking on the last student name. Click on the [Add] button, then the [Next] button.

Note: If you want to add your students to sections as you import them, you must import students from one
class at a time. Select students who will be added in the same section.

AccelTest
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8. The Add Students to Section dialog box opens.

If you want to simply add the students

without associating them with a class ———— |mportstudents Assistant
section, select the “Do not add the Add Students to Section

. B " . D ish to add the i rted students int tion?
Students |nt0 a SECUOH Op-tlon \ 0 YOU WIS 0 a e Imported students into a section

- (Do not add the students into a section

If you have a class section you want to
add the students to, select the “Add
the students into an existing section”

@ Add the students into an existing section

[ Grade 8 History ]

(O Add the students into a new section

option, and click on the list to select | ‘
the section.

If you want to create a new section,
select “Add the students into a new Back Next

section” option. Click in the box and
type in the new section name.

After you have made your selection,

click [Next].
9. Review the information in the Summary dialog hox. [EE——————= mortstuents assistant
If itis correct, click the [Finish] button (Windows) or iumhmmht
the [Done] button (Macintosh). Import 22 students from ‘STUDENT.AMD" and add them ta ‘Grade 8 History’,
If not, click the [Back] button and make corrections.
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Exporting Student and Grade Information as Text

Follow these steps to export student and grade information as a text file. You must be in the
Gradebook to export this information. The text file is tab-delimited so you can use it in a
spreadsheet program.

1. If you are not already in the Gradebook, open it. From the Getting Started screen, click on [Gradebook].

2. To export information for an assignment, click in the top of the column for the assignment. Then click in the
Gradebook drop-down menu and click Export Results.

3. Choose the drive and folder for the export file. Type a name for your file, ending in .txt. Click [Save].

First: Choose the drive
and the folder whete

==l you want to save the
Savein [ I3 AocTen Resuls 5 c@mem export file. .
[E] quiz 1.bxt e
S CETETE— alulo
Second: Type a name —
f()r the f||e. [, Acrabat Reader 4.0 12027701
Acrobat Reader Install Log 1z/2rm
n ALSDATA 5/29/02
mAM21ScShntSB1E 1z/21/01 "N
- . leWorks S 10/9/01 [~]
Third: Clck [Savel. — | %
[~ Remrer—-Quze 1 | (Cnewl ]
Fie name ] I
| @ testvplain I 4

.

4. When the export is complete, the program will notify you. Click the [0K] button.

New Section

1. If you need to add a new class section, go to the Gradsbook

Gradebook menu and click New Section. b tuents... CirkeT
it: Student. ..
Delete Student

2. Inthe New Section dialog box, type the name Tport Students, .
of the new section in the Name box.

Edit Section. ..
Delete Section

3. You can enroll students in your new section.

Assignment Properties. ..

To enroll all of the students, click on the [Add All] S ——
button, and then the [Next] button. Export Results. .

If you only want to enroll some of the students, Y 3:Zlséif;aifinilmages
first hold down the <Ctrl> key (Windows) or the w Show Entire School Year
<38> key (Macintosh) and then click on the EEZE ;T:ITTE;::n

Show 3rd Term

students you want to import.

You can also select a group of students by clicking on the first student name, holding down the <Shift> key,
and clicking on the last student name. Click on the [Add] button, then the [Next] button.
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Edit Section

To edit a section (add or remove
students) from the Gradebook
screen, click on the All Sections
drop-down menu and select the
section you want to edit.

In the Gradebook drop-down

menu, click on Edit Section.

In the Edit Section dialog box, if
you are adding students, look in
the Students to choose from
column.

If you are deleting students, look in
the Students enrolled in column.

To add (or delete) all of the
students, click on the [Add All] (or
[Delete All]) button, and then
click the [OK] button.

If you only want to add (or delete)
some of the students, first hold
down the <Ctrl> key (Windows) or

Hamewark
9/30/2002
15 EC

[

116|  waiing
117| waiing
118|  waiing
19
s
12| waiing

122

*| Gradebook

Mew Students. ..
Edit Student. ..
Delete Student

ot Import Students. ..

Chrl+T

Mew Section. ..

E Delete Section !

Assignment Properties. ..
Remove Assignment

Export Results, .,

v Show Scores as Points

Shows Scores as Percentages

v Show Entire School Year
Show 15t Term
Show 2nd Term
Show 3rd Term

Edit Section

\

Name: [th Gr. Science

Students to choose from:

Students enrolled in:

Name -

Abarca, Emily
Abbott, William
Adams, Emily
Andrews, Nathan
Austen,Megan
Cohen, Bridget
Cook, Chelsea =
Davis, Damar

Ashbeck, Mary
Cameron, John
Cline, Sherry
Daniels, Ron
Eggleston, Marissa
Evenson, Shelly
Fleishman, Mirian |
Garcia, Joshua

0/37

0/19

( Add >> ]

[[_«Remove |

[ Addans ]

([__<cRemoveAn |

the <38> key (Macintosh) and then click on the students you want to add (or delete). You can also

select a group of students by clicking on the first student name, holding down the <Shift> key, and
clicking on the last student name. Click on the [Add] button, then the [OK] button.
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Delete Section

To delete a section from the
Gradebook screen, click on the All
Sections drop-down menu and
select the section you want to
delete. (Students and their grades
remain in the Gradebook after
their section is deleted.)

In the Gradebook drop-down

menu, click on Delete Section.

When asked if you want to delete
the section, click [Yes].

Assignment Properties

To set assignment properties for an
assignment, click on the column
heading for the assignment in the
Gradebook screen. Click on the
Gradebook menu and click
Assignment Properties. Refer to
Assignment Editor Properties
information. See page 77 for
detailed information and
instructions.

Remove Assignment

To remove an assignment, click on
the column heading for the
assignment in the Gradebook
screen. Click on the Gradebook
menu and click Remove
Assignment. A warning appears
stating student records for the
assignment will be lost; to remove
assignment anyway, click [Yes].

Gradebook
Mew Students. ..
Edit Student. ..
Delete Student
Import Students. ..

5] Gr Entire Chr+T

B [Ansubjects

hpt 3 Unit T L1 Chpt. 1

+ AllSections
6th Gr.English
6th Gr. Math
6th Gr.Science
Grade 8 History

3 5
uiz Homework  Test

Mew Section. ..
Edit Section. ..

Due Date
Points Possible 30 30 20 30

Students o
Abarca, Emily 100 28 27 i i
Assignment Properties. ..
Abbott, William 147 .
Remove Assignment
Adams, Emily 148 26

Export Results, .,
Andrews, Nathan

v Show Scores as Points
Shows Scores as Percentages

<

Show Entire School Year
Show 15t Term
Show 2nd Term
Show 3rd Term

Gradebook
Mew Students. ..
Edit Student. ..
Delete Student
Import Students. ..

Chrl+T

Mew Section. ..
Edit Section. ..
Delete Section

Assignment Properties. ..
Remove Assignment
Export Results, ..
v Show Scores as Points
Shows Scores as Percentages
L4

Show Entire School Year
Show 15t Term
Show 2nd Term
Show 3rd Term

Gradebook
Mew Students. ..
Edit Student. ..
Delete Student
Import Students. ..

Chrl+T

Mew Section. ..
Edit Section. ..
Delete Section

Assignment Properties. ..
Remove Assignment

Export Results, ..

v Show Scores as Points
Shows Scores as Percentages

Show Entire School Year

<

Show 15t Term
Show 2nd Term
Show 3rd Term

[ i AccelTest x|

& If you delete Quiz 1 from the Gradebook, all student records for this

azzignment will be lost.

Are you sure you want to remove this assignment?

R es

AccelTest
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Export Results

You can export student and grade information as text. To Export

Gradebook

Mew Students. .. Chrl+T
Edit Student. ..

Delete Student

Import Students. ..

Results, from the Gradebook screen, click on the Gradebook drop-
down menu and click on Export Results.

Mew Section. ..
Edit Section. ..
Delete Section

For detailed instructions, see“Exporting Student and Grade

Assignment Properties. ..
Remove Assignment

Information as Text” on page 39. )\

Export Results, ..

<

Show Scores as Points
Shows Scores as Percentages

<

Show Entire School Year
Show 15t Term
Show 2nd Term
Show 3rd Term

Show Scores as Points

If you have selected show scores as percentages, to change to Gradebok
. . d e |
show scores as points, from the Gradebook screen, click on e e e

the Gradebook drop-down menu and click on Show Scores

Delete Student
Import Students. ..

as Points.

Mew Section. ..
Edit Section. ..
Delete Section

Show Scores as Percentages

Assignment Properties. ..
Remove Assignment

Export Results, ..

If you have selected show scores as points, to change to show

Show Scores as Points
Shows Scores as Percentages

scores as percentages, from the Gradebook screen, click on
the Gradebook drop-down menu and click on Show Scores
as Percentages.

P

Show Entire School Year
Show 15t Term
Show 2nd Term
Show 3rd Term

Gradebook

Show Entire School Year

Mew Students. .. Chrl+T
Edit Student. ..

Delete Student

Import Students. ..

If you have selected show (number) term, to change to show
entire school year, from the Gradebook screen, click on the
Gradebook drop-down menu and click on Show Entire

Mew Section. ..
Edit Section. ..
Delete Section

School Year.

Assignment Properties. ..
Remove Assignment

Export Results, ..

Show Term

Show Scores as Points
Shows Scores as Percentages

If you have selected show entire school year, to change to

Show Entire School Year
Show 15t Term
Show 2nd Term
Show 3rd Term

show (number) term, from the Gradebook screen, click on

the Gradebook drop-down menu and click on Show (number) Term.
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Reports

You can create reports and print them in AccelTest. From the Reports drop-down menu, click on
one of reports. You will be asked if you want to Preview or Print the report.

You can select Preview to see what the report looks like and check its data contents before printing,.

Group Assignment

Do you want to preview or print this report?

H Preview" [ Print ] [Cancel]

Some reports can be customized to suit your preferences. See “Setting Reports Preferences” on

page 56.

Report Descriptions

The table below lists the AccelTest reports. It includes a brief description of each report. There is
additional information and a view of the reports in “Report Details” on page 46.

Note: You must be in the Gradebook in order to select the Answer Key, Assignment Analysis,
Assignment Results, Group Assignment, Overdue Assignments, Student Grade, or the Student
Record Report.

Report Name Description

Answer Key Select this report from the Gradebook. This report is for teacher use and identifies
correct answers, as well as all pertinent information for the assignment.
Preferences: Print/Preview Setting

Assignment Analysis Select this report from the Gradebook. The Assignment Analysis report provides
assignment information, an item analysis summary, and some item details for
assignments created in AccelTest (change if this is not implemented in software-See
page page 46 also). The report can be used with assignments that were not created in
AccelTest; however the report will show less information detail for each item.
Preferences: Print/Preview Setting

Assignment The Assignment report provides a list of all assignments found in the Assignment tab.

This report helps the teacher identify assignments that can be used for lesson
planning.
Preferences: Print/Preview Setting, Sort Order
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Report Name

Description

Assignment Results

Select this report from the Gradebook. This report can provide the student with
immediate feedback on an assignment. Teacher-selected preferences determine if
the report should print after the student scores an assignment and if only missed or
all questions and/or correct answers are shown. The Assignment Results report has
space for a teacher’s signature and comments.

Preferences: Print/Preview Setting, Questions to display, Show correct answers,
Autoprint, Batch print

Free Response Grading
Worksheet

This is a worksheet that helps the teacher record student scores when they have
missed points on free response items. Note: The Gradebook assumes the students
earn all of the points on free response items.

This worksheet provides a place for teachers to record reduced point scores for
updating the Gradebook.

The worksheet should be printed after the student’s scan cards have been scored, as
the scares will be shown for the scanned answers part on the assignment. This will
help the teacher in grading the free response items.

Preferences: Print/Preview Setting

Gradebook Summary

The Gradebook Summary Report lists each student and their grades for the term and/
or semester. The display options showing on screen (On-screen points, percentages,
section and subject) will be printed, for example.

Preferences: Print/Preview Setting

Group Assignment

Select this report from the Gradebook, so you can display the results for a specific
assignment for a group of students.

This report shows:

® average

® median

e standard deviation of points earned
 percent of points possible

® high and low score

e students with a Waiting or Overdue Status
Preferences: Print/Preview Setting, Sort Order

Overdue Assignments

Select this report from the Gradebook. This report lists all incomplete assignments
(homework, tests, quizzes, etc.) for each individual student. Gradebook scores
overdue assignments as 0 points earned.

Preferences: Print/Preview Setting,

Program Information

This report lists specific program information including:

® how AccelTest is set up

e computer configuration and computer hardware information
e yser defined preferences

Preferences: Print/Preview Setting
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Report Name Description

Student Grade Select this report from the Gradebook. The student grade report shows: Term and
semester progress.

e vyear-end progress

e provides space for attendance and comments

® may serve as a report card for schools that do not have a standard report card
e yseful for transferring information to a standard school report card
Preferences: Print/Preview Setting

Student Record Select this report from the Gradebook. This is an historical record of scored and
teacher entered assignments for the

student. The report can:

e provide the student with a record of their assignments

® be used at parent-teacher conferences

e be filed in the student’s portfolio

Preferences: Print/Preview Setting, Page break after student

Report Filters

The Gradebook has a Section drop-down menu and a Subject drop-down menu that are useful for
filtering information in the Gradebook screen. The filters save time by limiting the amount of
information you must scroll through on the screen. The reports reflect the “as filtered” screen
content. AccelTest resets to All Sections and All Subjects when it starts.

14 %Gmuwm Eﬂtl%thﬂﬂl Year=——————— FHH

[AllSections 3] [AllSubjects =]

Title Chpt 1-2  Chpt.3 Unit 1 L1 Chpt. 1 o
Assignment 1D 1 2 3 5

Category Quiz Quiz Homework  Test

Due Date 9302002 101152002

Points Poassible 30 30 20 30 EC

Final
Students D Grade

Daniels, Ron 155 28 93.3 Pass

Davis, Damar 108 30 Waiting 100 Pass
Dempsey, Lee 156 | Waiting Walting 1z 60 Pass [
Duncan, Kelly 157 10 56.7 Fail
Eggleston, Marissa 107 28 953 Pass
Evenson, Shelly 158 20 66.7 Pass
Evenston, Bab 108 20 100 Pass
Fennell, Laquinta 10e| 12 Waiting W Pass
Fleishman, Mirian 110 26 86.7 Pass
Fox, Gabrielle 11 20 100 Pass
Franks, Alisha 12| 30 Waiting S5 Fail

Garcia, Joshua 13 22 733 Pass

Mean 6.6 159 225 715 Pass

W4 Students, BAssignments

S

The Section drop-down menu allows the selection of all sections or the selection of one specific
section.

The Subject drop-down allows the selection of all subjects, or one particular subject.
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Gradebook

Report Details

Answer Key

This report shows the teacher the correct
answers for an assignment, as well as other
pertinent information.

The answer key report produces an answer key
for each variation. Each variation is identified
by a letter code, after the Assignment ID
number.

Assignment Analysis

The Assignment Analysis report provides
assignment information, an item analysis
summary, and some item details (for
assignments that were not created in
AccelTest -change if report changes to reflect
teacher created assignments. See also page 43.

AccelTest

Answer Key Report

Maylield Elementary

Quizchap 3 - AnswerKey Page 1
rzelT est: Monday, July 15,2002

Paints Possible: 50 Teacher: Axel
Item Original
Number  ItemNumber  Points Answer
T 5 5 A
2 3 5 A
3 2 5 A
4 1 5 A
5 ] 5 “
5 5 5 A
7 10 5 True
] ] 5 False
3 4 5 Falso
10 7 5 True

Assignment Analysis Report

Mayfield Elementary

Assignment Analysis Report Fage |
ocelTest: Tugsday, July 8, 2002

Assignment Information Subiect Results Paints

Title: Homworkoh. | Subject: Engish  Average: 0.0/3.0(0%)
Standard

Assignment 1D: 100 Number Assigned: 17 Deviation: 0.0

Categary: Homework Number Scored: 0 Median:  0.0/3.0(0%)

Number of items: 5 High: 0.0¢3.0(0%)

Paints Pos: Low: 0.013.0(0%)

Item Order: Shutle ems

Item Analysis - Summary

Avg. Points

tem

Item Item Type Total Eamed ! Possible
1 Wulliple Choice, 3 Distractors, Shufle 0 0%(0.013.0)
2 Multiple Choice, 3 Distract ors, Shuffle 0 0% [0.013.0)
3 Muliple Chice, 3 Distractors, Shufle 0 0% (0.0 5.0)
4 Multiple Choice, 3 Distractors, Shuffle 0 0%6(0.013.0)
5 Multiple Choice, 3 Distract ors, Shuffle 0 0% [0.013.0)

Item Analysis - Detail

Item Type Points

1

Multiple Choice, 3 Distractars, Shuffle 3

Frequencies
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Assignment

The Assignment report lists all of the
assignments in the Assignment tab.

Assignment Results

The Assignment Results report can provide
the student with immediate feedback on an
assignment.

The teacher selects a preference to print or not
print the report, and whether the printout
shows only missed or all questions and/or
correct answers.

Space is provided for the teacher signature and
comments.

Free Response Grading Worksheet

The Free Response Grading Worksheet report
helps the teacher record student scores for
missed points on free response items. Note:
The Gradebook assumes the students earn all of
the points on free response items.

This worksheet provides a place for teachers to
record reduced point scores for updating the

Gradebook.

[i] Bank Report =]
Assignment Bank Report Page 1
AecelT est: We dnesday, June 26, 2002
Mayfield Elementary Soveity st
Subject: Math
Title Madification Date Total Points Assigned
Lesson 2Homework GHGI024:40 PM No
Lesson 4 quiz B 1B1024:38 PM 30 Mo
Practice 18 2 51102 9:58 AM 348 Yes
Practice 3 HE0M02 3:26 PM Yes
Subject: English
Title Madification Date Total Points Assigned
Unit 1 Lesson 2 BI25M02 1:23 PM 33 No
Urit 1Lesson 1 2112002520 PM 20 Yes
Subject: History
Title Modification Date Total Points Assigned
Lesson 3 Quiz BH18M024:39 PM 30 No
History chapterd GHGI024:24 PM 25 No
Chapter 3, 25 questions BI20002 1:17 PM 100 Mo
O Results Report =i}
Assignment Results for Anna Bishop Page |
AccelTest: Thursday, July 25, 2002
Mayfield Elementary el
Assignment ID- 100A Student ID: 109
Assignment Title- Homework
Anna, you received 15 out of 25 points on Homework.
Missed Question Summary
Question Points Points Student
Number Possible amed Answer(s)
4 5 [] 1]
5 3 n
Signature: Comments:
¥ZFree Response Grading Worksheet: P ]
Print Page 1 oT5
Free Response Gratling Worksheet Page 1

Mayfield Elementary

Aeee|Test Wednesday, July 31, 2002

Assignment THle: Guiz chap &

Use this farm to recard points eamed when they are lessthan, or mare than, the paints possible for a free respanse
item

Assignmert ID: 1014

[ | e Number

K

| Foints Possible

50 | 5

[ [reme

18 Daniels, John
124 Duncan, Kally
128 Everet, Craig
131 Frederides, Emily

a0

40

a5

35

Print the worksheet after the student’s scan cards have been scored, as the scores are shown for the

scanned answers part on the assignment. This helps the teacher in grading the free response items.

AccelTest
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Gradebook

Gradebook Summary e
Close Print Page 10f1

The Gradebook Summary Report lists each =
student and their grades for the term and/or Sradehook Summany byl
. . . Mayfield Elemantary
semester. The display options showing on R e 2o
screen (On-screen points, percentages, section Stucert Ham B M m  m e
. . . Daniels, Ron 120 100 A+ 100 A+
and subject) will be printed, for example. ok iy m e o
Dw:\as:Jane 123 100 A+ 100 A+
e e e wn
o I e
Group Assignment ] Group Assignment Report —m—me=x=x-—_p|g

The Group Assignment report displays the

. . Group Assignment Report Page 1
results for a specific assignment for a group of e
Mayfleld Elementary Al Sections
StUdentS' The report ShOWS: Titte: Chpt. 1-2 Tolal Students: El
Assignment ID: 1 Number Assigned MA
Subject: Math Nlllllhrtl Scored: 19
Y average E:l:g:::i S:{\Zﬁpezmen Remaining to be Scored:  Mia
Total Points Possible: 30
M % of Points
. medlan Student Name D Points Eamed Possible _Date Scored
Abarca, Emiky 100 F 9333
Abbott, Willia 147
. . . A dans, Emily 148 26 B6.66
* standard deviation of points earned poltac iy 15 . O em
Cline, Sheny 152
Cohen, Bridget 103
Cook, Chelsea 154 it 60

*  percent of points possible
* high and low scores

* students with a Waiting or Overdue status.

L
o
o

2
)
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@
L

o

Overdue Assignments Overdue Assignment Report
This report lists all incomplete assignments
. Overdue Asslg“m!r“s Hepolt Page 1
(homework, tests, quizzes, etc.) for each el e 22
. .. Mayfield Elementary
individual student.
Emily Adams Student ID: 1
. Assignment
Note: Gradebook scores overdue assignments U Subiedt  Colegory  DusDate
101 Ch 3 questions English Hornewark Bl2R02
as 0 points earned. " —
Assignment
D Title Subject Category Due Date
104 Ch 3 questions English Horngvark. G272
Michael Allen Student ID: 3
Assignment
D Title Subject Category Due Date
10 Quiz Questions History Quiz 6/28/02
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Program Information.

Program Information Report

The Program Information report shows
specific program information, including: Program informaton Fepor e

Mayfield Elomentary AccelTest: Thusday, June 13, 2002
AccelTest Preferences

*  How AccelTest is set up seneot ormaton

‘four schowl name is: Mayfield Elementary
TeacherName: Axel
‘four serisl numberis: C290-2530-/631-0001-1D

*  Computer configuration and computer

Scanner

. . The seannerversionis AecelScan OMA-2110
hardware lnformatlon The scanneris connectedto U3E2
The seannersensiidtys setto §
Schaol Year
° | d f‘ d f Your school year beging on 96101 and ends on B126102
ser dernned preferences Youhars defned b maring peiods
Semester Start Date EndDate
1 EE IGE
1 0101 3102
1 Az 41502
2 41602 stz
2 512102 S5
H sz 626002
Categories
You have assignedthe (ollosing categories
disna 7%
ExtraCredi 20%
Final 35%
Homework 10%
Page 1 of3 |

Student Grade

o
Select this report from the Gradebook. The

Student Grade Report

Student Grade Report Page 1
AeoslTast™: Thursday, June 13, 2002
Reporting Period: B/811 - 6/13/02

student grade report:

Mayfleld Elementary

*  shows term and semester progress

Student Hame: Enily Abarcs Thursday, June 13,2002

Student ID: 100 Teacher: fxel
*  shows year-end progress

Subject m T2 &) 81 T4 15 6 S2_ Final
Auto Mechanics Pass Pass Pass
English Pass  Pass Pass Pass
Math Pass Pass Pass
Srience Fail Fail Fail

*  has space for attendance and comments

b can serve as a report card

Comments:

* useful for transferring information to a
report card.

Attendance:
Excused Absences

Page {oi38 | K107

Student Record

StudentRecord Report =——~—~————-—FH

()
1
)
<3
)
-3
<
=)
r

This report is an historical record of scored

and teacher entered assignments for the ctugent necora nepon -
AxcelTest: Thurs day, July 11,2002
Student‘ The report Can: — Repoting Period: 9/3/02-TH 1102 N
. . . Brian Peters StudentID: 102
*  provide the student with a record of their Sutiet Ensih
. Assignment Paoints % of Points
assignments e T w1
EngUsage 104 Cuiz 155 100 TH M0
Summary (2 Assignments ] 27130 90
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Preferences

Using the AccelTest preferences, you can adjust how AccelTest works for your
school. The table below lists the preferences in AccelTest and tells you how to
change them. The preferences are available in the Preferences menu.

| Preference:
School Year. .,
Subjects, ..
Categaries. ..
Grading Scale. ..
Exams...
Password. ..

Scanner Setkings. ..

Reports

3

Assignment Creation

Preference

What it does

How to change it

School Year

Use this preference to enter your
school year information, including start
and end dates for the school year,
number of terms, start and end dates
for terms, and, if applicable, number of
terms per semester. Changing the
school year affects the calculation of
student grades. Your school year
should be completely set up before you
start scoring student assignments.

1.

Click on the Preferences menu and
select School Year.

The School Year Assistant (Wizard)
dialog box will open. Click [Next].

Enter the Start and End dates for your
school year, and click [Next].

Select the number of terms in your school
year and click [Next].

Enter the Start and End date for each term
and click [Next].

If your terms are grouped into semesters,
select the number of terms per semester
and click [Next].

Check the information in the Summary and
click on the [Back] button to edit if needed.
Click the [Done] button.

Subjects

Use this preference to add subjects,
edit subjects, or delete subjects.

Click on the Preferences menu and
select Subjects.

The Subjects dialog box will open.

e |f you are adding a subject, click on the
[Add] button and type the name of the
subject you want to add.

¢ To edit a subject, scroll down the list
until you find the subject, and click on it.
Then click the [Edit] button, and make
changes.

¢ To delete a subject that is not being used,
scroll down the list to find the subject,
and click on it. Then click the [Delete]
button. Subjects being used cannot be
deleted.

Click the [OK] button.

AccelTest
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Preference What it does How to change it
Categories Use this preference to create or 1. Click on the Preferences menu and
change categories for assignments you select Categories.

include in your Gradebook. 2. The Categories dialog box will open.

* Create or edit categories e Edit an existing category by clicking the

* Assign weight to each category box or Type in a new category in a blank
¢ Decide whether or not to drop worst field.

grade for each category

 Decide how much extra credit should
be worth.

e Select Total Points Earned or
Category Weights to calculate grades.

¢ |n the Calculate Grades Using section,
select “Category Weights” or “Total
Points Earned.”
e Edit or type in a weight value (if using
category weights) and click on the “Drop
Worst Score” box, if applicable.
3. When you have finished adding or
changing your category preferences, click

the [OK] button.
Grading Scale Use this preference to select the 1. Click on the Preferences menu and
grading scale used in calculating select Grading Scale.

grades. 2. The Grading Scale dialog box will open.

3. Select one of the options from the
Grading Scale menu.

4. You can change the numerical value(s) for
the grading scale option you selected.

5. When you have finished changing your
grading scale preferences, click the [OK]

button.
Exams Use this preference to set the percent 1.  Click on the Preferences menu and
that the exam weights the grade, and select Exams.

also decide if the grade is the Term 2
Grade, Semester Grade, or Final Grade
(default).

. The Exams dialog box will open. Select a
Grade option to match your school’s
program.

3. The default setting is 25 percent of the
selected grade. If you want to change the
percent, type in a different percent in the
“Exams are...” blank.

4. When you have finished changing your

Exam preferences, click the [OK] button.
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Gradebook

Preference

What it does

How to change it

Password

The password preference lets you
change the password to maintain
AccelTest security. You should change
the default admin password to a
password of your choice after
AccelTest is installed.

1. Click on the Preferences menu and

select Password.

2. The Change Password dialog box will
open.

3. Type in your current password in the
Current Password box, then press <Tab>.
Type in your new password in the New
Password box, press <Tab>, and then type
your new password in the Confirm
Password box.

Change Password

Current Password: I
Mew Password: I
Confirm Password: I

()8 | Cancel |

4. When you have finished changing and con-
firming your Password preference, click the
[OK] button.

AccelTest
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Preference

What it does

How to change it

Scanner Settings

Use this preference to set the scanner
port setting, and the scanner
sensitivity.

Port Setting: First, make certain the
scanner is installed according to the
instructions in the AccelScan User’s
Guide.

e Start your computer and AccelTest. If
AccelTest does not detect the scanner,
you may need to manually set the
scanner port setting to the computer
port you have connected your
AccelScan to.

Sensitivity Setting: You may need to
adjust scanner sensitivity to allow for
differences in the way students mark
scan cards. If the AccelScan is too
sensitive to stray marks, decrease the
sensitivity. If the AccelScan does not
recognize some marked answers,
increase the sensitivity.

o |f AccelTest still does not detect the
AccelScan scanner, confirm that your
computer system specifications meet
the requirements in “Where to Find the
System Requirements” on page 6.

1. Click on the Preferences menu and
select Scanner Settings.

2. The Scanner Settings dialog box will

open.
Click to select Scanner Settings
a different
port_ Port: | USB : ¥
. Less More
Macintosh: Sensitive Sensitive
Move the L
slide to - stat.
canner Status:

Change Scanner model 2110 found
AccelScan
sensitivity.
C“qk to select __ e
a different
port. Fort: [U5B -

H . Less Mare
mlndol"]’vs- Sensitive Sensitive

ove the }
slide to /
Change Scanner Status
Accelscan Scanner model 2110 found
sensitivity.

Cancel

¢ To manually set the Port setting, click on
the Port drop-down list and click on the
appropriate computer port.
* To change the scanner sensitivity click
on the pointer and move it to change the
sensitivity.

3. Click the [OK] button.

AccelTest
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Preference

What it does

How to change it

Reports

The following reports have settings
you can change:
e Answer Key
Print/Preview Setting preference
¢ Assignment Analysis
Print/Preview Setting preference
Display Item Details
¢ Assignment
Print/Preview Setting preference
Sort Order preference
¢ Assignment Results
Print/Preview Setting preference
Questions to display
Show correct answers
Auto print after student score
Batch print report
e free Response Grading Worksheet
Print/Preview Setting preference
¢ Gradebook Summary
Print/Preview Setting preference
e Group Assignment
Print/Preview Setting preference
Sort Order preference
¢ Overdue Assignments
Print/Preview Setting preference
e Program Information
Print/Preview Setting preference
e Student Grade
Print/Preview Setting preference
e Student Record
Print/Preview Setting preference
Page Break after student preference

For more detailed information and instructions,
see “Setting Reports Preferences” on page 56.

1. Click on the Preferences drop-down

menu and go to Reports.
Freferences

Schoal Yeat..,
Subjects...
Categories...
iarading Scale. ..
Exams...
Password. .,

Scanner Settings...

Answer Key, ..
Assignment Analysis, ..
Assignment Bank.. .
Assignment Results. ..
Free Response Grading \Worksheet...
Gradebook Summary. ..
iGroup Assignment. ..
Overdue Assignments. .,
Program Information, ..
Student Grade...
Student Record...

Assignment Creation = »

2. Click on the report you want to set

preferences for.

3. Inthe Report Options Dialog Box, make

your changes and click [OK].

AccelTest
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Preference What it does How to change it
Assignment This preference includes several For more detailed information and instructions,
Creation settings that allow you to customize | see “Setting Assignment Creation Preferences”

your assignments.
The Assignment Creation preference
includes:

e Favorite Item Types
e Default Fonts

* Variations

¢ Multiple Choice

e True/False

¢ Yes/No

¢ Matching

¢ Ranking

¢ Modified True/False
¢ Numeric Response
e Fill in the Blank

e Short Answer

® Essay

on page 58.

1. Click on the Preferences drop-down
menu and go to Assignment Creation.

‘ Preferences
Schoal Year. ..
Subjects..,
Categories...
Grading Scale...
Exams...

Password...

Scanner Sethings. ..
Reparts 3
Assignment Creation

Favorite [tem Types...
Default Fonts. ..
‘ariations...

Multiple Choice. ..
TruefFalse. ..
‘YesiMo..,
Matching. ..
Ranking...

Modified TruejFalse. ..
MNumeric Response...
Fill in the Blank. ..
Short Answer. ..
Essay...

2. Find the setting in the drop-down menu
that you want to change and click on it.
3. Make your changes and then click [OK].

AccelTest
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Setting Reports Preferences

You can change your reports preferences.

To change your Report Preference settings, follow these steps.

Preferences
School Vear...
1. Start AccelTest. From the Getting Started e
screen, click on the Preferences drop- oo sk
down menu and go to Reports. . oo St
2 C||Ck on the report yOU Want tO Set Assignment Creation ™~ » Assignment Analysis..,
" ~ AssignmentBark...
Assignment Results. .,
prEferences for \ Free Response Grading Worksheet, ..
Gradebook Summary...
3. Inthe Report Options Dialog Box, make ORI E T
. COverdue Assignments. .,
your changes and click [OK]. P B T

Student Grade...
Student Record. ..

Print Preview

One is Print/Preview setting, available for all reports. Print/Preview determines what happens when
you print your report. There are three choices available:

*  Ask - asks if you want to preview or print the report selected. This is the default.
»  Always Preview - always shows preview before you start to print.

*  Always Print - always prints without asking or showing preview first.

Sort/Order

Another option that can be set is for Sort Order. The setting for Sort Order determines how the
information in the report is sorted. The Assignment and the Group Assignment reports are the
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only two reports that allow you to set how they are sorted. Since the reports differ, the options
available differ as well.

Sort Order for Assignment tab; see Sort Order for Group Assignment, on the following page.

Click on the Sort Order drop-down list in the Report Options dialog box, and click on your
preference:

o Title - sorts list by title. This is the default.
*  Modification Date - sorts list by modification date, oldest to newest.

*  Total Points - Sorts list by total points, lowest to highest.

56
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»  Assigned - Sorts with unassigned first, followed by assigned.

Sort Order for Group Assignment; see previous paragraph for Assignment tab

Click on the Sort/Order drop-down list in the Report Options dialog box, and click on your

*  Student Name - Sorts alphabetically by student last name. This is the default.

*  Points Earned - Sorts by points earned, lowest to highest.

* % of Points Possible - Sorts by percent of points possible, lowest to highest.
Questions to Display for the Assignment Results Report.

Click on the Questions to Display drop-down list in the Report Options dialog box, and click
on your preference:

*  Missed Questions - Shows missed questions. This is the default.

» Al Questions - Shows all questions.
Show Correct Answers for the Assignment Results Report.
Click on the Show correct answers check box to show correct answers for questions.
Autoprint for the Assignment Results Report.

When Auto print after student score is checked, the report prints automatically when the student
scores the assignment using AccelScan. This is the default setting.

Batch Print for the Assignment Results Report.

If Autoprint after student score is checked, you can click on the check box next to Batch print
report to batch print the report. This will delay printing of all Assignment Results Reports until the
scanning window is closed, and then print them as a batch.

Page Break after Student for the Student Record Report.

When Page break after student is checked, the report prints a separate page for each student. This is
the default setting.

AccelTest
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Setting Assignment Creation Preferences

You have many options available when
you create your assignments in
AccelTest. These options range from
what item types appear in the opening
screen (Favorite Item Types) when you
create your assignment, to the
instructions, number of points and
number of answer lines provided for an

essay assignment.

The instructions in steps 1-3 apply to
every setting. Detailed descriptions for
each setting, from Favorite Item Types
to Essay, follow step 3.

1. Click on the Preferences drop-down
menu and go to Assignment Creation.

Preferences
School Year. .,
Subjects, ..
Categaries. ..
Grading Scale. ..
Exams...

Password. ..
Scanner Setkings. ..
Reports 3

Favorite Ikem Types...
Default Fonts...

‘Wariations. ..

Multiple Choice. ..
TruejFalse. ..
‘esiio.,..
Matching. ..
Ranking...

Modified True/False. ..
Mumeric Response. ..
Fill in the Elank. ..

Short Answer...
Essay...

2. Find the setting in the drop-down menu that you want to change and click on it.

3. Make your changes and then click [OK].
*  Favorite Item Types:

When you create your New Assignment in the
Assignment tab, notice that there are four item
types on the New Assignment dialog box. (See
“Creating Questions for a New Assignment”

on page 64.)

To change any of the items in the New
Assignment dialog box, use steps 1-3 above and
select what four types of items appear using the
Favorite Item Types setting.

Note: Items you remove can be found by
clicking [More Item Types] in the New
Assignment window.

In the Assignment Creation Options dialog
box, click on an item you want to remove
under Favorite item types, and click [Remove].
Then click on the item type you want to add
under Item types to choose from, and click
[Add]. Your choice appears under Favorite
Item types. Repeat to change other item types.

AccelTest

New

Fill in the details for your assignment.
You can specify the number of your favorite items now. Click More Item Types if
you wish to see all of the item types available. Items of any type can always be
added later in the Assignment Editor.

Title: [Chapter 4Test

item Types

Number of Number of Points Per Total
Groups Items Item

Multiple Choice: l:l El 0
matcning: [z | [5 | | 30
Numeric Response: 30
Short Answer; El| 5 | 15
36 75

Assignment Creation Options

[Favorite item Types =]

Select up to four favorite item types that will appear in the New Assignment
dialeg. You can always add any item type to your assignments.

Item types to choose from: Favorite item types:
Item Types S Item Types. -
True /False Multiple Choice
Yes/No Matching
Ranking Numeric Response
Modified True/False Short Answer
Fill in the Blank
Essay
06 0/4
( Add >> ] [__ecRemove |
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Default Fonts:

[E=——————Assignment Creation options
Tk -
Use the drop-down lists and buttons [m:;v =
to select: HEaTE = [0 2] ] 7] u
the font, /'m“wm B
font size, = ) (0% B8]
and Bold, Ialic, and Underline | | wstructon
styles (e ) (07 [B[7]0]
These apply to Body, Section Name,
and Instruction in your assignments.
These font settings effect both the
displayed assignment and printed
assignment.
Variations Aesignment Greation Optians
VATt B

Variations allows you to set the number of v
variations in your printed student assignments. o st Kems
AccelTest has the ability to shuffle the items
(questions) within the group, to make
variations. If you have six items, and shuffle
items is checked, the items appear in a different
order on each variation.
If you want to disable shuffle, click on the
check mark in the box next to Shuffle. The

default is on.

You can set the number of assignment variations to print by selecting a number in the

Number of Variations drop-down list. The default

is 1.

The assignment variation is identified by a letter after the Assignment ID number. The
students need to include the letter after the ID number on their scan card.

Multiple Choice:

Enter or edit the instructions for your multiple
choice questions in the Instructions box.

You can also change the Default Points value for
each assignment item.

The default Distractors setting is A to D, which
gives 4 choices (correct answer plus 3
distractors) per multiple choice item. You can
select as few as one distractor (A) and as many as

9 (A-D).

Creation Options

I instruction:

[Muttiple Choice =)

Indicate the answer choice that best completes the
statement or answers the question.

Default Points:

istractors:
Layout: 2 Columns 2

iﬂ

Click on the Layout drop-down list to select 1, 2 or 3 columns.

AccelTest
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1 True/False: i Creation Options

[True/Faise =l

Enter or edit instructions for the true/false —

Instruction: Decide whether the statement is true or false. Fill in A

items in the Instruction bOX. for True or B for False on the scan card.

You can also change the Default Points B
value for the assignment items. T b [T

b YCS/NO: Creation Options

[Yes/No =]

Enter or edit instructions for the yes/no
. . . —‘»Instruttmn: Pecide whether you agree or disagree with the
items in the Instruction box. eatement.F 10 ATor Yes ar 8 Tor No on sCan tard.

You can also change the Default Points value B
for the assignment items. TR s ]

*  Matching:

Matching =l

Enter or edit the instructions for your matching
questions in the Instructions box.

Instruction:

You can also change the Default Points value for
the assignment items.

The default Distractors setting is A to D, which & ™ 1
S— r —

gives 4 choices (correct answer plus 3 - S —
distractors) per matching item. You can select as R

L
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few as one distractor (A) and as many as 9 (A-I).

Click on the Layout drop-down list to select s | o |

Side by Side, or 1, 2 or 3 columns.

The Items Per Group drop-down list, allows selection of 1 to 20 items.

60
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Ranking;:
Enter/edit the instructions for your ranking hssignment Creation Options
questions in the Instructions box. [Fakng =

nstiuction:

for the assignment items.

You can also change the Default Points value \

The default Distractors setting is A to D, bespans [
which gives 4 choices (correct answer plus 3 Distestos e H

distractors) per Ranking item. /mw. ETE—

Items Per Group: [« =
You can select as few as one distractor (A) and

as many as 9 (A-I). == o

Click on the Layout drop-down list to select /
Side by Side, or 1, 2 or 3 columns.

The Items Per Group drop-down list, allows selection of 1 to 20 items.

Modified True/False:
——————— Assignment Creation Options
Enter or edit instructions for the modified true/ (wmdited T Faiss =
false items in the Instruction box. _ __ :
Instruction: Determine if the statement is true or false. If the
statement is false, cross out ONEWORD and replace it

. with just ONE WORD that will now make the statement
You can also change the Default Points value for read true.
the assignment items. A

Default Points: | BlankLines For Answer:  [2 |

You can set the number of blank lines per answer. /

Numeric Response:

Enter or edit instructions for the numeric _—
response items in the Instruction box. Fimerdueps 5
You can also Change the Default P01nts ValuC for ‘Instru:tion: ﬁalm)lit:.el the statement or answer the question with a

the assignment items.

You can set the number of blank lines per
answer.

Default Points: [ Blank Lines For Answer:

AccelTest

61

()
‘
)
<3
)
-3
<
=)
r




L
o
o

2
)

-]
@
L

o

Gradebook

e Fill in the Blank:

Enter or edit instructions for the fill in the
blank items in the Instruction box.

You can also change the Default Points value
for the assignment items.

You can set the number of blank lines per
answer.

e Short Answer:

Enter or edit instructions for the short answer
items in the Instruction box.

You can also change the Default Points value
for the assignment items.

You can set the number of blank lines per
answer.

* Essay

Enter or edit instructions for the essay items in
the Instruction box.

You can also change the Default Points value
for the assignment items.

You can set the number of blank lines per
answer.

Window

Creation Options

[Fillin the Blank =l

R N

Instruction: lcomplete each sentence.

Default Points: | Blanklines For Answer: ~ [2|

Assignment CreationOptions ——————

[short Answer z]

i

Instruction: Complete the statement or answer the question with a
short answer.

Default Points: b BlankLines For Answer:  [5 |

Creation Options

[Essay =l
~AN—

Default Points: l:l Blank Lines For Answer: E

The Window drop-down menu provides a
convenient way to switch between the Getting
Started screen, the Assignment tab and the

+ Getting Started 380
Gradebook: Entire School Year 381
Assignment Bank 382

Gradebook. Click on the Window drop-down menu and then click on the program screen or

function you want.
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Using Assignments

Using Quick Assignment in AccelTest

The Quick Assignment feature lets you quickly create multiple choice assignments (tests,
homework, etc.) in AccelTest.

e You will first enter title, subject, total points and number of items.

¢ You can then enter your question and answer content.

1. Touse Quick Assignment, start AccelTest o) Cemmg stnes g
and click on the Assignment tab in the — Cirispbpe ofraubysbeiowto setstarte.
Getting Started screen. B2 panel

. AssignmentBank | Create,import, and modify assignments.

In the Assignment tab screen click on b
the [Quick Assignment] button. — F — =

[ — AT e Al e

< Type | Modification Date | TotalPoints | Assigned
are Key 2714702 220 P ] Yes
Scare ey 2/12/02 520 P 20 Yes
Scare Key 3/16/02 1200 PM 33 No

In the Quick Assignment screen, type
your assignment title in the Title box.

In the Subject drop-down list, select your o ~——— Ty PP

SUbJECt- FiII}k‘detﬂils for your assignment.
. Tithe; ' .
Enter a number for the total assignment \"\l""'"ew”'m =
Subject:

. . . - .
points in the Total Points box. [Science B
\ You want an assignment with: Your assignment will have:

In the Multiple Choice Items box, type the Total Points: ]
number of items (questions) you want. T Mutiple choice ttems: [

=

Number of ltems: 0

Points Per Items: 0

Total Points: 0

Cancel |

In the Your Assignment Will Have
section, you will see the number of items,
points per item and total points for your
assignment. Click [OK].

—
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2. A progress bar appears to indicate AccelTest is creating your assignment.
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3. The Assignment Editor Wizard (Assistant — cr——
in Mac) opens. _ome |

Enter your content for assignment questions
and answers using the Wizard/Assistant.
See “How to Use the Assignment Editor” on
page 74.

4. After you have entered your assignment
content, run a spelling check. See “Spelling
Check” on page 80. You should also validate
your assignment. See “Validate
Assignment” on page 81.

5. From the File drop-down menu, click Save.

6. If you want a printed copy of your
assignment, click on the File drop-down
menu and click Print.

Creating Questions for a New Assignment

You can use AccelTest to create an assignment comprised of different types of items (questions).
The assignment can be a combination of assisted and free response items.

Assisted Response items or questions require that the students mark their answers on a scan card,
so the scores can be totaled using AccelScan.

Examples of Assisted Response items (questions) are listed in the table below.

assisted Response Items (Questions) | Abbreviation
Multiple Choice MC

Matching M

Ranking R

True/False TF

Yes/No YN

Free Response items or questions require students to write a number, or a word, or perhaps a
sentence or paragraph to answer a question.

Examples of Free Response items (questions) are listed in the following table.

64
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Free Response Items (Questions) Abbreviation
Essay E
Fill in the Blank F
Modified True/False MTF
Short Answer SA
Numeric Response NR
When you create your 0 =——————etting Startel e"———————08

aSSlgnmjnt’ yobu SpClelehC ILCm Click on one of the buttons below to get started.
€ and number, as well as the
P ’ Replace

points per question. Accel Test

displays a running total of the E%
w,q"

1 CFmSimport,and modify assignments.

points for each assignment as you
go through the list and select the

types of items you want.
1. Start AccelTest and click on the Assignment tab button in the Getting?? Started screen.

2. Inthe Assignment dialog box, click on

. T -
[New Assignment]. J EE
All Subjects ¢ [ auiok Assianm New dssigrment | [ New Soore Key | [ ew Points tniy |
3. |n the New Assignment d|a|og bOX, 5 = Title a] Type | Mndn.imtinnnatz |__TotalPoints | assigned
cience Chapter 1 Score Key 2102 220 ] Te

At Subject, click on the drop down list
and click on your subject.

Under Item Types, find the types of items You caRsgecitythe number afyour favarite items now. Cick More item Types f
y0U want to use. i Assignment Editor.

itle: [Chapter 4 Test

()
‘
)
<3
)
-3
<
=)
r

\\;‘ DT

Click [More Item Types] for additional i ubject:

Item Types Number of Number of Points Per Total
t\/peS Groups Items Item

Multiple Choice: [ N 0

. i Matching: [15 ] ] EN)
Note.. You can specify your own. . ——— »
favorite Item Types that appear in this Short Answer: Bl 15
36

screen. See “Setting Assignment
Creation Preferences” on page 58.

75

More Item Types »»

4. Inthe expanded New Assignment dialog box, fill in the boxes that are applicable for your new assignment.

For example, if you will have Matching (or Ranking) [tem Types, enter the number of items in the box under
“Number of items.”
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The maximum number of item choices for Matching or .
Ranking is 9 per group. If the number of items needed is AN
You can specify the number ofitems now. Click Fewer Item Types if you wish to

greater than 9, divide the number by 9 to determine the s onyyour avorie e ypes. s ofany type can aways be added ater
number of groups, rounded up to the nearest whole

Title: [Chapter 1Test

number. Subject:
Item Types Number of Number of Points Per Total
For example, for 15 items, when you divide by 9, you will A ] .
get 1.66. This means you need 1 group + 1, rounded up to ——————smig »
2 groups. ShortAnswer: 15

rue/False:

Under Number of Items, enter numbers for Multiple
Choice, Matching, Numeric Response, etc., if applicable.

Yes/No:

Fillin the Blank:

Essay:

LT
% AR CIET 2

Then, enter numbers for points under Points Per Item,
where applicable.

o
&

Note the total Number of Items and the point Totalchange ____
as you fill in the boxes.

5. When you have entered all of the applicable information,
click on [OK].

6. The Assignment Editor \Wizard/Assistant will open. See “How to Use the Assignment Editor” on page 74.

Creating New Score Key for Existing Assignment

You can utilize existing assignments and create a score key for them. For this example, assume that
you are using 25 multiple choice questions at the end of Chapter 3 in a History textbook.

* Ifyou are going to enter your answers at the computer complete steps 1 and 2, then skip

to steps 6 through 7.

* Ifyou are going to create a scan card by hand, read the information in the Hint below,

L
o
o

2
)

-]
@
L

o

then complete steps 1 and 3 through 7.

Hint: If you want to create a score key scan card when you are away from your computer, write it
up by hand and use AccelScan to scan your answers in to AccelTest when you return. You can use
any number of questions from 1 to 25 for the short scan cards, and 1 to 50 for the long scan cards.
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On an AccelTest scan card, write the name of your

. . 1
Assignment on the Name line. et s i
5998068 50000 79
06§
Next, on the same AccelTest card, mark the 9 1
. . . )00 &
ANSWERS to the questions by filling in the és gi
bubbles with the correct answers. b0 |
. s «p» 160 i;
For example, the answer to question 1 is “B” and 2 22 2 < AHEIR
is “A” and so forth. Fill in the appropriate bubbles
for all of your questions. Follow steps 1 and 3 through 7 to use the hand entered card.
1. Start AccelTest. In the Getting Started

screen, click on Assignment tab. In the = New score Key Assignment

Assignment screen, click on [New Score Fill in the details for your assignment.

Ke ' Title: [chapter 3, 25 questions

y] Subject: History B
In the New Score Key Assignment dialog CEE TS = R e —
Number of ltems: Number of Items:
box, enter your assignment title in the Title S paintvatue: [
box. al Points: 100 Total Points: 0
H . 1 AssignmentValue: 100 Points
In the Subject drop-down list, select your
subject.

In the Assisted Response and Free
Response sections, fill in the boxes applicable for Number of Items and Point Value. Click [OK].

2. The CHAPTER 3, 25 OUEST'ONS Screen =———————— (hapter 3, 25 questions
appears, showing a blank scan card. Done ) [ semrom | [ ssinems | [ooierems | [ oetrame | [ et
a. Indicate the ANSWERS to the woHEES s @ o |

questions. At item 1 click on the
A, B, C, etc. bubble to indicate the
answer that is correct.

b. When you click on the bubble to
select your answer, the point
value for the item appears on the
right side. You can set point
values for individual items here,
by clicking in the value and typing
the value you want this question
to have.

()
‘
)
<3
)
-3
<
=)
r

TETTNNNNNNNNNNNNNNNNNONNNN
A e s s s s s s s s s E s E s E s A s E s a s s S

¢. When you have selected the = e
answer by clicking on the
appropriate bubble, (and, if necessary, adjusted the point value), go on to the next item
(question). Go directly to step 6 when all of the assisted response question’s
answers have been entered.
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3. Ifyou did fill out the bubbles on a scan

card, click on the [Scan Form] button at = mepmemee——o——
the top. Then, go to step 4. \mm]% S () oziios (W cme o |l cinos (W] Fomis

3. The Scan Answer Key screen appears. ANSWERS  Fil n suore. 4
1 CAS (B (TD (D) CED (PO (6o CHY (T
| 2 CAd ) (CD CD) CED CF) (B) CH) (1) +
| 3RS (B (TD (D) (B CF) (6o CHY (T +
| 4 CAD CB) (CD CD) CED CF) (B) CH) (1) +
SRS (B CED (D) CED CFOICEa CHYICT +
m 6 B @ D E & E D +
| A E OO OO E® D +
m el B @ E &G E D +
m B E OO E®E O E® D +
|10 5 (B (B (B (B B (B (D (D +
(11 A5 (B (T3 D) (ED CF) (6o CHY (T +
(12 (A3 CB) (T3 CD) CED CF) (B) CH) (1) +
(13 (A5 (B (T3 (D) (ED CF) (6o CHY (T +
(14 CA5 CB) (CD D) CED CF) (B) CH) (1) +
- (150CAS (B (TR (D) CED CFOCEa CHYICT +

Scan Answer Key

Insert a scan form with the correct answers for this assignment.

0 Scanneris ready. Please insert a card.

Scanner Settings

4. Insert the AccelTest scan card you have filled in, with the arrow pointing toward the AccelScan.

5. Inamoment, the answers that you filled in on your card (or typed on your computer) will show up on the
screen.
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If you see errors on the form, correct
them. Simply click on the question

. . Chapter 3, 25 questions
number needing correction and then E—

. . [ Done ] | Sean Form | ‘ Add [terns | ‘ Delete [tems | ‘ Set Points | ‘ Properties
click on the incorrect answer, to |
unselect it. The bubble will become AMSWERS  Fil noutere. @ paints

. . 3 m 1 [ E ] 4

white again. Next click on the bubble - “

m 3 € 4

for the correct answer to select it e .

(darken the circle). When the card is i ° ;

. m s o 4

correct, click [Done]. - o ‘

.10 4

11 o 4

6. When you are asked to save changes, oo :

click [Yes]. You now have an answer e o :

. . . 16 o 4

key for grading this assignment. i e .

. 13 o a

. . . |12 L EJ 4

AccelTest will automatically assign a | 20 “

. 21 [ 5 4

3-digit number to your assignment i :

when it is assigned in the Gradebook. CE o -
To prepare AccelTest for students to 25 Fems esipment Yohe__100 B

score their scan cards, see “Preparing
AccelTest for Students to Score Scan Cards” on page 16.

Note: Only assisted response items are entered on the scan card. Free response items must be
y p p
graded by the teacher and the scores entered through the gradebook.

Combinations of assisted response and free response assignments allow assisted response item
scanning by the students or teacher. The scanned, assisted response portion of the assignment gets
entered in the Gradebook. AccelTest scores free response items at 100 percent correct, until the
teacher grades and adjusts scores.

For instructions on editing a score key, see “Teacher Instructions for Editing a Score Key” on
page 70.
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Teacher Instructions for Editing a Score Key

Before editing a score key you must
make certain it is not assigned to any

i T
students. Check the Assigned column;
i . . . [ANl subjects #) [Couiok assignment | [_new assigrment | [_ew Soore ey | e Paints oniy |
YCS Indlcates s aSSIgned to one or Title: a] Type | Modification pate | Total Pnints* Assigned
. . . Chapter 3 Quiz Score Ki 2/12/02 12:20 PM 30 N
more Students. If NO 1S In thC ASSlgnCd Chapter 3 Reading Homework A((Erlzftv 6/18/02 4:28 PM 1 N:
Chapter 3, 25 questions Score Key 6/20/02 117 PM 100 No
column, it is not assigned and can be P eesions e s "
'r_ed Score Key 5/1/02 9:58 AM 343 Yes
edited. e i hemet o o
Lesson 2 Homework AcceTest 6/18/02 440 PM 13 No
Lesson 3 Quil AcceTest 6/18/02 4f39 PM 30 No =
If you want to edit an assignment (and Reading Ftra credi heeellost  mnasemd o
S(iE"(E (h..apter 1 Score Key 2/14/02 2i2“ PM 30 Yes
the score key for an assignment) you SemesenTest Meemew oeasm m o
TE?‘ for Reading AccelTest 6/18/02 431 PM 100 No
created in the Assignment tab, go to the Pyl ke emisom x o B
Assignment tab and edit the =
assignment. See “How to Use the
Assignment Editor” on page 74. When
you save your changes, any changes you
made that changed score key answers
will be reflected in the score key.
If you have a score key for an existing
assignment that was not created in the pf———————mamm————————F&F
. . [ Al Subjects B | owick assignment | [ Mew Assignment | [ Hew Scorekey | [ HewPoints oty | [ it |
Assignment tab, you can edit the score
Title <] Type | Modification Date | Total Points | sslgned
ke Chapter 3 Quiz Score Key 2/12/02 12:20 PM 30 lo
y' Chapter 3 Reading Homewol AccelTest 6/18/02 4:28 PM 10 No
Chapter 3, 25 questi Score Key 6/20/02 1:17 PM No
. . Chapt; > ] AccelTest 6/20/02 1:44 PM No
The assignment Type will be Score Key e auesons puelet  wiv ke b
. . History chapter 4 AccelTest 6/18/02 424 P! 23 No
1n the ASSlgnment tab. HISTORY QUIZ 3 AccelTest : 23 Yes
Lesson 2 Homework AccelTest 13 No
Lesson 3 Quiz AccelTest 30 No =
. Lesson 4 quiz AccelTest 6/18/02 4:38 PM 30 No
The Score Key is the Only part ofa Reading Extra Credit 6/18/02 436 PM ] No
Science Chapter 1 2/14/02 2:20 PM 30 Yes
. . Science Quiz 6/18/02 4:26 PM 50 No
Score Key aSSIgnment 1n the SemesterTest 6/16/02 4:42 PM 100 No
1Eft for Reading AccelTest 6/18/02 4:31 PM 100 No
Assignment tab. Ui 1 eseom ok momm @ o B
. . . v22
To edit a Score Key assignment, click .

on the assignment and click [Edit].

AccelTest opens your score key.
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When your score key appears you can

start editing. If you want to add an item,
g Ity

Unit 1 Lesson 2

Cth on [Add Items]' Done ] ‘ Sean FW Add Iterns | | Delete Iterms ‘ | Set Points | ‘ Properties
ANSWERS Fill in Bupble, 4 Foints
. - LE ] © 4
In the Add Items dialog box, find oo B :
——— add Items

Assisted Response if you are adding

. . Specify the number of items you want to add. Free response items
aSSlSth I'CSPOHSC 1tems. \\Awill be placed after assisted response items.
Assisted Response Free Response

Number of [tems: 10 Number of items: 2

ttemsto Add: [| | itemsto Add: ||

. . . Point Value: Point Value:

Type in the item numbersin rems o ——" T - omvane: [

2 Total Points: 6

Add bOX. Total Points:
: 33 Points

Assignmen/

Then type in the point value in the Point

Value box.

If you are adding free response items,

under Free Response, type in the Items =———"unitlLesson2

to Add and POint Value there as Well Done | | seanrorm | [ scdtems | [ Deletetems | [ setramts | | Praperties

Chck on [OK] When ﬁnished' ANSWERS  Fill in Bupble. 40 Faints
4

= z

E3
a
2
4
2
z
2
z

To delete an item, click on the item you
want to delete, and then click on [Delete Items].
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To correct an incorrect answer fOI‘ an ————— Unit1Llesson2
item, Slmply CliCk on the item number Done | [ senform | [ addiems | [ Detetettems | [ setpoints | [ Properties
needing correction and then click on —
. . ANSWERS Fill in Bubble. 4 Paints
the Zncorrect answer to unselect it. The T o o .
. . . 2 o 2
bubble will become white again. Next 305 @ @ :
. 4 o 4
click on the bubble for the correct s ® 2
6 o 4
answer to select it. L) z
O 2
2 O» 2
To set points, click on [Set Points]. o 2

For Assisted Response items, type the

Assign Points

point Value in the POint Value bOX. Specify the pointvalue to assign to each item. For assisted
response items, each correct answer is assigned an equal fraction
. . of the item point value.

For Free Response items, type the point

Assisted Response Free Response

mber of Items: 10 Number of Items: 2

value in the Point Value box.

Point Value: l:l PuintVﬂIuV' l:l
Clle on [OK] When ﬁnlShed‘ Total Points: 27 Total Points: 6
Ifyou want to edit the title or Assignment Value: 33Points -
subject, simply click on the [Properties]
button.

Specify a Title and Subject for this assignment.

In the Save Assignment dialog box,

Title:

type new Title information, and from

Subject.  |English g
the Subject drop-down list, select your "
Ok Cancel

subject.

Click [OK] when done.

Creating New Points Only Assignment

Points Only information can be recorded in this assignment. An example would be oral
participation in the class.

Only teachers do scoring in the Points Only assignments. Students do not do any scoring of scan
cards for this type of assignment.

For detailed instructions on creating a Points Only assignment, see steps 1 through 5 on page 73.
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To create a Points Only Assignment,
from the Assignment tab click on

[New Points Only].

. . i
In the New Points 0n|y d|a|og bOX, il Gl Gerkhes - A RS - FeimeEs M e
type your aSSignmen’[ title in the Title [ Subieats v| [[Buick Assignment | [ New Assignment | [ Hew ScoreKey | [ Mew Paints Orly |

Type: Hodification ale Total Poinks - Assigned
bOX " EEE”E Fr25/2002 343 .‘
AocelTest FAZ2I2002 1110 A &0 No

Select your subject in the Subject

drop-down menu, and then
enter the points in the Points box.

Fill ini the details for pyour azzignment.

Title: I
C“Ck [OK] Subject: IEninsh j .
Your Points Only Assignment will need Points: [
to be added to the Gradebook. Go to b ok | _ Cancel
the Gradebook and add this points only
assignment.

You can enter student scores in the
Gradebook.
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How to Use the Assignment Editor

The Assignment Editor allows you to input the content of your assignment items (questions). To
start entering or editing your item content, click on the first item you want to edit and click [Edit].

~=lolx|

ve | [aven | [ oo | [oecion ] [Papeties Page 1 o1

Note: Once you have created your

Quiz chap 3 Page 1
AooelTast onday, Jly 15, 2002

assignments, you can use the

e:50 Tessher: mko

an 5313 and fl in the approprate bubbles.

Assignment Editor to edit and update

Multple Chi

them, with class and subject content

Indicate the a
ps)

changes. Assignments already given to
students cannot be edited, but you can
edit a copy.

Assignment Editor Buttons

. They paintad it.

You can use the buttons at the top of the Assignment Editor to navigate within your assignment,
edit content, and adjust your assignment’s appearance.

Assignment Editor Buttons

Done | [ addiem | [ Edtten | [ Deltetem | [ Froperties | Page 1 af1

Add Item - Click at the location
where you want to add an item and

then click on the [Add Item] button.

Select the item type you want to add.

Aszisted Responsze Free Responze

In the Add Item dialog box, select the type of

. . -
Assisted Response or Free Response item to add. Modiled True/False

C||Ck [OK] ' Tue/False " Numeric Response
L i £ YesdMao 7 Fill iri the Blarik.
Remember that adding items will change your total
. . " Matching " Short Answer
points for the assignment.
" Ranking " Esszay

The added items have a default point value of 1,
which you can adjust at the same time you edit ok | Cancel |
your item to insert content.

Note: Added items may not appear where entered. ltems of similar type are kept together. If you add a True/
False item in the midst of a number of Multiple Choice items, it will appear after the last Multiple Choice item.
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Edit Item - Use the Edit
[tem button to modify,
add and delete
information in your assignment.
Simply click at the location where you
want to make your change.

In the area where you click, lines of
your assignment content will be
highlighted in yellow.

You can highlight the type of
assignment and instructions, or any
individual, numbered item.

Enter & Edit Text: When you click on

il

% Quiz chap 3
Flo Edt Gradebook - Assignments Reparts - Preferences Window Help

Done | [ ddten | [Eatten | [Dokteron | [ Ppmtes

Edit Item, you will go to an edit screen

to enter or edit text that is highlighted. Your new text replaces the highlighted text when you type.

This is what the edit screen looks like.

Moving: To move the highlight

forward in the edit screen, use your
keyboard <tab> key. Use <Shift> + <Tab>
keys to mave back. You can also move by
clicking on a word or field.

Cancelling Changes: If you make a
mistake editing an item, and want to go
back to your original, click [Done] and
then [Don't Save].

Saving changes & Moving between
Items: To save your changes, and move to
the next block of text in your

assignment, click on the [Next] button.
Clicking on [Previous] also saves your
changes, and lets you move back to a
previous block of text. At the last item you
edit, click [Done] and then [Savel].

Graphics: To import a graphic in your
assignment, click on the [Import Graphic]
button. For more information see
“Importing Graphics Files in an
Assignment ltem” on page 78.

Text format: Change the font, size and

select boldface, italic and underline.

To Import Graphics click here.

Multiple Choice 1079

Question & Chaices

et

Helvetica uuu KlmpmGrapllllL., Wign: | Bottom %

]

1

Item choices
& Columns: Go
here to change
the number of
choices for each
item, or select 1,
2, or 3 columns
for the item.

Text Content: To
make a change to the
highlighted text, simply
type in your new text.

Shuffle Item
Choices: If you
do not want to
shuffle an item’s
choices, select
None. Other
options vary
with number of
answer choices.

AccelTest
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Preferences

Correct Answer at A: Notice as you type in your assignment items, that by default, you always type your
correct answer at A. This makes assignment data entry easy.

e AccelTest can shuffle your item answers so that the correct answer will not always be A on the

assignment the students receive.

e The Shuffle drop-down menu allows you to select, for each individual item, None (no shuffle),
a-b shuffle, and a-c shuffle (with default 4 answer choices). All (shuffle all) is the default setting.

e [f you have selected more item answers (click on the Choices drop down menu), your shuffle options
increase correspondingly up to 9, and decrease if you selected less than 4.

Setting “Type correct answer here” Position: You can change an item’s correct answer position from the

default A to B, for example.

If you want to change the position of
your correct answer to B, for example,
click on the answer field for B and type
in your correct answer; then, enter a
Distracter (incorrect answer) in A.

Next, click on the Answer field, below
your answer choices, and replace A
with B.

Changing Item Point Value: To change
an item’s point value, click on the
Points field, and enter the new point
value. The total points for the
Assignment will reflect this items point
change.

Saving Changes: Click on the [Done]

button and then [Save] to save changes.

Multiple Choice 1 of 5

| =

Helvetica 10

Choiges: | 6 %+ | Llayout:| 2 Columns

Whe was the person who lived in Philedelphia

B|/|u

%] shuffie:[An =]

hes was & patior, printer snd sdentist?

Import Graphic... Align: | Bottom

4. Ben Frankiin D. Betsy Ross

E. Thomas Jefferson

Howard Fitchberg

Answer

Note: By default, student copy variations
will show different positions (letters) for the
corrent answer with All selected in the
Shuffle drop down menu.

To give this assignment to your students, see”Add Assignments to Gradebook and Assign to Students” on

page 21.

AccelTest
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Delete Item - If you

want to delete an item,  rmmm

click on the item.

~=lolx|

Window Help

Done | [ ddten | [Eatten | [Dokteron | [ Ppmtes

Page 1 of 1

The selected item will be highlighted.
Click on the Delete Item button.

Quiz chap 3 Page 1
AooelTast onday, Jly 15, 2002

Tessher: mko

4 and il in the appropiate bubbles

This will delete the item, and reduce
the item count by one.

The Points Possible will decrease by
the deleted item’s point value.

. They paintad it.

Properties - Click on the Properties

button. The Title/Subject tab allows =

THes Subject onts ‘anations | Options

you to enter/edit your title and
subject. Type title information in the Title box. — T TE"“ =
Subject:  |English
Use the Subject drop-down menu to select the /
subject.
Cancel

The Fonts tab allows you to change the appearance Size Style

and display settings.

Assignment Properties
Use the drop down lists to select the font, as well il s | varaions | Ot |
as font size and Bold, kalic, and Underline styles oo

for Body, Section Name, and Instruction. ol =i =] [a]/]u] )
*
T~ Section Mam: m
[aial 52 e I ) I Fs‘
‘
i Instruction m
[aial = o = (e ] =3
(1
®
Cancel I m

1
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The Variations tab allows you to set the number of
variations in your printed student assignments.

Title/Subject F¥aiiations | Options |
e Variations allows you to set the number of NbsotVaisions [T ]
variations in your printed student assignments. T oy ol
AccelTest has the ability to shuffle the items
(questions) within the group, to make
variations. If you have six items, and “Shuffle
[tems” is checked, the items appear in a
different order on each variation.

¢ |fyou want to disable shuffle, click on the check Concel
mark in the box next to Shuffle [tems. The

default is on or enabled.

*  You can set the number of assignment
variations your students receive by clicking, then
selecting a number in the Number of Variations drop-down list. The default is 1.

e The assignment variation is identified by a letter after the Assignment ID. The students need to include
the letter after the ID number on their scan card.

The Options tab lets you decide whether to display
the points for each item on the assignment. The

default is to show item points. Click on the check "“‘g""‘e“"""’““es
box to remove the check mark and hide individual Tie/Subiec| Fots | Vitors (D7 ]
item points. % Show llem points on assigrment

Cancel I

/]

o

g Importing Graphics Files in an Assignment Item

o

Qo AccelTest uses QuickTime™to handle the graphics files you import. Common graphic files
"5 supported are: tif, gif, pict, png, psd, jpg and bmp.

p
Q. 1. Toimport a graphic in your assignment, start AccelTest, click the Assignment tab, I

and click on the name of your assignment; then, click [Edit].

2. When the Assignment Editor \Wizard or Assistant starts, find the item where you want to place your graphic,

18
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and double-click on the item.

~=lolx|

Page 1 of 1

Quiz chap 3
AooelTast onday, Jly 15, 2002

Pairts Passible: 80 Tessher: mko

{gnment D shawn above an the zean oard and il in he appropiate bubblas

it bast complites the statement of anawess he quastion.
A—————

©. Capian

0. Fratias

When the Item opens, click on the -l
|Ocati0n Where yOU want to place Fle Edit Gradebook - Assignments Reports - Preferences Window Help
) [aial =l [0 = [ Au] ‘l Import Graphie.. | Ao [Eoten =

your graphlc. Chowes[d @] Lapout 2 Colmns =l shute: [ -

i H i /s father do_on this boat] =
Then, click the [Import Graphlc] e PPl 121 i Emily's father do an thiz baat?

A Engineer €. Captain
button 8. |Filat D. First Mate
Angwer A
=
. . < Preinus Dors

Navigate to the drive and folder

where your graphics file is
located. Double-click on the

Look i | = Local Disk (] | & @ ef B

21

folder. (In Windows computers,
you may need to click on the
“Files of type” drop-down menu
and select the type of graphic file

Bob's Proj Sched (Clpos
. _IDRIVERS

ges
DISCOMER (COHelpstore dinad ins
DI CaHpws

Dacuments and Settings [CJHTML 4.0irfa

P

C13se
Clkpems
(CImMath Diag R
CIMFL.0019}
My Music
IMew Folder

|

you are importing.) o |

Open I

Files of type: | BMP Files

ﬂ Cancel

AccelTest
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Click on the file name. Click [Open].

The image will be imported. Use the scroll bar
to go to the bottom of the image if needed.

Click on the red square in the corner of the
image and drag to resize the image.

To delete the image, click on it and press the

Select a graphic file to impart

Lok in: [ (3 Englishvimages

21
x| = E ok E-

File name: |

<Delete> key.

If you click and drag the red square at the

bottom or side, you will stretch/shrink the
image vertically or horizontally, respectively.
Click [Done] when finished.

If you decide not to use a graphic, click on
[Edit] and then [Replace Graphic] to select a
new image. - .

s of ype:  [BMP Files =] Cancel

[2*Multiple Choice 3 of 10 o [=1E3]
Filt Edt Gradebook - Assignments Reports - Preferahses Window Help
o ‘ Import Graphic Al [Bottom |
| shueYwy |
Saptas J
5 Pt b. | Fra st
< Provious Next > Done

When you have finished adjusting your

graphic, click [Done] and then [Save] to save your changes.

Note: To limit the size of your assignment files, limit the use of imported graphics, and/or import only smaller

graphics files.

Spelling Check

To check the spelling in your assignments, in the
Assignment tab, click on the assignment name and
click [Edit] to open the Assignment Editor.

Click on the Assignments drop-down menu and go to
Spelling and then click Check. (In Windows press
<Ctrl + I> and for Macintosh press <Command + 1> to
start spelling check.)

80
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Click on the [Options] button in the Spell
Check dialog box or Options in the

ﬁSpell Check Options

I™ Buggest words phoneticaly

Assignments drop-down menu to open the
Spell Check Options dialog box.
To enable an option, click on the check box

[~ Suggest splt words [.q., thebay > the bay]
[~ lgnore words in all caps [e.g., 454F)

. . . I™ lgnore words with mixed digits (.., BR549)
next to it. The options include:

Cancel |

*  Suggest word phonetically

:
*  Suggest split words B Sy Check X
Mat In Dictionary: Inaem
* Ignore words in all caps —
* Ignore words with mixed digits ST nane e | twesr |
2:5: Change | Change Al |
) . n
Click [OK] after you change options. NEUEml st | o |
abeam
. am
In the Spell Check dialog box, when you see a | [EEe | [ B

word in the Not in Dictionary box, you can

choose to Ignore (Ignore All), Change (Change All), or Add (to dictionary). Click [Close].

Validate Assignment

When you complete WOl‘k on an ] Assignmentbank —— [0
. . All Subject: * uick Assignmen ew Assignrment W Seore Ke: e Points On| I
assignment, or when you import an (A0 Subjects =) okt | [ bt ] [ ooy ] [ "‘”'*L‘y =
. . . Title <] Type | Modification Date | Total Pnimx/i/ Assigned

a551gnment, you should CheCk 1t Wlth Chapter 3 Quiz Scare Key 2/12/02 12:20 PM £ No
[Test’s Validate fi Valid ot s, 35 iy ork poai Pt e
AccelTest’s Validate feature. Validate pteraTest ccelTest : .
o Fiengtrin muestions recetText prregevhs 5 o
checks for Missing Fonts, Blank e anters Seare key Sl ves
. . . HISTORY QUIZ 3 AccelTest 6/18/02 10:38 AM 23 Yes
Answer Field, and Blank Points Field. |||z tomevors vimean 1 o :
Lesson 4 quiz AccelTest 6/18/02 438 PM 30 No 5
T al.d . . h Reading Extra Credit AccelTest 6/18/02 436 PM 20 No
science Chapter 1 Score Ki 2/14/02 2220 PM 30 Yes
o V 1 ate an aSSIgnment’ ln t e S:ien:euuizpt ACCEITE:V 6/18/02 426 PM 30 No
Assi b, click on th prossu ey 0 e
ssignment tab, click on the _ S e h - a
asslgnment and Cllck [Edlt] to open Init 1 Lesson 2 Score Key 5/16/02 12:00 PM 33 No =
. . 1/22
the Assignment Editor. .

In the Assignments drop-down
menu, click on Validate. When the
validation is completed you should
see a message stating no problems
were found.

Assignments

——— Edit...
5

Add Item  »

Mew 3

peling 3
Delete

Irnpork. ..
Expork...
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Click [OK] when the message appears.

If any problems are found, you will see
a message stating that there were
problems found and a list, by item, of
the problems.

AccelTest

Mo problems were found with this assignment.

Click close and correct the problems
listed.

Printing a Single Copy of an Assignment

¥Z validate Assignment -0l x|
There were problems found with the assignment.

tems
1) Multiple Choice
“Ho points assigned.

Close

You may want to check how your g

Bank B8

(Al Subjects

assignment looks when it is printed.

2] [ ouiok assignment | | New assigment | [ Mew SeorsKey | [ Mew Points onty |

Science Chapter 1

TO Prlnt y copy Of an aSSIgnment’ Unit 1 Lesson 1
from the Assignment tab, click on P (=t

the assignment Title.

Then, click on the File drop-down

menu and click on Print. N

Type | odificationDate | TotalPoints | Assigned |
Score Key 2/14/02 2:20 P 0 Yes
Score Key 2/12/02 5:20 P 20 Yes
Score Key 5/16/02 12:00 P 7 No
F%
lose Chrl4+-i
Save Chrl4S
Save b5, ChrlShfE-S

Revert bo Saved

Expork, ..

V8

Page Sefup...

I Crl+pP

C

AccelTest

Exit
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Importing and Exporting AccelTest Assignments

Importing Assignments

Follow these steps to import your AccelTest assignments that were created on another computer

using AccelTest. (To export assignment information, see “Exporting Assienments” on page 84.
g g g g g

1. From the Assignment tab, in the Assignments drop-down menu, click on

Import.

2. Inthe dialog box that appears, select the location of your assignment data

you are going to import. Then, click [Open].

Windows computers: Click on the “Look in” drop-down menu and choose
the drive (such as a floppy disk drive, your hard drive, or a network drive)

— ol Assignments.

Mew 3
Edit...
Yalidate
Speling 3

Delete

Expork...

&dd Item  »

where the folder and the file is located. Locate the folder and double-click on it. Click on the import file (the

import file extension will be “.ata”), and then click [Open].

Macintosh computers: First, click the [Shortcuts] button. Then, double-click on the drive in the list (such as
your hard drive, a floppy disk drive, or a network drive) where the folder and file is located. Scroll to the folder
and double-click to open it. Click on the import file (the import file extension will be “.ata”) and then click

| First: Choose the drive—F——————uen

[Open].
OO 21
Lookin: [ (4 AccelTest Expor | +®m ek E-

[&] Quiz Chapter 2.ata

where your import file
is located.

\

~ Second: Click on the

and then the folder

Date Modified [£|| No preview available.

Today

file. 1
‘Third: Click [Open]. ———
File narme: [Quiz Chapter 2ata | [ cancel 3 /J
Files of type: | application/auiz =l Cancel £
3. The file will open for editing. Save and close the file if [Fie

you do not want to edit it at this time.

/

Click on the File drop-down menu and click Save.

Close Chrl4+-i

Save As... Chrl4+Shft+5

Revert bo Saved

If you have an existing assignment with the same title,
a window will open; click [OK] and type a new title.

Click [OK] to save.

Click [Done] to close the assignment.

EX0 e p—

Page  Specily a Tite and Sublect for this assignment.
Prink

Till;  [uiz Chapter 2

Subject:  |Math =

Exit

Conce

AccelTest
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Exporting Assignments

Follow these steps to export your AccelTest assignments. You can use the export file as a backup, or
you can use it to import your assignment into AccelTest at another computer. (To import
assignment information, see “Importing Assignments” on page 83.)

1. From the Assignment tab, click on the assignment you want to export, then /vm
in the Assignments drop-down menu, click on Export. ew ¢

Edit...
. . Validate

2. Inthe dialog box that appears, select a location for your exported Spelling ¥
assignment data. Then, click [Save]. Delets
Irnpork. ..

Windows computers: Click on the “Save in” drop-down menu and choose
the drive where you'd like to save the file (such as a floppy disk drive, your AddTtem ¥ |
hard drive, or a network drive). If you want to save the file inside of a folder

on that drive, double-click on the name of the folder to open it. If needed,

create a new folder.

By default, the export file extension will be “.ata”. To choose a different name, click in the “File Name” blank
and type a new name; be sure to end the name with “.ata”. When you're ready to save the file, click the [Save]
button.

Macintosh computers: First, click the [Shortcuts] button. Then, double-click on the drive in the list where
you want to save the data (such as your hard drive, a floppy disk drive, or a network drive). If you want to save
the file inside of a folder, double-click on the folder name to open it. If needed, create a new folder.

Then, click in the Name blank and type the name you want to use for the file. Be sure to end the name with
“.ata”. When you are ready to save the file, click the [Save] button.

First: Choose the drive.
Double click the folder

=ixl| where you want to Save
Savein [ Local isk ) ] =T ok B save the export file :
- - § p \= HardDrive m
1 Acc Wi Bet Dat |nz‘/m'(o<up CIHTML 4.0 info
] AccelTest [)Bob's Froj Sched Clsss Date Modified |2
Cpats for SELLD Capems » - =
1 ACCMATH Cooew ("I#ath Diag Rport #ceelTest Export Today =
1 aposeaer Capiscover CamFLod19 (i Acrobat Reater 4.0 12/27/01
|l Als Data 2 oMt 1ty Music
] ALS_APPS C)bocuments and Settings I New Folder second. Type a name pepbatiRenierdinztel Loy ZZ2iZ400
1 ALSDATA Cloos C100d Computer Fold f he fil G sisoata 2ol
| | auspaaz Clorivers Clprogram File or the file. G arz2.1 seshots B16 1ziziion
C1ALSDATAS COHelpstore dioad ins = el
1 AR BkGde CaHPws MEWUT% ° 1075/01 hd
4« | | Name: |Chaucer.ata ‘ [ Newly |
File name: [Guiz chap 3.ata = T I Third: C||Ck [Save]. -
Saveasype | application/assignment | Cancel A

i)
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Deleting Assignments

You can delete assignments you will not use again.

If the assignment has been added to the Gradebook, you must remove it from the Gradebook
before you can delete it from the Assignment tab. See “Removing/Clearing Assignments in the
Gradebook” on page 24.

To delete the assignment, go 10l x)
. . File Edit Gradsbook | Assignments Reports - Preferences Window Help
to the Assignment tab. Click Now b
. 41l Subjects Edit... Quick Assignment_| [ MewAssignment | [ New Scorekey | [MewPoints Oniv| [ Edit |
on the assignment you want izt
speling b Type | ModiicationDate | TowlPoints | Assigned
to delete. e — Dote

Import...
Export...

Click Delete in the
Assignments drop-down —

menu.

You will be asked if you are

sure you want to delete the

assignment. Click [Yes] to " X
delete.

Are you sure you want to delete the quiz hoibsin'?

S99Ua19}94d

85

AccelTest



Preferences

A session may be an in-class lesson, homework exercize or a quiz or test. Sessions are either teacher-

paced or student-paced.
The Sessions function consists of:

*  Review Panel
The Review Panel is used for teacher-paced sessions. The user can review how students
responded to each item in a session.

*  Responder Panel
The Responder panel uses three different display modes.

e The user can select a Detailed Session Mode. It is used for student paced sessions when items are not
being projected; similar to review session.

e There is a Session Toolbar Mode used for projecting external content (such as PowerPoint) or individual
items from an assignment.

e Finally, there is a Student Paced Session Mode which shows user which assignment/question each
student is on.

Review Panel (Teacher-Paced)

To use the Review Panel...

Responder Panel

To use the Responder Panel...

Session Toolbar Mode Panel

The Session Toolbar Mode Panel....
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Pacing Sessions

Sessions are either teacher paced or student paced.
*  Teacher paced sessions....

e Student paced sessions....

S$9JuU9vi9j}aid
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Using Libraries

The Libraries capability allows you to manage your installed libraries and install content.

There are two kinds of content you can install:
* Import existing Print Engine book files

* Install book files from Renaissance Learning

Importing Print Engine Book Files

There are....

Installing Renaissance Learning Book Files

To install book files from Renaissance Learning....

AccelTest



Appendix: AccelTest’'s Grade Calculations

Determining Grades

By default, grades are determined in AccelTest from the total points earned. The points earned are
divided by the points possible on each assignment to determine a grade.

Term, Semester and Final Grades

Term grades are derived from the assignments. Semester grades are computed by averaging term
grades. Final grades for the year are computed using semester or trimester grades if there is no final
exam. (If there are no semesters in the school year, only term grades are used.)

For example:

Ist Term 81%
2nd Term 75%
3rd Term 82%
4th Term 86%
1st Semester (81% + 75%) +~ 2=78%
2nd Semester (82% + 86%) + 2 =284%
Final (78% + 84%) + 2=81%

Grade computation includes final exam grades as specified in your Exams preference settings. (See
“Setting Exams Preference” on page 13.) For example, if final exams are 30% of the term grade,
and a student earned 75% on the exam:

Term Grade 81% x 70 = 56.7
Final Exam 75% x 30 = 22.5
Grade (including exam) 79.2%

If final exams are 20% of the semester grade, and a student earned 72% on the exam:
Semester Grade 78% x 80 = 62.4
Final exam 72% x 20 = 14.4
Grade (including Exam) 76.8%

You may choose different categories, weights, and grading options for each term in the school year.
This gives you the flexibility to change how you compute grades during the course of the school
year.

AccelTest



Grade Calculations

Points Possible

AccelTest uses points earned divided by points possible to calculate grades. The student’s points
earned is divided by the points possible. This percentage determines a letter grade, based upon the
current letter grade percents.

Category Weights

You can set AccelTest to have certain categories of assignments contribute a fixed amount to each
student’s grade. To do this, you should use category weights to compute grades.

The percent correct within each category will be computed. Then grades are determined by a
weighted average of the percent correct within each category. If you want to use category weights,
see Calculate Grades Using section in the Categories dialog box on page 12.

Extra Credit

You can use extra credit assignments to allow your students to improve their grades. There are two
ways to do this, when you give the assignment to your students from the Gradebook.

*  You can select the Extra Credit category, and use this category for all of your extra credit work.
This is the preferred way to handle extra credit, if using category weights to compute grades.

*  You can designate an assignment in any category (homework, test, or quiz, for example) as an
extra credit assignment. You may prefer to do this, especially if you are using points possible to
compute grades.

See “Add Assignments to Gradebook and Homework Chapter ~ 19/10
Assign to Students” on page 21. Step 2 Quiz Chapter 18/10

Homework Questions  7/10

describes how to select the extra credit
category, as well as how to make a

Homework, Test or Quiz assignment extra Homework Chapter 2 10/10
credit. Homework Chapter 3 9/10
Using Points Possible: Assignments (Extra Credit Homework 5/0 >
demgna,ted s Extra Credit contribute to each Test Chapters 1-4 9/10
student’s points earned, but not to the total

Total 57/60 = 95%

points possible. When you give assignments
for Extra Credit, it is possible for students to
earn enough points so they will achieve a term or semester grade above 100%. AccelTest limits the
grade to 100%, however.

AccelTest



Introduction and Contents

Using Category Weights: When you check Assignment is extra credit, the assignment effects
grades differently when you use category weights, regardless of whether the assignment category is
Homework, Test, or Quiz. (To select Assignment is extra credit, see Enter Gradebook Details in
step 2 under “Add Assignments to Gradebook and Assign to Students” on page 21.)

Regardless of category, Extra Credit Assignments improve the percent correct within that category.

If you click on Assignment is extra credit for an assignment in the Homework category, this would

o
0
o
S
g
®
S
.
7

increase the percent correct in that category for students earning points on that assignment.

uoI}oNpoJIU|

Assignments in the Extra Credit cazegory are treated like assignments in any other category. The
percent correct on these Extra Credit assignments is multiplied by the category weight.

But the Extra Credit category weight is not included when category weights are totaled. So, you
can assign points possible on Extra Credit assignments, if you use category weights to calculate

grades.

Weights selected for the Extra Credit category determine how much the extra credit assignments
will contribute to term grades, in relation to other categories. If you choose a weight of 10 for Extra
Credit, and the total of the weights of your other categories is 100, any student with a perfect score

on every assignment would earn a grade of 110% for the term. However, AccelTest sets a top limit
of 100%.

The following detailed example shows calculations for grades when using Category Weights with
Extra Credit assignments:

Tests Chapter 1 Test 82/100
Chapter 2 Test 80/100
Chapter 3 Test 78/100

Total 240/300 = 80%

Homework  Chapter 1 Homework 30/40
Chapter 2 Homework 20/30
Chapter 3 Homework 40/50

Total 90/120 = 75%
Field Trip Library 8/10
Museum 7110
Total 15/20 = 75%
Extra Credit  Report #1 7110
Report #2 3/10
Total 10/20 = 50%
Tests 80% correct x 50 weight = 40.0%

Homework  75% correct x 30 weight = 22.5%
Field Trips ~ 75% correct x 20 weight = 15.0%
Extra Credit  50% correct x 10 weight = 5.0%

Total x 100 weight = 82.5%

Renaissance A
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Without Extra Credit assignments, this student would have a grade of 77.5% for the term. Note
that the Extra Credit category is not included when the category weights are totaled, making the
assignments truly extra credit.

Note: If Drop Worst Score is checked, then an Extra Credit assignment that happens to be the
lowest score will not contribute to the grade.
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AccelTest Password, 5
Add Ttem, 74
Add new students to section, 34
Answer Key report, 46
Assign to Students, 23
Assignment
3-digit number, 69
Assignment Analysis report, 46
Assignment Bank, 15
using, 63
Assignment Bank report, 47
Assignment Category, 15
Assignment Creation, 3
setting preferences, 58
Assignment Creation Options, 58
Default Fonts, 59
Essay, 62
Fill in the Blank, 62
Matching, 60
Modified True/False, 61
Multiple Choice, 59
Numeric Response, 61
Ranking, 61
Short Answer, 62
True/False, 60
Yes/No, 60
Assignment Editor
how to use, 74
Assignment Item
importing graphics, 78
Assignment Properties, 41
Assignment Results Report, 47
Assignment Scoring, 4
Assignment tab, 20
Assignments
add to gradebook, 21
exporting, 84
importing, 83
printing for students, 82
removing or clearing, 24
Assisted Response Items, 15, 64

student, 36
Category preference, 9, 51
Category Weights, 90
Change Password, 52
Check Spelling, 80
Classroom Responder

Students using, 17
Clearing Assignments, 24

Database

importing students, 36
Delete Item, 77
Delete Section, 41
Delete Student, 35
Delete Student from Section, 35
Deleting Students, 40
Determining Grades, 89
Dictionary, 81
Due Date, 22

Edit Item, 75
Edit Section, 40
Edit Student, 35
Editing Scores at the Keyboard, 28
Entering Scores at the Keyboard, 27
Errors

correcting answer key, 69
Exams Preference

setting, 13
Existing Assignments, 66
Export Results, 42
Exporting

student and grade data as text, 39
Exporting Assignments, 84
Extra Credit, 90

Calendar, 10
Capacity Limit

File
CSV formatted, 36
FMD formatted, 36
RBD formatted, 36
Final Grade, 13

Free Response
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grading worksheet, 30

Free Response Grading Worksheet report, 47

Free Response Item, 15, 64
Free Response Items

scoring, 30

Give Assignments, 21
Gradebook, 20

using, 21
Gradebook Details, 22
Gradebook Functionality, 4
Gradebook report, 48
Grading Scale Options, 4
Grading Scale preference, 9
Grading Scales

setting, 12
Graphics Files

importing, 78
Group Assignment report, 48

New Assignment
creating, 64
New Section, 39
New Students, 34
giving assignments to, 24
Number of Items
new assignment, 66

Options tab, 78
Overdue Assignments report, 48

Import Students, 36
Importing Graphics Files, 78
Individual Students

give assignments, 23
Item

cancelling or saving changes, 75

delete, 77
Item (question) Types, 15
Item Point Value
changing, 76
Item Points
show and hide, 78
Item Types
matching or ranking, 65

Password

changing, 52
Points Only Assignment, 73
Points Per Item, 66
Points Possible, 90
Preferences, 50
Print Student Assignment, 82
Print/Preview, 56
Program Information report, 49
Properties

assignment, 77

Quick Assignment, 63
QuickTime, 78

Location

student FMD file, 37

Registration, 8

Remove Assignment, 41
Report Descriptions, 43
Report Details, 45
Report Filters, 45
Reports, 43

More Information
email, 5
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Save Assignment dialog box, 72
Scan Answer Key, 68
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setting up, 10
School Year Information

entering, 9
Score, 16
Score Items dialog box, 28
Score Key, 16

editing by teacher, 70
Section, 9, 39
Section drop-down, 45
Select Assignment Variation dialog box, 27
Semester Grade, 13
Serial Number, 8
Show Entire School Year, 42
Show Scores as Percentages, 4
Show Scores as Points, 42
Show Term, 42
Shuffle

drop-down menu, 76

enable and disable, 78
Sort Order

assignment bank, 56

group assignment, 57
Starting Accel Test, 7
Student

delete, 35

edit information, 35
Student Assignments

teacher scoring, 30
Student Data

importing, 36
Student Grade report, 49
Student Identification Number, 4
Student Record report, 49
Students

give assignments to, 21
Subject

add, 11
Subject drop-down, 45
Subjects, 15
Subjects List

editing, 11
Subjects preference, 9
System requirements, 6

Term Grade, 13
Text

enter and edit, 75
To-do list for teachers, 9

Unlock AccelTest, 16

Using AccelScan
assisted response and free response items, 30
student instructions, 19
teacher instructions, 32

Validate, 81
Validation Error Message, 82
Variation
answer key, 46
Variations, 59, 78
View Assignment Points per Item, 25, 27

Technical Support
email, 5

Window, 62
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