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Introduction 

What’s Covered in This Guide 
This user guide discusses eDIRECT, the interface to the administrative functions of the DRC INSIGHT Online 

Learning System.  

The primary roles that use eDIRECT are District Test Coordinators (DTCs), School Test Coordinators (STCs), 

Technology Coordinators (TCs), and Test Administrators (TAs). The primary audience for this guide is eDIRECT 

end users and eDIRECT administrators.  

Roles and Responsibilities 
This topic describes the eDIRECT-related tasks and responsibilities for each of the main testing roles.  
 

All Roles 

All roles are responsible for the following tasks:  
o Become familiar with the eDIRECT User Guide.  
o Manage their profile on the DRC eDIRECT website to ensure that all of the information is correct and up 

to date.  
 

District Test Coordinator (DTC) 

The DTC is also responsible for the following tasks:  
o Attend an online test coordinator training session before the testing window.  
o Add STCs to the DRC eDIRECT website who require access to Test Setup.  
o Add TCs to the DRC eDIRECT website who require access to software installers.  
o Contact DRC Customer Service if it is necessary to invalidate a student’s test session.  
o Unlock any student tests if situation allows, or contact the SCDE/DRC Customer Service to request an 

unlock. 
 

School Test Coordinator (STC) 

The STC is also responsible for the following tasks:  
o Add any TA personnel to the DRC eDIRECT website who might require access to Test Setup to monitor 

testing status.  
o Manage the student data and test session data in eDIRECT Test Setup.  
o Print student test tickets and distribute them to TAs.  
o View the student’s test status to ensure that testing is complete.  

 

Technology Coordinator (TC) 

The TC is also responsible for the following tasks:  
o Attend an online technology training session before the testing window.  
o Download the correct software from eDIRECT to the testing computers. 

 

  



4 
 

Test Administrator (TA) 

The TA is also responsible for the following tasks:  
o Verify that the student information on the test tickets is correct  
o Review and verify that the student information on the Student Test Rosters is correct.  
o Alert the STC if student information is incorrect and must be changed.  
o Alert the STC if any student test session must be unlocked.  
o View the student’s test status to ensure that testing is complete. 

 

Working with eDIRECT 

Logging In 
To display the eDIRECT home page, enter the URL https://sc.drcedirect.com in your supported browser. 

 
To log on to eDIRECT, you must have a username and a password. When an administrator creates an eDIRECT 
user, the user automatically receives an email from eDIRECT containing the username (the user’s email address) 
and a temporary password. The eDIRECT user uses the username and temporary password to log on to eDIRECT 
for the first time.  
 
Note: Within ten days of receiving the email with the temporary password, you must log in using your 
temporary password and change it. After ten days, the password expires and the account must be reset. 

When you log on to eDIRECT for the first time using your temporary password, you are prompted to change 
the password. 
 
The final step in the initial login process is to read and acknowledge the Security and Confidentiality Agreement 
for DRC Applications. You must agree to the conditions of this agreement in order to use eDIRECT. Print the 
agreement if you want to retain a copy. 
 
If you have trouble logging in, select Need Help? under the Log In button and follow the prompts. 
 

 
 

https://sc.drcedirect.com/


5 
 

Navigation 
The image below shows the homepage after login. From this screen, access the various menu options by 
selecting “All Applications”. 

 

 
 

Helpful Hint: Throughout eDIRECT there are built-in instructions for using each feature. Anytime you see 

+Instructions, select the plus sign and the instructions expand for further reading.  

Grid Functionality  
Throughout eDIRECT, anytime a grid is displayed, it is organized and arranged based on default settings. The 

information displayed in the grid can be rearranged by selecting a column header or by selecting and dragging 

the column to a new position so the order in which the columns are displayed changes. 
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Manage Your Account 
To update your username, email address, name, or password, select your name in the top right corner of the 

screen.  

 

Managing Users  
The User Administration screen is accessed from the User Management option. DTCs have the responsibility to 

set up additional users in their districts. All STCs and TAs who will administer the online tests must be set up in 

eDIRECT and given the appropriate permissions for Test Setup (more information about Test Setup is covered 

later in this guide). STCs also have the ability to set up TAs if given the appropriate permission by their DTC.  

All users will have access to perform the following tasks:  
Print Student Test Tickets  
View the testing status of students  
 
DTCs (at a district level) and STCs (at a school level) will also have access to perform the following tasks:  
Add students  
Review and edit student data  
Review, edit, and add Test Sessions  
Review, edit, and add Teachers  
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Permissions 
The following table contains descriptions of the eDIRECT permissions or functions that are available with the 

DRC online testing system.  

 

eDIRECT Permission  Allows Users To:  

Online Testing — Secured Resources  Allows user to view secured online testing 
downloads and tutorials  

Online Testing Statistics  Provides access to Online Testing Statistics 
Reports  

Status Reports — District Reports  Allows access to district-level status reports  

Students — Add/Edit  Add/edit students and student data for the 
purposes of testing online  

Students — Download Students  Download a list of student information for all 
students in a school  

Students — Search/View  Search/view student data and download search 
results  

Teachers — Add/Edit  Add/edit teachers who have students testing online  

Teachers — Search/View  Search/view teacher data and download search 
results  

Test Session — Add/Edit  Add, edit, and delete test sessions  

Test Session — Search/View  Search/view test sessions and download search 
results  

Test Session — Status Summary  View testing status summary information  

Test Setup — Device Toolkit  Allow users to configure a computer or other 
approved device to use for testing  

Test Setup — Primary Window  Allows user access to Test Setup during the 
primary window  

Test Setup — View Student Status  View student status  

Test Tickets — View/Print  Allows user to print student test tickets and view 
individual ticket statuses  

Test Tickets — View Questions Attempted  Allows user to see questions attempted against 
total questions 
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Add a New User 
To add a new user, select All Applications and User Management.  

1. Select the Add Single User tab. 
2. Fill in the form for the new user. 
3. Choose an Administration and Role for the new user. 
4. Choose the appropriate District and School (this may pre-population based on your permissions). 
5. Select the appropriate permissions from the Available Permissions list on the left and move to the right 

to the Assigned Permissions list using the single arrow to move one permission at a time or the double 
arrows to move all permissions together. You may also clone permissions from another user you have 
set up. To do this, select the icon with two people between the permissions. Search for the user you 
would like to clone, and select the blue circle next to that person’s name.  

6. Save when you are finished.  
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Edit Users 

Editing a Single User’s Permissions 

On the User Management page, select the Edit User tab. Find the user that needs edits using the filters 

available. See the Instructions link for more information on these filters.  

Select the View/Edit action icon for the user. Then either select the View/Edit icon on an available 

administration to edit permissions, or select the Add button to add permissions to a new administration.  

 

When the Edit Permissions dialog box displays, select permissions from the Available Permissions list on the left 
to add to the user, or permission from the Assigned Permissions list to remove from the user. Use the single 
arrow to move one permission at a time or the double arrows to move all permissions together. You may also 
clone permissions from another user you have set up. To do this, select the icon with two people between the 
permissions. Search for the user you would like to clone, and select the blue circle next to that person’s name. 
Save when you are finished. 
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Editing Multiple Users’ Permissions 

From the Edit User tab you can add or remove permissions for multiple users in the system. 

1. Click on the Edit User tab, use the various drop-down menus and fields to enter search criteria to help 

locate the user, click Find User to display a list of users, and select the Profiles tab. 

2. Check the checkbox in the left-hand column for each user profile you want to edit. 

 
3. Select the Assign Permissions, Remove Permissions, or Copy to New Administrations buttons at the 

bottom of the page. 

 
a. For the Assign and Remove Permissions buttons, the Permissions dialog displays. Move 

permissions to the correct box to assign or remove permissions from all selected users. Click 

Save when you are finished to save your changes or Cancel to cancel them. 

b. The Copy to New Administrations feature allows you to add the selected users to a new 

administration with all of the permissions that they have in the current administration. When 

the dialog box opens, select the new administration for the selected users. Click Submit. 

Inactivating a User 

You can inactivate eDIRECT users that are currently active. When a user is inactivated, the user is unable to 

access eDIRECT. Typically, you inactivate a user when their employment ends or job responsibilities change. 

1. Click on the Edit User tab, use the various drop-down menus and fields to enter search criteria to help 

locate the user, and click Find User. 

2. In the Action column, click the Inactivate icon for the user you want to make inactive. 
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Activating a User 

You can activate an eDIRECT user that is currently inactive so the user can access eDIRECT again (to inactivate a 
user, see “Inactivating a User” on page 24). When the user is activated, an email notification is sent to indicate 
that the account has been reset and to provide a new temporary password.  
 
Note: Users are automatically activated when they first log in to eDIRECT. Only users that were previously 
inactivated need to be manually activated. 
 

1. Click on the Edit User tab, use the various drop-down menus and fields to enter search criteria to help 
locate the user, and click Find User. 

2. In the Action column, click the Activate icon for the user you want to make inactive. 

 

Tutorials and Online Tools Training  

Tutorials  
The Tutorials provide step-by-step instructions on how to navigate the online system and give detailed 
explanations about the key features of the software. The Tutorials should be reviewed at least once by TAs 
who will supervise any of the administrations and by students in advance of their first test day. Allow 
students to repeat the Tutorials as often as desired and needed.  
 
Students should review the tutorial before completing the Online Tools Training (OTT). It has proven beneficial 
for schools to schedule a tutorial session for students immediately before at least one OTT session.  
 
Please note that for the actual online test, all students may use the highlighter, color chooser, and masking tool 
as shown in the tutorial and OTT. These tools are not considered to be testing accommodations.  
 
If a school has capacity issues with the computer labs, the tutorials may be presented to school personnel and 
students in a classroom using a projector and a single Internet connection.  
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Instructions for Accessing the Tutorials  
The tutorials are available through both eDIRECT and from DRC INSIGHT.  
 

To access tutorials from eDIRECT: 

1. Select All Applications 
2. Select General Information  
3. Select the Test Tutorials tab 
4. Select the Play Tutorial action button.  
5. Select the tutorial you would like to view. 
6. Select Play All or choose from different sections within the tutorial.  

 
To access tutorials from INSIGHT: 

1. Launch DRC INSIGHT  
2. Select the DRC INSIGHT Online Assessments Tutorials link at the bottom of the screen. 
3. Select the tutorial you would like to view. 
4. Select Play All or choose from different sections within the tutorial.   
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Online Tools Training (OTT)  
The online testing engine contains a training component—the Online Tools Training (OTT)—which simulates the 
testing environment. The primary purpose of the training session is for the students to try out the testing 
software and tools before the “real” administration. The OTT also gives students an opportunity to practice the 
various types of technology enhanced items they may encounter on the exam. TAs are strongly advised to 
participate in a training session and become familiar with the testing tools and the online system features before 
the students sit for the actual online tests. The items in the training session have been chosen to demonstrate 
various computerized testing features. The training sessions are not scored and no score reports are generated.  
 
All schools should complete the Online Tools Training prior to the operational window to ensure that all 
components of the system are configured and operating correctly. The OTT should not be used immediately 
prior to an actual test session.  
 

Instructions for Accessing the Online Tools Training  

The following versions of the OTT may be available: standard (no accommodations), oral administration (HVA) 
and signed administration (VSL). Each accommodated OTT version will only be available if the program, season 
and content area allow. See the Test Administration Manual to confirm if the accommodation is offered.  
 
To access the OTTs via DRC INSIGHT, follow these steps: 

1. Select the DRC INSIGHT Online Assessments icon on the device. The welcome page will appear.  
2. Select the Online Tools Training link for the appropriate program.  
3. Select a subject. Then select the appropriate version—standard, HVA, or VSL. Note: Headphones must 

be supplied for any students using the HVA OTT or Pidgin Signed English VSL OTT.  
4. Enter the Username and Password noted on the sign-in screen.  
5. Select Sign In and follow the instructions on the screen.  

 
To access the OTTs via a Google Chrome web browser, follow these steps: 

1. Open a Google Chrome web browser. 
2. Visit https://sc.drcedirect.com/ and click on the OTT link at the bottom of the page (no log in necessary), 

or visit this OTT link directly https://wbte.drcedirect.com/SC/portatls/sc/ .  

 
3. Select “Online Tools Training” for the appropriate administration. 

https://sc.drcedirect.com/
https://wbte.drcedirect.com/SC/portatls/sc/
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4. Select the Grade/Subject OTT and select Standard (Note: Accommodated OTTs are not available via the 
Google Chrome web browser, these must be accessed via DRC INSIGHT).  

5. Enter the username and password on the screen and select Sign In.  
 

The online software includes a Summary page that indicates which items have been answered and items the 
student left blank. A shaded oval or rectangle indicates the student answered the question. It does not mean the 
student answered the question correctly. A white oval or rectangle indicates the student did not answer the 
question. It does not mean the student answered the question incorrectly. 
To end an Online Tools Training, select Review/End Test. Next, select the End Test button. The system will ask 
you to confirm you have answered all questions. When you are ready, select End Test. Follow the on-screen 
instructions to close your test.  

 

Student Management 
Student information can be added or edited via the Manage Students tab in Student Management. DTCs and 
STCs have the ability to add or edit students to make necessary changes.  
Prior to test administration, verify all participating students are in Manage Students and test sessions.  
 

Search/View Students  
To search for students, follow these steps:  

1. Select Manage Students under the Student Management Application.  
2. Select the Administration you would like to search.  
3. If applicable, select the District and/or School.  
4. Enter any other desired search criteria: Student Last Name, Student First Name, PowerSchool Number, 

Grade, Demographic, Content Area, Accommodation, Teacher, or Test Sessions. If other filters are left 
blank, all students for that district/school will appear. 

5. Select Find Students.  
To clear your search and start over, select Clear. 
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To export search results, follow these steps:  
1. Search for students following the steps above. 
2. Select Export to Excel.  

Note: Only the search results will be exported to Excel.  

 
 

Add Students  
Students not included in the Precode Update File will need to be added to the system. The recommended 
method for adding new students to Student Management is to add them directly to a test session. This will 
automatically set the student as an online tester.  
 
To add a new student to a test session, follow these steps:  

1. Select All Applications. 
2. Select Test Management. 
3. Select the Manage Test Sessions tab. 
4. Enter desired search criteria and select Show Sessions.  
5. Select the View/Edit action button next to the test session to which you would like to add a new 

student.  

 
6. To add a new student to the test session, select New Student.  
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7. Enter the student’s information into the fields on the Student Detail, Accommodations, and 
Demographics tabs.  

 
8. Select Save. The student will be automatically placed into the test session.  

 
Note: Student Detail, Accommodations, Demographics, and Test Sessions for students already in the test 
session can be viewed and edited by double-clicking the student name in the Available Students and Students in 
Session lists. 

 
New students can also be added to Student Management through the Manage Students tab.  
Note: When this method is used, the student will not be able to test online until they are added to a test 
session.  
 
To add a new student, follow these steps:  

1. Select Manage Students under the Student Management application.  
2. Select the Administration for which you would like to add a student.  
3. Select the District and School (these fields may be prefilled based on your permissions).  
4. Select Add Student (at the bottom of the page).  
5. Enter the student’s information into the fields on the Student Detail, Accommodations, and 

Demographics tabs.  
6. Select Save. The student will then need to be added to a test session to be considered an online tester. 

See the Test Management section for steps to manually add a student to a test session. 
 

Edit Student Information  
Students whose information is missing or is incorrect in Student Management should have their data edited to 
reflect the correct information.  
To edit student profiles, follow these steps:  

1. Select Manage Students under the Student Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions).  
4. Perform a search to find the student whose data needs to be edited.  
5. Select the Edit Student icon in the Action column for the student. 
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6. Update all incorrect or missing information under the Student Detail, Accommodations, or 

Demographics tab and select Save.  

To cancel and return to the Manage Students page, select Cancel. 

View Test Sessions to Which a Student Is Assigned  
To view test sessions, follow these steps:  

1. Select Manage Students under the Student Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions).  
4. Perform a search to find the student.  
5. Select the View/Edit Student icon in the Action column to the right of the selected student.  
6. Select the Test Sessions tab.  

To cancel and return to the Manage Students page, select Cancel. 

 

Accommodations  
The following accommodations may be available for students testing online (Accommodations may vary by 
assessment. Be sure to check the Test Administration Manual to verify available accommodations.):  

Oral Administration 
(HVA) 

Audio oral administration files will be loaded into the online system so students may 
test via INSIGHT. Note: TSM is mandatory to use this feature. Schools must supply 
headphones for students using the oral accommodation. 

Loose-Leaf Test/Oral 
Administration 

Students who require a loose-leaf test and oral administration will be able to listen 
to the audio files and record their responses via INSIGHT. Note: TSM is mandatory 
to use this feature. Schools must supply headphones for students using the oral 
accommodation.  

Loose-Leaf  Students who use loose-leaf test materials may record their responses via INSIGHT.  

Large-Print Test/Oral 
Administration 

Students who require a large-print test and oral administration will be able to listen 
to the audio files and record their responses via INSIGHT. Note: TSM is mandatory 
to use this feature. Schools must supply headphones for students using the oral 
accommodation.  

Large-Print Students who use large-print test materials may record their responses via INSIGHT. 
The test is fully scalable, so students needing a large-print version of the test can 
view items in a larger format by testing on a workstation with a larger monitor. 

Sign Language The sign language test form will be loaded into the online system so that students 
may test via INSIGHT.  

Sign Language Video 
(VSL) 

Students who require a sign language test and ASL or PSE video will be able to watch 
the video files and record their responses via INSIGHT. Note: Schools must supply 
headphones for students using a PSE version.  

 
If a student requires any of these accommodations, they must be indicated on the student’s Accommodations 
tab in the Edit Student screen. Accommodations are pre-populated in eDIRECT based on the precode Update 
file.  
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The table represents “Online” Accommodations that deliver a specific test form and affect the functionality of 
DRC INSIGHT (i.e., turn on HVA). There are additional accommodations on the student accommodations tab, and 
these should be checked if appropriate, however, they do not affect the test form or functionality of the online 
test. NOTE: ESOL Online Administration does NOT turn on HVA. In order for the student to have the test read 
aloud by HVA, the Online Oral Administration accommodation must also be checked in the student’s 
accommodations tab in eDIRECT.  
 
 

Helpful Tips for Online Oral Administration  
Ensure you have the appropriate number of working headphones for students testing via oral administration.  
Adjust the volume on each machine so that it is at a comfortable level for students testing with headphones 
prior to testing.  
When a student logs in to the oral administration test form, the student should see the audio buttons on the 
“Welcome Student” screen. 

 
 
You may wish to tell students they will hear a human voice for test directions and all test items. They will hear a 
text-to-speech (synthesized) voice for help content.  
If students need to adjust the volume during testing, they should select the Options button on the test screen 
and select Audio Settings. This will allow students to adjust the volume up or down.  
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Update and/or Change Accommodations for a Single Student  
Follow these steps to update and/or change student accommodations:  

1. Select Manage Students under the Student Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions).  
4. Perform a search to find the student.  
5. Select the View/Edit Student icon in the Action column to the right of the student being edited.  
6. Select the Accommodations tab.  
7. The accommodation options are listed.  
8. Check the box to select an accommodation.  
9. Deselect the check in the box to remove an accommodation.  
10. Select Save to apply the accommodation.  

To cancel and return to the Manage Students page, select Cancel. 
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Update and/or Change Accommodations for Multiple Students  
Follow these steps to update and/or change student accommodations for multiple students:  

1. Select Manage Students under the Student Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions).  
4. Perform a search to find the students.  
5. Check the box next to each student that needs the same accommodation change.  
6. Select the Update Accommodations button at the bottom of the screen.  
7. In the Update Accommodations for Multiple Students box, first choose the update mode: Assign 

Accommodations or Remove Accommodations. Note: you may only add or remove within a single 
update.  

8. Check the box to for the accommodation(s) that you would like to add or remove for the selected 
students.   

9. Select Save to apply the accommodation change.  
To cancel and return to the Manage Students page, select Cancel. 
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Student Status Dashboard 
This dashboard allows you to view student testing status by grade, content area, assessment, and by individual 

student.   

 

Search for Student Status by Site  

Follow these steps to search for student status by site:  
1. Select Student Status Dashboard under the Student Management application.  
2. Type the name of the site in the box 
3. Select the Administration you would like to search.  

 

 

The screen will then populate the student testing status by grade, content area, and assessment. There is a 

button in the top right corner of each box that allows you to change the view from chart to grid format. The last 

half of the page shows a list of students at that site and their status.  

All colored graphs are dynamic allowing users to click into colored sections to get more information about that 

group of students.  
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Test Management 
Test sessions are used to assign students to an assessment and to generate Student Test Tickets. Students use 
information on their tickets to sign in to the actual online test.  

 

Search for Test Sessions  
Follow these steps to search for test sessions:  

4. Select Manage Test Sessions under the Test Management application.  
5. Select the Administration you would like to search.  
6. Select the District and School (these fields may be prefilled based on your permissions).  
7. Enter any additional filter criteria.  
8. Select Show Sessions.  

 
 
To export information into Excel from a single test session, follow these steps:  

1. Search for test sessions (see above).  
2. Select the Export Details button under the Action column for the appropriate Test Session.  

 
To export information in Excel from multiple test sessions, follow these steps:  
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1. Search for test sessions (see above).  
2. Select the Export Student Details button at the bottom of the screen to export information for all test 

sessions found in the search.  

 
 
This export contains the form number, username, and password assigned to each student. STCs and TAs may 
sort the data as needed in order to create seating charts, test tickets for printing on labels or other stock, and 
other needs. Some schools also choose to use this export to create custom sized test tickets (See page 24 to 
print standard test tickets.). Once ticket information is exported into an excel spreadsheet, a mail merge may be 
completed to create the desired sized test tickets. Below is a link to the Microsoft Support website for assistance 
using mail merge:  
https://support.office.com/en-us/article/Mail-merge-using-an-Excel-spreadsheet-858c7d7f-5cc0-4ba1-9a7b-
0a948fa3d7d3  

 

Add Test Session  
Test sessions are pre-loaded into the system based on information provided in the Precode Update File. New 
sessions will need to be added if they were not included in the update file.  
Follow these steps to add test sessions. Note that teacher information must be added before adding a test 
session. See the Teacher Management in this guide for more information.  
 

1. Select Manage Test Sessions under the Test Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions).   
4. Select Add Session.  
5. Enter the required information: Session Name, Content Area, Assessment, and Teacher.  
6. Enter any additional search criteria to search for students: Student Last Name, Student First Name, 

PowerSchool Number, Grade, Demographic, or Accommodation.  
7. Select Find Students.  
8. To clear your search criteria and start again, select Clear.  
9. Select student from the Available Students list; to multi-select, use Crtl+Click.  
10. Select the Right Arrow icon to move the selected student(s) from the Available Students list to the 

Students in Session list.  
11. Select Save.  

To cancel and return to the Test Sessions page, select Cancel. 
 
Helpful Hint: To quickly update student demographics and accommodations in a test session, double-click on 
the student name on the Add/Edit Test Session screen.  

 

Edit/Delete Test Sessions  
Test sessions can be edited at any time, but they cannot be deleted if any of the students within the session 
have begun testing. The Delete icon is unavailable (grayed) when a test session is either In Progress or 
Complete.  

https://support.office.com/en-us/article/Mail-merge-using-an-Excel-spreadsheet-858c7d7f-5cc0-4ba1-9a7b-0a948fa3d7d3
https://support.office.com/en-us/article/Mail-merge-using-an-Excel-spreadsheet-858c7d7f-5cc0-4ba1-9a7b-0a948fa3d7d3
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Test Session Status:  

Not Started—none of the students in the session have started testing.  
In Progress—one (1) or more of the students in the session have started or completed testing. Complete—all 
the students in the session have completed testing.  
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Test Ticket Status:  

Not Started—student has not started the test.  
In Progress—student has begun testing.  
Complete—student has completed testing.  
Locked—test is locked and ticket needs to be unlocked. (Please refer to Appendix B in the TAM for actions to 
take)  
 
When editing a test session, the content area or assessment can be changed ONLY when there are no students 
in the Students in Session list on the Edit Test Sessions screen.  
 
To edit test sessions, follow these steps:  

1. Select Manage Test Sessions under the Test Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions).   
4. Enter in any additional filter criteria. 
5. Select Show Sessions.  
6. Select the View/Edit icon in the Action column next to the test session.  

 
See the “Add Test Sessions” section of this user guide for further information.  
 
Follow these steps to delete test sessions:  
Select the Delete icon in the Action column to delete a test session. 

   
A warning message will ask you to confirm the action. To delete the session, select Delete. To cancel, select 
Cancel. 
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Copy a Test Session  
The Copy a Test Session functionality allows users to create multiple test sessions for the same group of 
students.  
Follow these steps to copy a test session:  

1. Select Manage Test Sessions under the Test Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions).   
4. Select Show Sessions.  
5. Select the Copy Session action icon on the session that contains the group of students that are needed 

in another session. 

 
6. Enter a Test Session Name in the Session Name field. 
7. Choose the Content Area/Assessment/Teacher for the new session. 
8. Enter the SIS Code (if applicable).  
9. All students will move into the Students in Session list.  
10. Select Save.  

To cancel and return to the Test Sessions page, select Cancel.  
 

View/Print Student Test Tickets  
Follow these steps to view/print Student Test Tickets:  

1. Select Manage Test Sessions under the Test Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions). 
4. Enter in any additional criteria.    
5. Select Show Sessions.  
6. To print: 

a. For an entire test session, select the Print All Tickets action icon. (If the assessment has more 
than one section of testing, such as ELA Session 1, test tickets for all sections will print.) 

 
b. For a subset of tickets from a test session, select the Edit/Print icon in the Action column next to 

the test session.  
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i. If the assessment has more than one section of testing, select which day to print from 
the Status By Module drop-down menu. 

 
ii. Either select the test tickets by checking the box next to the applicable students and 

selecting Print Selected, or select Print All to print all the tickets for the displayed 
section of the assessment.  

7. A PDF document opens containing the test ticket instructions, a roster of student tickets being printed, 
and the test tickets.  

8. Print the PDF and separate the tickets for distribution to students at testing time. Some schools find it 
useful to print the tickets on card stock.  

To return to the Test Sessions page, select Close. 

 

Student Test Ticket  
The Student Test Ticket always indicates the name of the assessment, test session, teacher name, SIS code, 
student name, student ID, username, and password. Students with an online accommodation will also be 
identified. 

 

Student Test Roster  
In addition to the Student Test Tickets, a Student Test Roster will print. The Student Test Roster lists the 
students in the test session. 
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Unlock Test Tickets 
Test Tickets lock overnight when a test has been opened, but not completed within the same day. Tests are also 

locked when a student selects the Review/End Test and confirms they are finished with the test. In the latter 

situation, the ticket status will be “Completed”. 

Starting with the 2016-2017 school year, for certain circumstances, DTCs have the authority to unlock student 

test tickets without contacting the SCDE or DRC (see the Test Administration Manual for details). While DTCs 

have the authority to unlock test tickets on their own for some scenarios, there are situations that still require 

SCDE approval. The Test Administration Manual lists the situations and what actions must be taken before 

unlocking a test ticket.  

Follow these steps to unlock a test ticket from the test session: 

1. Select Manage Test Sessions under the Test Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions). 
4. Enter in any additional criteria.    
5. Select Show Sessions.  
6. Find the test session within the list and select the Edit/Print Ticket Status Action Icon.

 
7. Find the Student in the list (you can filter the student list by last name and/or ticket status). 

 
8. Select the Unlock action icon for the identified student. The student will then be able to log into their 

test again using the original test ticket. 

 
If unlocking more than one student within a single test session, you may also check the boxes next to 

the student names and select the Unlock Selected button.  
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Follow these steps to unlock a test ticket from the student profile: 

1. Select Manage Students under the Student Management application.  

2. Select the Administration you would like to search. 

3. Select the District and School (these fields may be prefilled based on your permissions). 

4. Enter in any additional criteria.    

5. Select Find Students.  

6. Find the student within the list and select the View/Edit Action Icon. 

 
7. When the Edit Student box opens, select the Test Sessions tab. 

8. Find the test ticket that needs to be unlocked, and select the Unlock Action Icon. 

 

Teacher Management 
Teacher information can be searched, added, or edited within the Teacher Management application. Verify that 

all teachers who administer the online assessments are in the system and that each teacher’s information is 

correct and complete. (Teacher information from the Precode Update File is populated into Teacher 

Management.)  

Search for Teachers  
To search for teachers, follow these steps:  

1. Select Manage Teachers under the Teacher Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions). 
4. Enter any additional search criteria.  
5. Select Find Teachers.  

To clear your search and start over, select Clear.  
 
To export search results, follow these steps:  

1. Search for teachers.  
2. Select Export to Excel.  

Note: Only the search results are exported to Excel. 
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Add Teachers  
Teachers who were not included in the Precode Update File need to be added to the Test Setup system.  
To add teachers, follow these steps:  

1. Select Manage Teachers under the Teacher Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions). 
4. Select Add Teacher (at the bottom of the page).  
5. Enter the teacher Last Name, First Name, and Advisor ID. These are required fields. The e-mail address 

is optional.  
6. Select Save, or to add another teacher, select Save & Add Another.  

To cancel and return to the Manage Teachers page, select Cancel. 

 

Edit Teacher Information  
Teachers whose information is missing or is incorrect in Test Setup should have their data edited to reflect the 
correct information.  
To edit teacher profiles, follow these steps:  

1. Select Manage Teachers under the Teacher Management application.  
2. Select the Administration you would like to search.  
3. Select the District and School (these fields may be prefilled based on your permissions). 
4. Perform a search to find the teacher whose information needs to be edited.  
5. Select the Edit Teacher icon in the Action column to the right of the teacher being edited.  

 
6. Update all the incorrect or missing information and select Save.  

To cancel and return to the Manage Teachers page, select Cancel. 

 

Delete Teachers  
DTCs/STCs have the ability to delete teachers who are no longer with a district/school.  
To delete teachers, follow these steps:  

1. Select Manage Teachers under the Teacher Management application.  
2. Select the Administration.  
3. Select the District and School (these fields may be prefilled based on your permissions). 
4. Select Find Teachers, to display a list of all teachers, or enter Last Name, First Name, or Advisor ID to 

search for a specific teacher.  
5. Check the box(es) in front of the teacher(s) you wish to remove.  

 
6. Select the Delete Teacher button.  
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7. To confirm the delete, select Delete Teacher in the pop-up window  
To cancel to return to the Manage Teachers page, select Cancel. 

  

Report Delivery 
Reports for each program are available electronically on eDIRECT. Follow these steps to view reports for your 

district and/or school: 

1. Select View Reports from the Report Delivery application. 

2. Select the Administration you would like to search. 

3. Select the District and School (these fields may be prefilled based on your permissions). 

4. Select the Report type to see a specific report, or leave blank to see all reports for that administration. 

5. Select Show Reports. 

 

 

Miscellaneous Online Testing Tips 

Setting up a Single Laptop for Off-site Testing 
Students that require an off-site testing session (i.e., homebound or other approved reason) are able to test 

online with DRC INSIGHT as long as the testing site has internet access for the laptop. The test administrator will 

need to bring along a district-owned laptop that has been set up with both DRC INSIGHT and the TSM and 

configured under a separate Device Toolkit ORG Unit. Detailed information about system requirement, 

installation, and configuration for online testing can be found in the DRC INSIGHT Technology User Guide.  

Follow these steps to set up a laptop for off-site testing: 

1. Install a TSM onto the laptop (download all content prior to going to off-site testing session).  

2. Install DRC INSIGHT onto the laptop. 

3. Create a separate Device Toolkit ORG Unit for this laptop that points INSIGHT to the TSM installed on 

the same laptop.  

4. Log into an OTT to verify the configuration is correct. 

 


