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Introduction

B What'’s
Covered in
This Guide

B The eDIRECT
Permissions
Matrix

This user guide discusses eDIRECT, the interface to the administrative
functions of the DRC INSIGHT Online Learning System.

The primary users of eDIRECT are District Assessment Coordinators and
School Assessment Coordinators. The primary audience for this guide is
both eDIRECT end users and eDIRECT administrators.

This guide is divided into various topics:

»  The Working with eDIRECT topics describe how to access and log on
to eDIRECT, as well as some of its more common menu functions and
options for end users.

» The General Information Menu topics describe how to access the
Downloads tab that includes the DRC INSIGHT installation files. In
addition, announcements, documents and tutorials are described.

* The User Management Menu topics cover the various administrative
tasks that District Assessment Coordinators can perform using
eDIRECT. These tasks include editing and updating user information,
resetting passwords, activating and deactivating users, and adding new
users.

For online testing, eDIRECT users will have a role—District or School.
Each user will be assigned a set of functions, called permissions, to allow
the user to handle the testing responsibilities.

The tables on the following pages list the location in eDIRECT the
permission applies to, the current eDIRECT permissions, a description of
the function(s) the permission allows, and the roles that are recommended
to be assigned to the permission.

(1) Important: District Assessment Coordinators (DACs) MAY NOT
assign DAC permissions to any other user. There should be only one DAC
user per district.
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Introduction

District Level Permissions Matrix

Permission Set by
icai DISTRICT LEVEL Role
Application Tab Permission Description
Name .
Assistant 2L
DAC | DTC to DAC Report
User
Documents - View | Allows user to view public
documents that require a
Documents log in or private documents X X X X
Genera‘l that have been assigned to
Information that individual.
Online Testing - Allows user to access
Downloads | Secured Resources | secured online testing X X X
downloads
User Administrator Allows user to add/edit user X
User Administration accounts and profiles
Management — -
User Administrator - Allows user to specify a .
Administration | Set Password password for a user
Materials - Allows user access to
Additional Additional - additional materials during
Materials Primary Window | the primary window X
(Braille ordering)
Materials
Materials - Allows user to enter, view,
Additional Ad.d1t10na1 - View/ | and m.odlfy Add1t19nal
Materials Edit Materials orders via the X
Client Entry screen. (Braille
orders)
Students - Search/ | Allows user to search/view
Manage View student data and download X X X
Students search results
Students - Add/ Allows user to add/edit
Manage Edit students and student data X X
Students for the purposes of testing
online
Student Students - Allows user to download a
Management Manage Download list of student inf ti
Students ownloa ist of student information X X X
Students for all students in a school
Students - Upload | Allows user to upload a list
Manage of students and student data X X
Students for the purposes of testing
online
Test Setup - View | Allows user to view test
Student Status Student Status status by student X X X
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Introduction

District Level Permissions Matrix (contd.)

Permission Set by
Application Tab R Description PISTRICT LEVEL Role
Name s
Assistant District
DAC | DTC to DAC Report
User
Test Setup - Allows user access to Test
N/A Primary Window | Management X X X
Test Session - Allows user to search/view
Manage Test | Search/View test sessions and download X X X
Sessions search results
Manage Test | Test Session - Allows user to add, edit, X X
Sessions Add/Edit and delete test sessions
Test Session - Allows user to delete test
Manage Test .
Sessions Delete pre-Created | sessions pre-created by X X
State Team
Manage Test | Test Session - Allows user to view testing . X X
Sessions Status Summary status summary information
Test Session - Allows user to upload a list
Manage Test | Upload of test sessions for purposes
Sessions of adding or editing test X X
sessions
Manage Test Te;st Ticl'<ets - Allows user to print stgdent
Sessions View/Print Fest. lc?gln tlgkets and view X X
individual ticket statuses
T Test Tickets - Allows user to invalidate or
est . . .
Managsement Invalidate/Validate | validate a student’s test for
geme .
the purposes of flagging the
Manage Test test results as invalid.
Sessions Please refer to the DAC/ X
SAC Guide and Test
Administration Manual
for additional guidance on
marking tests as invalid.
Test Tickets - Allows user to unlock
Unlock student test login ticket
after a student's test status is
Manage Test "Cqmpletedi‘ ?Vr the stu'('ient test
Sessions login ticket is "Locked X
Please refer to the DAC/SAC
Guide and Test Administration
Manual for additional
guidance on unlocking tests.
Test Tickets - Allows user to synchronize a
Regenerate Test student's test with their current
Ticket accommodations.
Manage Test Please refer to the DAC/SAC
Sessions Guide and Test Administration X
Manual for additional
guidance on regenerating test
tickets.
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District Level Permissions Matrix (contd.)

Permission Set by

DISTRICT LEVEL Role

Application Tab Permission Description
Name .
Assistant Sl
DAC | DTC to DAC Report
User
Test Tickets - Do | Allows user to mark a
Not Score student's test as either Do
Not Score or Score.
Please refer to the DAC/
Mgz‘;‘izg:“ SAC Guide and Test x
Administration Manual
Test for additional guidance on
Management marking tests as Do Not
(contd.) Score.
Test Tickets - Allows user to see hover
View Questions text over the Status column
Manage Test " .
Sessions Attempted - the text "x of y Questions X X X
Attempted" will be
displayed in the hover text.
Reports - Manage | Allows user to delete a set
Manage
Reports - Delete of reports that have been X X X
p published
Reports - Manage | Allows user to publish
- Publish reports so that users
with "Reports - View"
Manage .
Reports permission can see them. X X X
Also allows user to un-
publish reports so that users
can no longer see them
View Reports Reports - View - Allows user to delete X X X
p Delete individual published reports
Report Reports - View Allows user to access
Delivery WIForward | pigrict Files District Summary and X X X
Reports Roster reports.
' Reports - View Allows user to view district
View Reports | District Files reports X X X
View Reports Reports - View Allows user to view school . X X
School Files reports
View Reports Allows user to download
View Reports | Download - all available reports for a X X X
p District/School district or school for an
administration.
Status Reports Status Reports - Allows access to District- X X X

District Reports

level Status Reports
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Introduction

School Level Permissions Matrix

Permission Set by

SCHOOL LEVEL Role
Application Tab Permission Name Description
Test School
SAC | STC | Admin/ | Report
Proctor | User
Documents - View Allows user to view
public documents that
require a log in or
Documents private documents that X X X X
have been assigned to
General that individual.
Information Online Testing - Allows user to access
Downloads Secured Resources secured online testing X X
downloads
Online Testing - Allows user to access
Downloads Secured Resources secured online testing X X
downloads
Students - Search/ Allows user to search/
Manage View view student data X X X
Students and download search
results
Students - Add/Edit Allows user to add/edit
Manage students and student X
Students data for the purposes
of testing online
Students - Download | Allows user to
Student 3
Manasement Manage Students download a list of X X
g Students student information for
all students in a school
Students - Upload Allows user to upload
Manage a list of students and
& student data for the X
Students .
purposes of testing
online
Test Setup - View Allows user to view
Student Status Student Status test status by student X X X
Test Setup - Primary Allows user access to
N/A Window Test Management X X X
Test Session - Search/ | Allows user to search/
Test Manage Test | View view test sessions
. X X X
Management Sessions and download search
results
Manage Test Test Session - Add/ Allows user to add,
g. Edit edit, and delete test X
Sessions .
sessions
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Introduction

School Level Permissions Matrix (contd.)

Application

Tab

Permission Name

Description

Permission Set by
SCHOOL LEVEL Role

SAC

Test
Admin/
Proctor

STC

Manage Test
Sessions

Test Session - Delete
pre-Created

Allows user to delete
test sessions pre-
created by State Team

Manage Test
Sessions

Test Session - Status
Summary

Allows user to view
testing status summary
information

Manage Test
Sessions

Test Session - Upload

Allows user to
upload a list of test
sessions for purposes
of adding or editing
test sessions

Test

Manage Test
Sessions

Test Tickets - View/
Print

Allows user to print
student test login
tickets and view
individual ticket
statuses

Management
(contd.)

Manage Test
Sessions

Test Tickets - Do Not
Score

Allows user to mark a
student's test as either

Do Not Score or Score.

Please refer to the
DAC/SAC Guide and
Test Administration
Manual for additional
guidance on marking
tests as Do Not Score.

Manage Test
Sessions

Test Tickets - View
Questions Attempted

Allows user to see
hover text over the
Status column - the
text "x of y Questions
Attempted" will be
displayed in the hover
text.
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Introduction

School Level Permissions Matrix (contd.)

Permission Set by

SCHOOL LEVEL Role
Application Tab Permission Name Description
Test School
SAC | STC | Admin/ | Report
Proctor | User
Reports - Manage - Allows user to delete a
Manage Reports | Delete set of reports that have X X
been published
Reports - Manage - Allows user to publish
Publish reports so that users
with "Reports - View"
permission can see
Manage Reports them. Also allows user X X
to un-publish reports
so that users can no
longer see them
Reports - View - Allows user to delete
View Reports | Delete individual published X X
reports
Reports - View School | Allows user to view
. Files school reports
Report Delivery
View Reports X X
View Reports - Allows user to
Download - District/ download all available
School reports for a district
. or school for an
View Reports .. . X X
administration.
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Working with eDIRECT

Accessing eDIRECT
You can access eDIRECT from the Welcome to the eDIRECT page.

1. To access eDIRECT, enter the URL https://wi.drcedirect.com in a
supported browser.

DRCANSIGHT" \WISCONSIN

All Applications

. Welcome to eDIRECT Please Log In
D z C Data Recognition Corporation (DRC) welcomes Wisconsin to eDIRECT! Username

This Web site enables you to quickly and easily access test setup and reports regarding the
‘Wisconsin Forward Exam

To access test setup and reports, authorized district and school personnel need te log onto e DIRECT. Password
To log in, enter your email address and password on this page, and then click Log In-

To access program information, the General Information link under All Applications at the top of this
page, then select Documents. Forgot your username or password?

‘WI Forward Help Desk
1.800.459.6530

WiHelpDesk@datarecognitioncorp.com

2. From the “Welcome to eDIRECT” page, log in to eDIRECT. Enter your username (email
Copyranto address) and password in the “Please Log In” dialog box, and then click Log In.

Users may log in using credentials from a previous administration. DAC users who are new to
eDIRECT will receive an email with an initial temporary password. All other users who are new
to eDIRECT must be added by a DAC.

3. The first time you log in to eDIRECT the Accept the Security and
Confidentiality Agreement page displays. You must check the Accept
Security Agreement checkbox and click Confirm Accept to continue.

Note: You cannot continue to use eDIRECT without checking this
checkbox. To read the Security Agreement, see “Displaying the Security
Agreement” on page 17.

Accept the Security and Confidentiality Agreement

All Applications »

Security and Confidentiality Agree

ns are

ment for DRC Applications

el and contain confidential and private information, including, but no{ imited to, seoure test m:

t, and

*required }eavacy actrerea)
| hereby acknowledge that | have read\and understand
the terms of the Security and Confidentiality Agreement.”

&, Confirm Accept
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Working with eDIRECT

Accessing eDIRECT (contd.)

After a successful log in, the “Welcome to
eDIRECT” page reappears with additional
information about navigating the site.

DRCANSIGHT WISCONSIN Log Out

All Applications »

Welcome to eDIRECT

C Congratulations, you have successfully logged on.

Several helpful links are just a click away. Please take time to familiarize yourself with the navigation menu under All Applications at the top of this
screen.

If you are having difficulty navigating through the site, please review the instructions at the top of each page or contact the DRC WI Help Desk.
WI Forward Help Desk
1.800.459.6530

WilHelpDesk@datarecognitioncorp.com

Copyright ©® 2018 Data Recognition Corporation Minimum Browser Requirements | Security and Confidentiality Agreement

4. Click the All Applications option to display a menu bar
containing the various eDIRECT functions that you have
permission to use.

DRCANSIGHT™ WISCONSIN Log Out

All Applications v

General Information User Management Materials Student Management Test Management Device Toolkit Report Delivery

Welcome to eDIRECT

DATA RECOGNITION

D = C Congratulations, you have successfully logged on.
B Several helpful links are just a click away. Please take time to familiarize yourself with the navigation menu under All Applications at the top of this

screen.
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Working with eDIRECT
Changing Your Password

The change your password process applies to existing eDIRECT users only. If you are a new eDIRECT user,
you receive an email containing a temporary password and a link. Clicking the link displays a screen that
allows you to choose your password. You are prompted to read and accept the Security Agreement to activate
your account (see “Displaying the Security Agreement” on page 17).

1) Important: If you need to edit your username, email address, or name, contact DRC Wisconsin
Customer Service at 1.800.459.6530 or WIHelpDesk(@datarecognitioncorp.com.

1. If you are an existing eDIRECT user, click on your name in the top right corner of the page. The
new password must meet the following conditions. The password:

* Must contain at least eight characters, including:

- At least one numeric character

- At least one lowercase character and at least one uppercase character

- At least one of the following special characters: |@#$%"&*

*Cannot contain your username, first name, or last name.

Welcome  New User « Log Qut

Manage Account

Username: newuser@drc-mn.com edit
2. When the Manage Account
Change PaSSWOI'd page appears, click edit to
_ change your password.
* required
Current Password ™
New Password *
3. When the Change Password page

appears, enter your current password,
enter and confirm your new password
then click Update Password.

Confirm Mew Password *

&, Update Password ® Cancel
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Working with eDIRECT

Recovering a Forgotten Username or Password

If a user forgets his or her username or password, the user can attempt to recover it. If the request is
successful, the user receives an email containing his or her username or password.

Please Log In

Username

ussmMame is required

1. If you are an existing eDIRECT user
and you forget your username or Password
password, click the Need Help? link on
the Please Log In dialog.

sEzwond 15 required

i Log In

Jeed Help?

Log In Help

| don't know my usemame

| don't know my passwond

2. When the Log In Help page appears, click | don’t know my
username to recover your username, or | don’t know my
password to recover your password.

Recover Username Recover Password

Please enter the required information for your account. Please enter the required information for your account.,
1 Ll e I

* required * required
Email Address * Username *

% Cancel 2, Send :KCs

3. Enter the correct information in the dialog box that displays and click Send. An email will
be sent to you containing your username or password, based on your request.

e To recover your username, when the Recover Username dialog appears, enter your
eDIRECT email address in the Email Address* field and click Send.

e To recover your password, when the Recover Password dialog appears, enter your
eDIRECT username in the Username* field and click Send.
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Working with eDIRECT

Displaying the Security Agreement

Click the Security and Confidentiality Agreement link at the bottom of any eDIRECT page to display the
Accept the Security and Confidentiality Agreement for eDIRECT page (you also can print the agreement).

The first time you access eDIRECT, you must agree to the terms of the agreement to continue using
eDIRECT (see page 13).

DRCAINSIGHT WISCONSIN Log Out

All Applications »
o Welcome to eDIRECT

D = {C Congratulations, you have successfully logged on.

Several helpful links are just a click away. Please take time to familiarize yourself with the navigation menu under All Applications at the top of this

screen.
Ifyou are having difficulty navigating through the site, please review the instructions at the top of each page or contact the DRC WI Help Desk.
WI Forward Help Desk
1.800.459.6530
WIHelpDesk@datarecognitioncorp.com
Copyright® 2016 Data Recognition Corporation Minimum Browser Requirements | Security and Confidentiality Agreement

Click Security and Confidentiality Agreement to display the Security and
Confidentiality Agreement for DRC Applications.

Security and Confidentiality Agreement for DRC Applications

d d Sl

The DRC Applications are designed for State, District, and School level | and contain and private information, including, but nofimited to, secure test materials, test scores and student demographic infermation. The system is password protected
and requires a usemame and password for access

The secure test materials are proprietary information of its owneris) and are provided to those authorized individuals who are legally bound to maintain the security of the test. In order to access the secure test materials you must first agree to these terms to keep the
test materials secure and confidential and not disclose or reproduce any information about the secure test materials except in your authorized capacity.

The system is not for public use, and any student information from the system must not be disclosed to anyone other than a state, district or school official as defined by the Family Educational Rights and Privacy Act of 1974 (FERPA). Under FERPA, a school official is
a person employed by the state, district or school as an administrator, supt , district test school test , principal, teacher, or principal’s designated office staff. Such a user must have a legitimate educational purpose to review an educational
record in order to fulfill his/her professional responsibility.

State, disfrict, and school users who are granted permission to this system must read and abide by the Family Educational Rights and Privacy Act (FERPA). Disclosurs of passwords to anyone unauthorized to use the system is prohibited. Disclosure of a2
student’s data to their parent or guardian must be in accordance with FERPA. For more information on FERPA, see the U.S. Department of Education website at htt; erpa/.

By agreeing to these terms, | hereby certify that | will maintain the confidentiality of secure test materials, system passwords and student data accessed through the DRC Applications and | will not share information with ized indivi If | leave the position
that allowed me to access this information, | will neither access nor disclose any data previously & sed through the system. Further, | will destroy any data accessed through the system if such data is no longer being used to serve a legitimate educational purpose. |
understand that to continue to access, distlose, or retain such information would be in violation of the Family Educafional Rights and Privacy Act (FERPA).

| shall maintain the security and confidentiality of all secure test materials and system passwords and only access the secure test materials in my authorized capacity.

| hereby acknowledge that | have read and understand the terms of this Security and Confidentiality Agreement. Further, | agree to abide by the requirements found in the Family Educational Rights and Privacy Act (FERPA).

Copyright & 2016 Data Recognition Corporation Minimum Browser Requirements | Security and Confidentiality Agreeme
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Working with eDIRECT

Displaying the Minimum Browser Requirements

You can click the Minimum Browser Requirements link at the bottom of any page to display the
Minimum Web Browser Requirements page, with links to browser pages and additional information. This
page details the eDIRECT web browser requirements for the Windows, Mac (OS X and macOS), and Linux
operating systems.

Log Out

DRCINSIGHT  WISCONSIN

Al Appiications ¥

Welcome to eDIRECT

Congratulations, you have succassfully logged on

Several helpful links are just a click away. Please take time to familiarize yourself with the ravigation menu under All Applications at the top of this
scrzen

[Fyou are having difficulty navigating through the site, please review the instruztions at the top of each page or contactthe DRC WIHelp Desk
WIForward Help Desk
1.800.459.6530

WIHelpDesk@datarecognitioncorp.com

Copyright®201€ Data Recognticn Corporation Minimum Browser Requirements | Security and Confidentiality Agreement

When you click the Minimum Browser The page contains links to web browser

Requirements link at the bottom of the page,
the Minimum Web Browser Requirements page
displays a list of the web browsers that are

home pages, organized by operating
system that you can use to learn about and
download different web browsers.

certified to use with eDIRECT.

Minimum Web Browser Reguirements
T 2 b bosed appliations hosied by ihe DRC Sppiations require ane of the folewing minimum Wet browsens:
- w a sample, 3 srmen rsohron o L. Fyop 0o not memet the minknem, the sie may mequins hortoontal somling (o uss 3
M4 G5 VO GRS OF I WEIoN Cf PoLT DI, et HGlD in s St Lsar of POl DIesiaar Gnd ehodii AL TN Of O e Tloaing
» W2THE Firsfon (O Soura)
» MEECEOE I Ephoier [Dulkidi SCUS
Macintosh Users
n o wion of pour bowsss, ssiert your bowrser's applcstion mens sed choose hol I o resd o upgrade your Web browssr software, we mecommend one of e folowing
Wil Pref Source)
- T
Linux Users
Tha DAC Appleations news Dees vedlied 12 werk on Libunas 10,04 wilh Seore fincow Menager 2.3
I you Gre no eus: of e wenson of peur Browsar, sak: your bicwsers Holp menu and shoose About. |§ you nees (o upgmoe your Wl o soffertn, wa Senmmens
+ hizzils Frefos (Dudea Soura)
Additianal Information
Al Wfimb pogas snd Wab-besed applcatic hosted by e DAG Applcatmes moues the Wk bowser (s supportJe ot Kutscls Soural and in asseptzesson-basec sockise Outscle Sownel By defost: fha mapr Wb browsan o configumd to kandls his
resurEmEn|
Copivight & 20 E Data R=zogn Compoiniio WERETHATE Browae R SSuirsmeanis | Secudly and Confdeniit) Sgresmer

The Additional Information section contains links to descriptions
of other items such as JavaScript and session-based cookies
that are required for browsers to use eDIRECT.
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General Information

Menu

Introduction

After login, open the eDIRECT All Applications menu bar and click the General Information menu. Four
options are available: Announcements, Documents, Downloads, and Tutorials.

DRCANSIGHT® WISCONSIN

All Applications »

Announcements | Documents | Downloads = Test Tutorials

Please select an itemp#fom the menu above.

Click Announcements to
display the latest information
regarding Wisconsin testing.

Announcements

W Announcements contains the latest information and news about online testing.|

Click Documents to select, open, and download
various training items from the Documents page. This
tab is available without logging on to eDIRECT.

All Applications »

Announcements = Documents = Downloads | Test Tutorials

Documents
® Instructions

Administration Document Type
Wisconsin Forward Exam Spring 20 |Z| (Al |Z|

Show Documents

Drag a column header here to group by that column

Documents

Administration A Document Type 4 Title 4 Description

Choose from the above filters and click on 'Show Documents' to view matching 'Documents’

Copyright @ 2016 Data Recognition Corporation Minimum B
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General Information

Menu

Introduction (cont.)

DRCANSIGHT

WISCONSIN

All Applications »

Announcements | Documents

Please select an item from the menu above.

Downloads

Test Tutorials

Click Tutorials to watch a test demo and become
familiar with the online testing environment. This
tab is available without logging on to eDIRECT.

Test Tutorials

Test Setup General Information

Tt Tutoise

Click Downloads to download the Testing

Site Manager (TSM), DRC INSIGHT, and the
Capacity Estimator. From the Test Setup General
Information page you can download versions of
DRC INSIGHT and the TSM for various operating
systems and configurations.

/

Test Setup General Information
Downloads

@ Instructions
Software Downloads

ing Software Downloads

| capacty Estimator Brcel Microsoft Excel Excel 2007 and later

| Use the installer sbove t downlasd the Capacity Estimator. This 1ol estimates testing response tmes by using the numbsr of students testing, as el 55 network capaciny and wtiizstion,

View System Requirements Monitor Setting Verification

DRC INSIGHT Anchcid Arcicid nciid Lolipop 50 APL 21, Ancrcie Lolipop 5.1 APL 22, Android 6.0 s &l
| Downioad the apt fil t install PESIGHT on your Android device.
| orcmisiokT paa Aorle 5 0593, 10592, 05 9,1, K5 90 701
| Toe DRC ISIGHT Pac api = now avaisbie From the Appi Ao Store, Sesrch for BRC INSIGHT.
| cnlne assessmars 10 + i asssssmants Agplcaton URL omabosk Ghrome 05 racans sable chamnsl 700 =
| Use the sppiacon ID and URL 12 ity DRC INSIGHT i the Crvom Stre or testing en Chrembach devces, Natar See Symems Resuremencs for 52 of suspamsd Chrams toush divias,
| DRCHSIGHT L Tnsatler - 32 ¢ Lnux Ubunru 12,04, Ubuu 14:04 LTS with 32-bi Grome 3.4, Uity Shel, Uburc 16.04 LTS 700 =
| Use the sl sbave 2 Gonrkead the DRC DVSIGHT tex angims.
| BRCINSIGHT L Tnsatler - 64 bt Linux Ubuntu 12,04, Ubun 14,04 LTS with 6457 Grome 3.4, Uity Shel, Ubur 16.04 LTS 700
| sz the installer sbove 1 download the DRC INSIGHT 125t 2ngine.
| BRC INSISHT bac Tntaler Mac 05 05X 10.55, 10,10, 10,11 Mac Senver Softnare i not supported, 700 =
| s the sl bove to dowrload the DRC DSIGHT test ergne.
| oRc istGHT indons Insater Vidons Winows 7, Windows 8.1, Vindons 10 700 =
| Use the st bove o oo the DRC INSIGHT test engine. Nore: Sse Sstems Reciremenss fo st of supported Windows ouch deves.
| Testng Ste Manager (M) Instaler - 32 5 Lt Ubunmu 12,04, Ubuntu 14,04 LTS with 32t Grome 3.4, Uity Shel, Uburca 16,04 LTS sa0e @l
| e the intaler sbove to downkoa the Testing it Manager (TSM),which indldes Content Gaching and Response Caching Note The TSM should ot be installed on mobi o touch screen deries,
| Testng 522 Manager (Tsv) il 4 b L Ubrt 12,04, Ubuns 14,04 LTS with 32-b Groms 3.4, Uny Shel, Uburc 1604 LTS s (@]
| se the intalr above to downkoa the Testing it Manager (TSM), which inducdes Content Gaching and Response Caching Note The TSM shoud ot be installed on mobie o touch screen devies,
| Testing Site Manager (TSM) Installer Mac 05 05X 1055, 10.10, 10,11 Mac Seer Softnare is not supported. 5100 E
| use the insaler above 5 downkea the Testng S Manager (TSM), whih inchudes Content Caching and Response Caching. Notei The TSM showi no be instaied on mobik or touch-sceen devees,

Testing Site Manager (TSM) Instaler - 12 b Windows s 7, Windiaers 8.1, Vindiowes 10 5100 E
| use the instalker above 5 downka the Testng S Manager (TSM), whih inchudes Content Caching and Response Caching. Note: The TSM showi not be inataled on mobik or touch Sceen devices,
| Testing St Manager (T5H) Intaler- 4 bi Virdons Wi 7, Windows 8.1, Vindows 10 s (@l

| Use the instaler above to download the Testing Ste Manager (TSM], which inchudes Content Caching and Response Caching. Note: The T5M shou not be installed on mobik or touch-screen devies.
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User Management Menu

B Introduction This section of the user guide discusses the various user administration
tasks you can perform from the User Management menu of the eDIRECT
All Applications menu bar.

* Add a single user to eDIRECT

* Upload multiple users to eDIRECT

* Assign a user to an administration

» Edit permissions for one or more users
* Inactivate a user

* Activate a user
1) Important: If you need to change a username, email, or name,
please contact DRC Customer Service at 1.800.459.6530 or
WIHelpDesk@datarecognitioncorp.com.
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User Management Menu

Adding a User

When you add a user, use the appropriate permission set to specify the permissions the user will have. The
“eDIRECT Permissions Matrix” on page 6 outlines the permissions included in each set.

1. To add a user, from the Manage Users menu

select the User Administration option and click

- 2. Fill out the required fields and required
on the Add Single User tab.

options from the drop-down menus.

Note: A required field or menu option has
a red asterisk (*) next to it.

User Admikistration

Edit Wser | add Single User | Uplozd Multiple Users
ndicates required figds
First Hames Middle [nitial  Last Mame

Ima * Teacher

Email Address
Imateachen@arcsample, com

Adrinistration User Role
b I: ¥ Teacher : =
District Sichezenl

SAMFLE DISTRICT - 535354 (v SAMPLE SCHOOL SMOKE TE{¥|

L0 Tip: When you select a permission, its description will display below the list

Avalable Permisgions Agzigned PermiEcions
Adeministrato | DOCUMENES - View
Administrates - Set Fassword ﬁ Etudap - Searchview

Documents - Delats=

Documents - Upload

Maintain Administration

Dnina Testing - Secured Resources

Dnine Testng Satisdcs

Repoits - View District Fiks

Reports - wiew School Files

Reports - Wiew State Files

Status Reports - District Rzparts b
o Steidkaints - Saeanch MUew: 8o

S

3. Select a permission from the Available Permissions list and click the
Add Selected icon () to assign the permission to the user (“Editing
a Single User’s Permissions” on page 21).

Note: A description of the permission selected displays beneath the
list of permissions.

Click Save when you are finished assigning permissions.
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User Management Menu

Adding Multiple Users

From the User Administration window, you can upload a file containing multiple user profiles to DRC. The
file must meet certain requirements. For help or more information about this process, click the File Layout

and Sample File links at the top of the Upload Multiple Users tab.

. To create and upload a users file, select User
Administration from the Manage Users menu to
display the User Administration page and select the

Upload Multiple Users tab.

2. For help with or more information about the
upload process, click the File Layout and
Sample File links in the light blue bar at the
top of the Upload Multiple Users tab.

User Administration

Upload M@sers

. First time? Download the File Layou

Edit User || Add Single User

Instructions

* Indicates required fields

Administration
Exam Spring 20 E *

File

First Name

Browse... |

Last Name Email Address

F document) and a Sample Fil€ (CSV text file).

If there are errors in your file, then they W

User Listing
District

Upload Errors

display here after upload

4. Click Upload when you are ready.

Note: If there are errors in the file, a
message displays containing details
about the errors. You must resolve the
errors and repeat Steps 3 and 4.

3. Select the appropriate test
administration and click Browse... to
select the file to upload.

users, you w
and permissi

5. Once you have successfully uploaded

ill need to assign profiles
ons.
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User Management Menu

Adding Permissions for a Single User (Adding a New Profile)

Navigate to the User tab to add a permission profile to a user’s account.

Note to DACs: Each district should have only one user with the DAC permission set.

DRCANSIGHT WISCONSIN

All Applications =

General Information User Management Materials Student Management

Test Management Device Toolkit Report Delivery

1. Open the eDIRECT All Applications menu bar and click User
Management to display the User Administration page.

User A inistration
Edit User Add Single User Upload Multiple Users
Instructions
«.» Filters are required. See Instructional Text if unsure how to filter

Administration User Role
Wisconsin Forward Exails] [(All) [~]

District
DRC USE ONLY - SAMP [+

School First Name Last Name
(Al [

Email

Ltng ]
Users Profiles

[] Hide Inactive Users

User Accounts

A First Name

A Email Address

[[]  ealderfen Bob

bbaldersen@datarecognitioncorp.com EEE
[]  calderon\ John John.Calderone@dpi.wi.gov E@E
2. Click on the Edit User tab, use the various drop-down 3. In the Action column click the
menus and fields to enter search criteria to help locate View/Edit icon (_]) to display
the user and click Find User. the Edit User dialog box.

First Name Last Name Email Address

Jane Doe doe@jane.com

Permissions

Administration A Role A District

4 School 4 Action
Wisconsin Forward chool 9499990000 - DRC UUSE ONLY | 9999999990 - DRC LUUSE OMLY -
Exam Spring 2016 - SAMPLE DISTRICT eDIRECT SAMPLE SCHOOL

/| Reset User Inactivate Close

4. Click the Add button to display
the Add Permissions Screen.
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User Management Menu

Adding Permissions for a Single User (Adding a New Profile) (cont.)

5. When the Add Permissions dialog box displays, use the Permission-set drop down menu to
select the appropriate role. Use the Add Selected arrow (\E) to add the permissions, and
click the Save button.

Click the Clone from Another User icon (@) to copy another user’s set of permissions.

Add Permissions

-

Indicates required fields

Administration User Role
™ Test administrator vl®
Distrct School

SAMPLE CISTRICT - 900008 | * SHMPLE SCHOOL OTT - 999 E o

[<]

Permissian-set
Test Admnistrator [

Availlable Permissions Assigned Permissions
Administrator .
Administrator - Set Password
Documents - Delete

Documents - Upload M
Documents - View |
Maintain Adminiatration "
Ontine Testing - Secured Resources : |
anling Testing Statistics u
Reports - View District Files

Reports - View School Fles "
Reports - View State Files =)

n see the descnphion, sslect 2 permiission

Save Cance|

6. Click Save when you are finished
to save your changes or Cancel
to cancel them.
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User Management Menu

Editing a Single User’s Permissions in an Existing Permission Profile

In most cases, DACs will assign permissions to users using permission sets. In some cases, it is necessary
to assign selected individual permissions. From the Edit User tab, you can add or remove individual
permissions for any user in the system.

Note to DACs: Each district should have only one user with the DAC permission set.

1. To edit a user’s permissions, click 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. In the Action column click the View/Edit icon (E-.). The
user displays in the Edit User window.

First Name Last Name Email Address

Jane Doe doe@jane.com

Permissions

Administration A Role A District A School
Wisconsin Forward chool 9999990000 - DRC USE ONLY 0099999999 - DRC UUSE ONLY - .
Exam Spring 2016 - SAMPLE DISTRICT eDIRECT SAMPLE SCHOOL

Reset User Inactivate Close

2. Click the Permissions tab to
display the Permissions dialog
box. In the Action column click the
View/Edit icon ().
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User Management Menu

Editing a Single User’s Permissions in an Existing Permission Profile (cont.)

3. When the Edit Permissions dialog box displays, select permissions from the Available
Permissions list to add to the user, or permissions from the Assigned Permissions list to
remove from the user. Use the Add Selected (|,) or Remove Selected ( 4) arrows to
change the permissions, and click the Save button.

» To select multiple permissions in sequence, hold down the Shift key while you select them.

* To select multiple permissions that are not in sequence, hold down the Ctrl key while you
select them.

* Click the Clone from Another User icon (E) to copy another user’s set of permissions.

Tip: When you sele
list

a permission, its description will display below the

Availabla Parmissions
Administrator
Admimistrator - Mass Assign Rols
Online Testing - Sacured Resources
Students - Add/Edik

Students - Download Students
Test Session - Add/Edit

Test Session - Searchf\WView

Test Session - Status Summary
Test Tickets - Wiew /Print

Assigned Parmissions

Cocuments - View
ﬁ Students - SearchfView

i
»
«

» s the description, s=lect & permission

=

4. Click Save when you are finished
to save your changes or Cancel
to cancel them.
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User Management Menu

Inactivating a User

You can inactivate eDIRECT users that are currently active. When a user is inactivated, the user is unable to
access eDIRECT (to reactivate a user, see “Activating a User” on page 31).

Note: When a user is inactivated, the user does not receive an email.

1. To inactivate a user, click 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.

\

User Adniinistration

Edit User d single User | Upload Multiple Users

@ Instructions

& Filters are\equired. See Instructional Text if unsure how to filter
Administration User Role District

2016-2017 NeSAELA My]  [District [5] sAMPLE DISTRICT - 395]
School First Name Last Name
(=11) ima
Email
Hide Inactive Users

Users || Profiles

Export All to Excel | | Resst Salacted Users

4

Copyight @ 2016 Data Recogniion Corporatior 2 -

In the Action column, click the

Inactivate icon (&) for the user
you want to make inactive.

Inactivate User

:\::) You have requested to inactivate user 'Ima
Teacher (Imateacher@drecsample.com)’. Are you

sure?
Inactivate

3. When the Inactivate User dialog box
displays, click Inactivate to make the user
inactive or Cancel to cancel the process.
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User Management Menu

Activating a User

You can activate an eDIRECT user that is currently inactive. To inactivate a user, see “Inactivating a User”
on page 30. When the user is activated, the user is sent an email that includes a temporary password and
notice that the account has been reset.

Note: Users are activated automatically when they first log in to eDIRECT. Only users that were previously
inactivated need to be activated manually.

1. To activate a user, click 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.

\

Usen\Administration

Edit User | Add Single User | Upload Multiple Users

Instructions

(. Filters are required. See Instructional Text if unsure how to filter

Administration User Role District

Wisconsin Forward Exalfw] |(All) DRC USE ONLY - SAMP[w]
School First Name Last Name

(Al

Email

Users || Profiles

Hide Inactive Users

User Accounts

W LastName A First Name 4 Email Address

Balderson Bob bbalderson@datarecognitioncorp.com D m H
[l | calderon John John.Calderene@dpi.wi.gov I E

2. In the Action column, click the Activate icon () for the user you
want to make active. When the user is activated, the following
message displays: The user has been activated.

Page 31



Data Recognition Corporation (DRC)
13490 Bass Lake Road

Maple Grove, MN 55311

Direct: 1-800-826-2368

Wisconsin Service Line: 1-800-459-6530
Website: https://wi.drcedirect.com

Email: WIHelpDesk@datarecognitioncorp.com
Revision Date: October 7, 2016


https://wi.drcedirect.com
mailto:WIHelpDesk%40datarecognitioncorp.com?subject=

	n	What’s Covered in This Guide
	n	The eDIRECT Permissions Matrix
	District Level Permissions Matrix
	School Level Permissions Matrix
	Accessing eDIRECT
	Changing Your Password
	Recovering a Forgotten Username or Password
	Displaying the Minimum Browser Requirements
	Introduction
	n	Introduction
	Adding a User
	Adding Multiple Users
	Adding Permissions for a Single User (Adding a New Profile)
	Editing a Single User’s Permissions in an Existing Permission Profile
	Inactivating a User
	Activating a User

