
Wisconsin Forward Exam 

Spring 2016 Training 
 

CLICK HERE  
to access the recorded presentation 

Run Time: 1 hour, 9 minutes 

https://datarecognitioncorpaudio.webex.com/datarecognitioncorpaudio/ldr.php?RCID=73a3c843ce8a2bd39e92e70beea42eeb


INTRODUCTIONS 

Data Recognition Corporation (DRC) 

• Vendor for Wisconsin Forward Exam 

• Program Management  

• Liz Heyer 

Department of Public Instruction (DPI) 

 



DAC TRAINING AGENDA 

•Wisconsin Forward Spring 2016 

•Key Dates 

•Roles and Responsibilities 

•eDIRECT (Forward Exam Test Management Portal) 

• Overview 

• Add/Upload New Users & User roles 

• Review/Update Student Information 

• Add/Upload Student Accommodations 

• Test Setup 

•Resources 

• Manuals 

• Trainings 

• Guides 

• Student Tutorial 

• Online Tools Trainings 

•Reports 
 



TECHNOLOGY 

COORDINATOR AGENDA 

• Forward Exam Technology Introduction 

• Software 

• Supported Devices/System Requirements 

• Installation/Configuration 

 



THE WISCONSIN 

FORWARD EXAM SPRING 

2016  

Content Grades 

ELA and Mathematics 3-8 

Science  4 and 8 

Social Studies  4, 8, and 10 



TEST TIMES 

Sample test schedules and test blueprints are available at 

http://dpi.wi.gov/assessment/forward/resources  

http://dpi.wi.gov/assessment/forward/resources


KEY DATES 

January 26 eDIRECT available for DACs to enter additional users 

January 25-29 Training Sessions (live) 

February 1 

Releases 

DAC Guide 

Technology User Guide 

eDIRECT User Guide 

Accessibility Guide 

Secure browser (INSIGHT) 

Testing Site Manager (TSM) software 

February 12 Recorded pretest workshop available (this recording) 

February 29 

Releases 

TAM 

Student Tutorials 

Online Tools Trainings 

March 7 Test Setup available in eDIRECT 

March 28-May 20 Test Window 



 

ROLES AND 

RESPONSIBILITIES 



DISTRICT ASSESSMENT 

COORDINATORS 

• Coordinate testing in their district 

• Lead the professional development activities of staff members 
for Forward Exam purposes  

• Communicate all assessment and accountability information to 
district and schools 

• Work with District/School Technology Coordinators to ensure 
system readiness (if the district does not have this designated 
role it is the DAC’s responsibility to ensure these tasks are 
completed) 

• Work with School Assessment Coordinators (SACs) and 
District Technology Coordinators (DTCs) and adding them as 
eDIRECT users 

• Ensure that the SACs and Test Administrators (TAs) in their 
districts are appropriately trained and aware of test 
administration and security policies and procedures   

 



• Ensure cell phone and personal electronic device policy is 
followed 

• Be aware of assessment accommodations and communicating 
them to district and school staff 

• Coordinate the ordering of Braille and ensure the Braille 
responses are transcribed to the online platform  

• Verify student data is complete and accurate in eDIRECT 

• Ensure the District/School Technology Coordinators have 
cleared TSMs at the conclusion of testing 

• Report test security incidents (irregularities, improprieties, and 
breaches) to DPI 

 

DISTRICT ASSESSMENT 

COORDINATORS continued 



SCHOOL ASSESSMENT 

COORDINATORS 

• Serve as the building contact person between the school and the 
DAC  

• Read and become familiar with the information in the Wisconsin 
Forward DAC/SAC Guide  

• Create or approve testing schedules and procedures for the school 

• Manage the test administration plan and schedule testing times  

• Work with School Technology Coordinators to ensure system 
readiness (if the school does not have this designated role it is the 
SAC’s responsibility to ensure these tasks are completed) 

• Identify TAs and ensure they are properly trained 

• Distribute appropriate materials to TAs 

• Ensure TAs and school staff are aware of assessment 
accommodation guidelines  

 

 



SCHOOL ASSESSMENT 

COORDINATORS continued 

• Schedule and conduct training of Test Proctors  

• Ensure any room used for testing does not contain any visual 
materials that would provide students with clues or answers to 
questions  

• Manage building test security  

• Ensure cell phone and personal electronic device policy is shared 
with Test Proctors and followed by all students and staff  

• Schedule and coordinate student access to Tutorials and Online 
Tools Trainings (OTTs – practice tests)  

• Ensure students are assigned to test sessions Ensure TAs and 
school staff are aware of assessment accommodation guidelines  

 

 

 



SCHOOL ASSESSMENT 

COORDINATORS continued 

• Assign the appropriate designated supports and accommodations 

to students in eDIRECT  

• Print and distribute student test tickets before each test  

• Ensure that all students participate as appropriate 

• Collect tickets and scratch paper for destruction after each test 

session  

• Ensure District/School Technology Coordinator has cleared TSM  

• Report incidents promptly to the District Assessment Coordinator  

 

 



DISTRICT TECHNOLOGY 

COORDINATOR 

• Review technology information for given assessments (Technology 

Coordinator’s Manual, etc.) 

• Verify that all schools meet the minimum technology requirements 

• Conduct network diagnostics 

• Develop a plan to ensure that the secure browsers are installed on 

all devices used for testing 

• Whitelist e-mails from known testing vendors schools and districts 

will be receiving updates from 

• Address technical problems by applying resolutions or disseminating 

information to school sites prior to testing 



SCHOOL TECHNOLOGY 

COORDINATOR 

• Review technology information for given assessments (Technology 

Coordinator Manuals etc.) 

• Ensure that each device to be used for testing at the school has the 

secure browser 

• Instruct TAs on how to access the secure browser 

• Instruct students, teachers, and other stakeholders on how to access 

practice tests 

• Develop a plan for getting assistive devices ready for testing 

• Assist SACs and TAs with technology troubleshooting (including 

accessing the TSM) as necessary before, during and after the 

testing. 

 



TEST ADMINISTRATOR 

OR PROCTOR 

• Ensure accuracy of student information and accommodations prior to 

testing 

• Complete test administration trainings 

• Review all policy and administration documents prior to testing 

• Follow procedures included in Test Administration Manuals (TAM) to 

administer the assessments 

• Adhere to all test security policies  

 



eDIRECT 

eDIRECT is the Forward Exam portal into which the DPI uploads the 

student data file and manages student testing.   

Users are given access to eDIRECT 

• State 

• District 

• School 

Student  Management 

• Test Setup, including accommodations 

• Test Administration 

Reports 

 

 



DPI HARD COPY  

CONFIDENTIALITY  

AGREEMENT FORMS  

FOR THE FORWARD EXAM 

 

DAC - Send DAC signed form to DPI 

(The DAC retains the SAC forms and any other district level forms)  

 

SAC - Send SAC signed form to DAC 

 (SAC forms retained at the district level) 

 
 

Proctors, Test Administrators, and any school staff handling the 

test materials - Send signed forms to the SAC  

DPI 



WISCONSIN FORWARD 

EXAM WEBPAGES 

The Forward Exam Web Page – 

be sure to get to know these 

pages.  This is your prime 

location for information 

regarding the Forward Exam.  

• Calendar 

• Resources (Manuals, Guides, etc.) 

• Trainings (page coming soon) 

• Accommodations and Supports 

• Online Training Tool 

• Test Security Resources 

• FAQs 

• Technology information 

• Data and Results (later this year) 

 

http://dpi.wi.gov/assessment/forward 

http://dpi.wi.gov/assessment/forward


FORWARD EXAM 

CALENDAR WEBPAGE 

This is your timeline for the 

Forward Exam. 

• You will have “key dates” in the DAC 

guide. 

• If any dates change this is where you 

will find the most current information. 

http://dpi.wi.gov/assessment/forward/calendar  

http://dpi.wi.gov/assessment/forward/calendar


FORWARD EXAM 

RESOURCES WEBPAGE 

This is where you will find the 

general resources for the 

Forward Exam including: 

• DAC Guide 

• TAM 

• Test Times/Sample Test Schedules 

• Information Brochure for Families 

• Sample Parent Letters 

• Proctor Guidelines 

• And more 

http://dpi.wi.gov/assessment/forward/resource

s   

http://dpi.wi.gov/assessment/forward/resources
http://dpi.wi.gov/assessment/forward/resources


FORWARD EXAM 

ACCOMMODATIONS AND 

SUPPORTS WEBPAGE 

This is where you will find 

guidance around 

accommodations and 

designated supports including: 

• The Accessibility Guide 

• Guidelines for Read Aloud 

• Guidelines for Scribes 

• Guidelines for Interpreters 

• List of Bilingual word-for-word 

dictionaries 

• And more 

http://dpi.wi.gov/assessment/forward/accommodations  

http://dpi.wi.gov/assessment/forward/accommodations


FORWARD EXAM ONLINE 

TRAINING TOOL 

WEBPAGE 

This is where you can link 

to the Online Tools Training 

(OTT) if you are working 

outside of the TSM.   

• Here anyone can access the 

OTT (parents, community 

members, etc,) 

• The OTT is not accessible via 

Internet Explorer. 

 

Please note - DRC will not be 

releasing any sample items. 

http://dpi.wi.gov/assessment/forward/sample-items   

http://dpi.wi.gov/assessment/forward/sample-items
http://dpi.wi.gov/assessment/forward/sample-items
http://dpi.wi.gov/assessment/forward/sample-items


FORWARD EXAM TEST 

SECURITY WEBPAGE 

The Test Security webpage 

is where you will find: 

• The Test Security Manual 

• Test Security Training 

• Incident Report Form 

• Confidentiality Forms 

 

http://dpi.wi.gov/assessment/forward/security    

http://dpi.wi.gov/assessment/forward/security


FORWARD EXAM FAQ 

WEBPAGE 

The Frequently Asked 

Questions Webpage for the 

Forward Exam is updated 

throughout the testing 

window with new questions as 

they come up.  

Be sure your staff is aware 

this resource is available. 

http://dpi.wi.gov/assessment/forward/faq   

http://dpi.wi.gov/assessment/forward/faq


FORWARD EXAM 

TECHNOLOGY 

REQUIREMENTS WEBPAGE 

You will be able to find all 

technology related 

information here including: 

• System requirements 

• Technology Coordinator Checklist 

• And more  

http://dpi.wi.gov/assessment/forward/technology   

http://dpi.wi.gov/assessment/forward/technology


eDIRECT DOCUMENTS 

• The Documents section contains how-to information. You do NOT need to log in to 
eDIRECT to access documents. 

• Click on General Information and select Documents. 

• Select Administration and click Show Documents. 

• Access Online and Accommodated TAMs, INSIGHT Technology User Guide, 
Technology Readiness Checklist, Presentations. 

• PLEASE NOTE - All resources available on eDIRECT can also be found on the DPI 
Forward Exam Webpage plus additional documents, forms, and trainings. 

 

 

 



 
eDIRECT 

MANAGE USERS 

 

 

• Manage own account 

• Add new users 

• Edit permissions 

• Re-set passwords 

• Inactivating/activating users 

 

 



ADD/UPLOAD NEW USERS 

& USER ROLES 

 

• District Assessment Coordinators (DACs) will be uploaded by 

the State into eDIRECT and assigned permissions for the 

2016 Forward Exam. 

o DACs must add new district and school level users within 

eDIRECT. 

o DACs will begin receiving permissions the week of 

January 25. 

 



 
UPLOAD MULTIPLE 

USERS 
• To add more than one user at a time, you can create a file to upload. 

• Select Manage Users – User Administration. 

• Click on the Upload Multiple Users tab. 

 

 



• Reference the File Layout and Sample File for information on file layout 

and required fields. 

• Select the Administration and browse for the file you have created. 

• Click Upload. 

• If the file contains errors, correct them and upload again. You will see a 

confirmation screen letting you know the records were added 

successfully. 

 

 

 
UPLOAD MULTIPLE 

USERS 



• Under User Administration in the Edit User tab, choose the 

administration in which the accounts were created. 

• Filter to find the user(s), click Find User, and select the Profiles tab. 

 

 

 
UPLOAD MULTIPLE 

USERS 



Select multiple users and 

add or remove single or 

multiple permissions to 

selected users.   

 
UPLOAD MULTIPLE 

USERS 



 

 

EDIT MULTIPLE USERS 



ADD A SINGLE USER 

• Click on Manage Users on the left main menu. 

• Click on User Administration. 

• Select the Add Single User tab on the screen. 

 

 



ADD A SINGLE USER 

• Select the appropriate administration.  

• Enter user’s first and last name and Email address. 

• Enter User Role.  

• District or School 

 

 

 
 

District Users can manage 

all students in their district.  

School Users can manage 

all students in their school. 

 

NOTE: District Assessment 

Coordinators may not 

assign DAC permissions to 

another user. There should 

be only ONE DAC user per 

district.  



ADD A SINGLE USER 

• Edit Permissions 

• “Permission sets”  

• Groups of permissions commonly 

assigned to a role.  

• Add or remove individual permissions 

to users  

• Click Save. 

• An email will be sent to the user with 

login instructions.  

• User has 10 days to log in or 

password will expire. User must 

contact DAC or Help Desk to 

reset password.  

 



EDIT SINGLE USER 

 
• Under the Action column, use the View/Edit icon to:  

• Update contact information 

• View/add/remove permissions 

• Change password 

• Click the Reset Users icon to reset users that have been locked out or 

forgotten their password. 

• Click the Inactivate icon to inactivate/activate users. 

• Users will not receive an email when they are inactivated. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

UPLOAD MULTIPLE  

STUDENTS 

• DPI will upload student data into eDIRECT for all public school 
districts. Parental Choice schools will need to upload all of their 
student data. 

• Districts will be responsible for adding new students to 
eDIRECT for testing and reporting. 

• Students may be added and edited using the Upload Multiple 
Students functionality. 

• Students may be added and edited manually in eDIRECT. It is 
recommended that Upload Multiple Students be used 
whenever possible for complete and accurate student data. 

• Upload Multiple Students is available from the day Test Setup 
opens in eDIRECT (March 7) through the end of the testing 
window. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

UPLOAD MULTIPLE STUDENTS –  

FILE LAYOUT AND SAMPLE FILE 

• Once logged into eDIRECT, go to Test Setup in the left menu. Select 

Students. 

• Click on the Upload Multiple Students tab. 

• Links to the File Layout and Sample File are available. 

• Access additional instructions by clicking the + box next to Instructions. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

UPLOAD MULTIPLE  

STUDENTS - FILE LAYOUT 

• The File Layout 

provides 

information on the 

file layout and 

requirements.  

• Use this as a 

guideline for 

completing your 

Upload Multiple 

Students file. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

UPLOAD MULTIPLE  

STUDENTS – SAMPLE FILE 

• Use the sample file to help build your upload file. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

UPLOAD MULTIPLE  

STUDENTS – UPLOAD FILE 

• When the file is ready to upload, click on the Browse button to select the file.  

• Once the file is selected, click the Upload button. 

• A message will display indicating that the upload is in process. 

 

 

 

 

 

• If no errors are found in the file, the file will be accepted and all records will be 
uploaded. 

• If errors are found in the file, click on error reports to view a report. Correct the 
errors and upload the file again. 

• Records that were previously loaded successfully do not have to be removed, 
but large amounts of data may result in longer processing times. 

• Click on Student File to view a copy of the last file that was uploaded. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ADD STUDENTS  

MANUALLY TO eDIRECT 

• Students may be added manually to eDIRECT.  

 

• eDIRECT will be the sole source of student information used for 

reporting, so data will appear on reports as it appears in eDIRECT.  

 

     

 

Please double check your student information for accuracy! 



ADD STUDENTS  

MANUALLY TO eDIRECT 

• Under Test Setup – 

Students, enter the 

appropriate 

Administration, District, 

and School. 

• Scroll down to the bottom 

of the page and click the 

Add Student button. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

ADD STUDENTS  

MANUALLY TO eDIRECT 

• In the Add Student window, fill in the required fields. 

• Populate the Accommodations, Demographics, and Testing 
Codes tabs with applicable information. 

• Click Save. 

 

 

Students must be added to 

a test session before 

testing. 



If … then ... 

a student needs to be moved into a 

different test session in the same 

school… 

edit the student's profile by moving the student to a new test 

session.* 

a new student moves into the 

district… 

add the new student in eDIRECT. Then assign the student to the 
appropriate test session(s).* 

  

NOTE:  If the  DAC is unable to add the  new student, the 

DAC must contact the WI Help Desk. 

a student moves out of the district 

prior to or during the district test 

administration window… 

remove the student from any test session in eDIRECT. Do not log 

into the test and do not mark any status code(s) for the student.* 

a student moves from one building 

to another building within the same 

district… 

the DAC should edit the student's information in eDIRECT before 

the student begins testing so that the student's scores report to the 

correct building.  The DAC must move the student to a different test 

session in eDIRECT.* 

TRANSFERING 

STUDENTS IN eDIRECT 

Refer to the DAC/SAC Guide for more information.  



 

SOFTWARE DOWNLOADS 

• Downloads available February 1st (eDIRECT) 

• Test Setup–General Information–Downloads 

• Order is important! 

• Testing Site Manager (TSM) 

• Remember to download Text to Speech (TTS) content here, if applicable. 

• INSIGHT 

• Technology Coordinators should review the Technology User Guide and 
the Technology Readiness Checklist posted on eDIRECT before 
beginning installation. 



ACCESSIBILITY  

Accessibility features are available for all tests.  

Students must be marked for a designated support or accommodation in 

eDIRECT BEFORE beginning the test. 

Students will then have an indicator on the Test Tickets showing they 

should receive accessibility features during the exam.  

The Accessibility Guide provides guidance on the use of the following: 

•Text-to-Speech 

•Spanish 

•Video Sign Language – online delivery for American Sign Language 

(ASL) 

•Braille 

 

 

 



SETTING UP ACCOMMODATIONS  

AND SUPPORTS IN eDIRECT 

• Under Test Setup – Students, select the Administration and filter 

to find the student(s). Click Find Students. 

• Assign accommodations to a single student by clicking View/Edit 

under the Action.  

• Assign accommodations to multiple students by selecting multiple 

students by checking the boxes to the left of the last name and select 

the Update Accommodations button at the bottom of the page. 

 



ACCOMMODATIONS IN eDIRECT 

 

• In the Accommodations tab, mark the student’s accommodation(s) under 

the appropriate content area. 

• Click Save. 

 



TEST SETUP TAB 

Available March 7th  

• Test Setup is where eDIRECT users can: 

• upload new students 

• search for students 

• edit student information 

• view student status 

• add or edit accommodations and 
testing codes. 

• oversee test session management 

• print Test Rosters and Test Tickets. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STUDENT INFORMATION 

• To access your uploaded student data, go to Test Setup and select Students to 

access the Manage Students screen. 

• Select the appropriate administration and use filters desired. 

• Click Find Students. 

• A list of uploaded students will appear in the Students window. 



STUDENT INFORMATION 

• From the Manage Students screen, users can view or edit student information 
as well as add students. 

• To view or edit student information, click the View/Edit       icon for the student. 

 



STUDENT INFORMATION 

• Within Edit Student, a student’s accommodations, demographics, testing 
codes, and test sessions may be viewed or edited. 

• From the Test Sessions tab, you may click Edit/Print Ticket Status to view 
the student’s testing status, user name, and password. 

 

Hover over the 

“completed” 

column to see 

how many 

questions a 

student 

attempted. This 

feature DOES 

NOT indicate 

how many 

questions were 

answered 

correctly.  



•  NOT TESTED CODES 

 

Students who are unable 
to test due to long term 
absence, medical 
reasons, parental opt out 
must be coded in 
eDIRECT. 

Not Tested Codes are 
required for all students 
who are unable to test.  



TEST SESSIONS 

• From the Test Sessions window you can view or add test sessions for a district 
or school. The window displays the status of the test session. Test tickets and 
rosters may be printed from this area. 

• Under Test Setup select Test Sessions, enter search criteria, and click Show 
Sessions.  

 
Test Session Status 

Not Started 

In Progress 

Completed  

Use the buttons at the 

bottom of the page to 

add new test sessions 

and export test session 

detail. 



ADDING TEST SESSIONS 

• From the Test Sessions window click 
the Add Session                             
button at the bottom of the page. 
Complete all required fields. 

• Click the Find Students button to 
return a list of available students in the 
Available Students window*.  

• Select students and click the right 
arrow to move them to the Students in 
Session window. 

• Click Save. 

 

 

 

* Students may be assigned to 
only one test session in a 
content area at a time. 
Students must be removed 
from assigned test sessions 
before they will be available to 

place in a new session. 



ADD STUDENTS TO AN EXISTING 

TEST SESSION 

• New students can be added directly to an existing test session. Under Test 
Setup select Test Sessions, enter search criteria, and click Show Sessions. 
Select the View/Edit icon next to the test session to which you’d like to add a 
new student.  

• Click the New Student button. 

• Enter student information. 

• Click Save. 

 

 
Remember 
A complete student record for new 

students added manually must be 

uploaded before the testing window 

ends. 



STUDENT STATUS 

• From the Student Status window you can view  and                                      
export the online testing status of one or more students for a specific district 
and school.  

 

 



PRINT TEST TICKETS 

• Test Tickets will be available beginning March 7th under Test Sessions. 

• Under Test Setup – Test Sessions, filter the required fields. 

• Click Show Sessions. 

• Select a test session and click the Edit/Print Ticket Status icon under Action. 

 

 



PRINT TEST TICKETS 

• In the Testing Status window, print all tickets in a session by                                   
clicking the Print All button at the bottom of the window. 

• To print selected students’ tickets, check the boxes in the Select column next to the last 
name and click the Print Selected button. 

 

 



TEST TICKETS AND STUDENT  

TEST ROSTERS 

• The Student Test Ticket always indicates an administration name, name 
of the assessment, student name, username, and password, and 
accommodation (if applicable). In addition to the Student Test Tickets, a 
Student Test Roster will print. The Student Test Roster lists the students 
in the test session. 

 

 



STATUS REPORTS 

• Four Status Reports are offered for Spring 2016: 

 

 
 

 



FINAL REPORTS 

• Scores will be available in eDIRECT under Reports – View Reports. 

• Student Reports will also be sent to districts 

 

 

 
 

 



RESOURCES 

• DAC/SAC Guide 

• eDIRECT Guides 

• Accessibility Guide 

• The Forward Exam Test Administration Manual (TAM) 

• Technology Readiness Package (For District Technology 

Coordinators) 

 

 

 



TUTORIALS AND ONLINE 

TOOLS TRAINING 

Available February 29th 

Student Tutorials 

• Video overviews of how to take the tests and use test tools 

available: 

• Through INSIGHT once it has been installed on student 

machines. 

• In eDIRECT under Test Setup > General Information > 

Wisconsin Online Assessments Student Tutorial. 

Online Tools Training (OTTs) 

• Interactive practice tests with sample questions. 

• Part of the operational test installation package. 

• A public link will be available on the DPI Forward Exam web 

page and eDIRECT log-in page (audio requires a TSM and 

secure log-in). 

 



DPI CONTACT  

INFORMATION 

Tahira Chaudary 

Forward Exam Program Manager 
tahira.chaudary@dpi.wi.gov 
608-267-2275 

Jennifer Teasdale 

Education Program Specialist 
jennifer.teasdale@dpi.wi.gov 
608-266-5193 

Jesse Roberts 

Assessment for ELLs 
jesse.roberts@dpi.wi.gov 
608-267-5153 

Phil Cranley 

Data, Student Demographics, and Privacy Issues 
philip.cranley@dpi.wi.gov 
608-266-9798 

Duane Dorn 

Test Security 
duane.dorn@dpi.wi.gov 
608-267-1069 

 

mailto:tahira.chaudary@dpi.wi.gov
mailto:jennifer.teasdale@dpi.wi.gov
mailto:jesse.roberts@dpi.wi.gov
mailto:philip.cranley@dpi.wi.gov
mailto:duane.dorn@dpi.wi.gov


DRC CONTACT 

INFORMATION 

Wisconsin Forward Help Desk 
  

800-459-6530 

 
 WIHelpDesk@datarecognitioncorp.com 


