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Introduction 
 

 

Purpose 

This document is intended for system, district, or school administrators responsible for creating and 

managing courses and classes in the Cognia Formative Assessment online platform. 

This document covers creating and managing courses and classes in the online assessment platform. 

(Teachers do not have access to these functions.) 

 

Support 

All user guides and supporting documents are available on the Formative Resources tab of the Vermont Help 
and Support website. 

Cognia Client Care representatives are available to answer any questions about the Cognia Assessments 

online assessment platform and student test delivery system. Please use the email and phone numbers 

listed below to contact Cognia Client Care for support. 

Email: vtservicecenter@cognia.org 

Phone: (800) 215-8975 
 

Browser Requirements 

Users may access the online assessment platform at any time during an administration. The online 

assessment platform is accessible to institutional users on desktops and laptops via the following browsers: 

• Chrome™ 92 or newer 

• Firefox® 89 or newer 

• Safari® 14 or newer 

https://vermont.onlinehelp.cognia.org/formative-resources/
mailto:vtservicecenter@cognia.org
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Class Data Management 
 

 

Classes are collections of students who can be administered tests and teachers who will administer them. (All 
classes are required to belong to a course.) There are two methods you could use to create classes: Quick 
Class Upload for bulk creation of classes or an individual class creation.  

Note: During this process you will be required to add information about courses to your class selections. 

Courses represent a grade level. Courses have been created in the online platform and cannot be edited. 

All classes that are created must be tied to a course.  

 

Quick Class Upload 

 
The Quick Class Upload is an excellent tool to quickly create a class and enroll students into the class using 
a single file. For each file upload, one must select a specific Grade, Course and School. 
 

1. Log into ADAM at www.adamexam.com. 

2. Navigate in ADAM to Rostering | Classes – click on the ellipses in the top right of the page. 

3. Select Quick Class Upload. 

a. Select the Grade to match the Class(es) you are creating. 

b. The Course should match the grade level.  

c. Select the School to match the Class(es) you are creating.  

d. Click the “Click to download template” button to produce a roster file of students.  

4. Update the roster file.  

a. Open the downloaded roster file (Note: Column A is the Student SSID).  

b. Add a class to each row of students.  

• Column F is Class Code – this naming convention should help you identify these 

students and classes (e.g. Jones_P3).  

c. Save the roster file as a CSV.  

5. Upload the roster file back into ADAM.  

a. Upload the file to Step 3 on the Quick Class Upload page in ADAM.  

b. Click the OK button to save the upload.  

 
Note: If you get an error message about 'school with sourced ID 'xxxxxx' does not exist.  You'll need to format 
the school column in the excel file. 
 

• In the excel file, format the school column as text (right click on the column label {that should highlight 
the entire column}, choose format cells, set category to Text, click ok. 

• Update the cell value to the 6-digit school code including the leading zero 

www.adamexam.com
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• Copy the school code value into each of the rows with data 

• Save as csv file.  

• Reupload into the Quick Class Upload page.  
 
There is also a video tutorial of this process on the Formative Resources tab of the Vermont Help and 
Support website.  

 

Individual Class Creation 

To create a new class: 

1. Select the Rostering  menu located on the left side of the page, and then select Classes . This 

opens the Class Config page. By default, the Class Config page displays the list of classes in your 

institution. 

2. Click the Create New  button located in the upper right of the page. This opens a new Class 

Setup page. 
 

 

3. Enter the class name in the Title  field. 
 

 

https://vermont.onlinehelp.cognia.org/formative-resources/
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4. If your institution has a Student Information System (SIS), classes in the SIS should include a class 

code. Enter this class code in the Class Code  field. If your institution does not have an SIS, enter 

the class ID in this field. 

5. (Optional) Enter a class location, such as a room number, in the Location  field. 

6. Select the class type from the Class Type  drop-down. 

7. Select the associated school from the School  drop-down. 

Tip: To search for a school, begin entering the school name in the School  field, and then select 

the school from the drop-down. (As you type, the drop-down automatically updates to display only 

the schools that match the entered criteria.) 

8. Select the associated course from the Course  drop-down. The course should reflect the appropriate 
grade level for that class.  

Tip: To search for a course, begin entering the course name in the Course  field, and then select 

the course from the drop-down. (As you type, the drop-down automatically updates to display only 

the courses that match the entered criteria.) 

9. Select “2023–2024 Vermont Formative” from the Academic Sessions  drop-down.  

Note: To remove a selected academic session, click the x  icon located beside it. 
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10. If your institution has a Student Information System (SIS), classes in the SIS should include a 

sourced ID. Enter this sourced ID in the Sourced ID  field. If your institution does not have an SIS, 

enter the class ID in this field. 

11. (Optional) Select a subject from the Subject(s) drop-down. If the subject is not included in the 

drop-down, you may enter it in the Subject(s) field, and then select it from the drop-down. 

(Multiple subjects may be selected.) 

Note: To remove a selected subject, click the x  icon located beside it. 

12. (Optional) Select the class grade in the Grade(s)  field. (Multiple grades may be selected.) 

Tip: To search for a grade, begin entering the grade in the Grade(s)  field, and then select the 

grade from the drop-down. (As you type, the drop-down automatically updates to display only the 

grades that match the entered criteria.) 

Note: To remove a selected grade, click the x  icon located beside it. 

13. (Optional) Enter the class period in the Period(s)  field, and then select it from the drop-down. 

(Multiple periods may be selected.) 

Note: To remove a selected period, click the x  icon located beside it. 

14. Select the plus sign  button in the Teachers section. This opens the Add Teachers box, which 

displays the list of teachers associated with the selected school. 

Note: A school must be selected before a teacher can be added. If a school is not selected, the plus 

button is disabled. 
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15. When viewing the list of teachers and to select a teacher: 

a. Click the page navigation arrows  and/or page numbers  located in the upper right of the 

list to navigate between the different pages of teachers. 

b. To search the list by teacher name, begin entering the teacher’s name in the Search  field. As 

you type, the list automatically updates to display only the teachers that match the entered 

criteria. 

c. Select the plus sign  button located to the far right of a teacher to select them. (Multiple 

teachers can be selected.) 

d. Once you have completed selecting the teacher(s), click the Done  button located in the lower 

right of the list. 
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Note: To remove a teacher, select the trashcan  button located to the far right of that teacher in 

the Teachers section. 

16. Select the plus sign  button in the Students section. This opens the Add Students box, which 

displays the list of students associated with the selected school. 

Note: A school must be selected before students can be added. If a school is not selected, the plus 

button is disabled. 
 

 
 

17. When viewing the list of students and to select a student: 

a. Click the page navigation arrows  and/or page numbers  located in the upper right of the 

list to navigate between the different pages of students. 
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b. To search the list by student name, begin entering the student’s name in the Search  field. 

As you type, the list automatically updates to display only the students that match the entered 

criteria. 

c. To filter the list by grade, select a grade from the Grade  drop-down. This updates the list to 

display only the students in that grade. 

Note: To remove a selected grade, click the x  icon located to the far right of it. 

d. To filter the list to display only the students who are not in any class, select the Search 

Unrostered Only  checkbox. This updates the list to display only the unrostered students. 

e. To add all students currently displayed in the list, click the Add All  button. Otherwise, select 

the plus sign  button located to the far right of a student to select them. (Multiple students can 

be selected.) 

f. Once you have completed selecting the students, click the Done  button located in the lower 

right of the list. 
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Note: To remove a student, select the trashcan  button located to the far right of that student in 

the Students section. 

18. Once you have completed making all selections, click the Submit  button located in the lower 

right of the page to create the class. (If the class no longer needs to be created, click the Cancel  

button.) This creates the class, and you are returned to the Class Config page. 
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Viewing the Class List 

To view the list of classes assigned to your institution: 

1. Select the Rostering  menu located on the left side of the page, and then select Classes . This 

opens the Class Config page. By default, the Class Config page displays the list of classes in your 

institution. The following columns are displayed for each class: 

Note: You may have to use the scroll bar at the bottom of the Classes page to view all columns. 

 Title : The class name. 

 School : The institution the class is associated with. 

 Course : The course the class is associated with. 

 Class Code : The class code. 

 Teachers : The number of teachers associated with the class. 

 Students : The number of students associated with the class. 

 Subjects : The subject(s) the class is associated with. 

 Grades : The grade(s) the class is associated with. 

 Created : The date the class was created. 

 Actions : The available actions for the class. 

Tip: You can sort the list by any of the following columns by selecting the column name and can 

reverse sort the list by selecting the column a second time: Title, Class Code, or Created. 
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2. When viewing the Class page: 

a. Click the page navigation arrows  and/or page numbers  located in the upper right of the 

page to navigate between the different pages of classes. 

b. To search the list by class name, begin entering the class name in the Name Search  field. As 

you type, the list automatically updates to display only the classes that match the entered criteria. 

c. Applicable only to users with access to multiple institutions: To filter the list of classes by school, 

select a school from the School  drop-down. This updates the list to display only the classes 

associated with that school. 

d. To filter the list of classes by course, select a course from the Course  drop-down. This 

updates the list to display only the classes associated with that course. 

e. To filter the list of classes by academic session, select an academic session from the Session 

 drop-down. This updates the list to display only the classes associated with that session. 

f. Applicable only to users with access to multiple institutions: If the list is filtered by school, a 

Teacher field displays. To filter the list of classes by teacher, select a teacher from the 

Teacher drop-down. This updates the list to display only the classes associated with that 

teacher. 

Tip: To search for a teacher, begin entering the teacher’s name in the Teacher  field, and 

then select the teacher from the drop-down. (As you type, the drop-down automatically updates 

to display only the teachers that match the entered criteria.) 

g. Click the x icon located to the right of a field selection to remove the selected option or click 

Clear Search located above the list of search fields to remove all selected options. 
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Viewing and Editing an Individual Class 

Once a class has been created, the class information can be edited if necessary. 

To view and/or edit a class’s information: 

1. Select the Rostering  menu located on the left side of the page, and then select Classes . This 

opens the Class Config page. 

2. Locate the desired class in the list, and then click the Edit  icon located in the Actions column to 

the far right of the class. This opens the Class Setup page for that class. 
 

 
 

3. If edits are needed, make the desired edits to the class information. 

4. Once you have completed making any edits, click the Submit  button located in the lower right of 

the page. If edits aren’t needed or the edits no longer need to be made, click the Cancel  button. 
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Deleting a Class 

A class can only be deleted if it has not been associated with an administration. Once a class has been 

associated with an administration, it cannot be deleted. 

To delete a class: 

1. Select the Rostering  menu located on the left side of the page, and then select Classes . This 

opens the Class Config page. 

2. Locate the desired class in the list, and then click the Delete  icon located in the Actions column to 

the far right of the class. This opens a popup prompting you to confirm the action. 
 

 

3. Either copy the class name that is displayed in the popup and then paste it in the text box , or 

manually enter the class name in the text box . 

4. Click the Delete button to permanently delete the class. (If the class should no longer be deleted, 

click the Cancel button.) This deletes the class, and the class is no longer displayed in the class 

list. 
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