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Introduction

Purpose

This document is intended for teachers who want to create their own tests to administer to students using
Cognia™ Formative Assessment content in the Cognia Assessments online assessment platform.

This document covers how to create a formative assessment test, schedule a test, and view test print
previews.

Support

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

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:

e Chrome™ 92 or newer
*  Firefox® 89 or newer

* Safari® 14 or newer
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Test Creation

Teachers can only access their own created tests. Tests cannot be shared with other teachers. Once a test
is created, it can be edited but not deleted.

Creating a New Test

To create a new test:

1. Selectthe My Tests €Y menu located on the left side of the page. This opens the My Tests page
and displays the list of tests you have created.

2. Click the Create New Test & button located on the far right of the page. This opens step 1 of the
Create New Test page.

COGNIA ASSESSMENTS Cognia Teacher ¥

& Home My Tests

System Test Name Content Area Grade

0 Tests ® Create New Test
>\
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Enter a test name in the Name @ field.
1
Select a content area from the Content Area ® drop-down list.

Select a grade from the Grade G drop-down list.

o o &~ w

Select Cognia Formative Assessment from the Item Bank F) drop-down list. (This is the only
option available.)

7. Select one or more standard sets from the Standard Set & drop-down list.
Note: To remove a selected standard set, click the x @ icon located beside it.

8. Click the Selected Standards @ button. This opens step 2.

COGNIA ASSESSMENTS

& Home <« Create New Test

B System
o Enter Test Information

z Rostering

Name Content Area Grade
1x: My Classes
¥ i) ferm 1 ELA ELA X v o8
C) D) E)
= My Tests
Item Bank Standard Set

Cognla Formative S5 Englls!ﬂ Language Bect BrandardT
Assessment Arts/Literacy - Grade 8 x
G English Language Nts_@ v o

o Select Standards

n Colort tame i
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On step 2, the following information and options are displayed:

* The standards table displays the list of Standards @ina hierarchy view and the number of
2
Aligned Items (3 to that standard.

* Begin entering a key word or words in the Search Standards ¥ field to automatically update
the list to display only those standards that match the entered criteria.

9. Click the Add @ button located to the right of a standard to select items for that standard. This adds
the standard to the Selected Standards list located on the right side of the page.

Note: To remove a selected standard, click the x @ icon located beside it in the Selected Standards
list.

10. Once you've selected the standards, click the Select Items @ button. This opens step 3.

COGNIA ASSESSMENTS  Cognia Teacher v

fome &« Create New Test

o Select Standards

18 A LHS5e _‘
= My Tests Standards Aligned Items Selected Standards
J) K
! CCSS.ELA-Literacy.R.8 COSSELA-Literacy.RILB.2
42
Reoding o

CCSS.ELA-Literacy.RL8
T 48 CCSS.ELA-Literacy.RI.B.3
Informational Tex

N)
Imtegration of Knowledge and ldeas 3

CCSS5.ELA-Literacy.RLA.)

CCSS.ELA-Lliteracy.RLE.B @ ADD o

oas and Details u

CCSS.ELA-Literacy.RLE.2

Determine a ¢

the text including

ationship
of tho Loxt

CCSS.ELA-Literacy.RLB.3

=
ADDED
)
4 Test Information 3 Standards selected  Belcnilicn -3
[0)

N
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On step 3, the following information and options are displayed:

.
- Alist of items @ with content and answer options/space for those items that are aligned to the
selected standards.

* Begin entering a key word or words in the Search Items by Content @ field to automatically
update the list to display only those items that match the entered criteria.

-
- Click the Filter Items & button to open a popup with options to filter the list of items.

MENTS Cognia Teacher v

@ Home ¢« Create New Test

@ System
Select items

& Rostaering

f22 My Classes T_ Filter ltems
O] )
i= My Tests
i Typer
@ add to Test 4 Points
Extended Text
Possages: Passagel  Passage 2 Stondard Alignmant
CCSSELA-
Literacy RLE.2

s1Using information from “Locally
QGrown Food,"” explain the healthy
food choices people can make.
Include details from the article to
support your response.

xdata

Learning Target: 1 can analyze ¢

B i U

Filter ltems *

Passages
Item Type
Webhb DOK

Metadata

Learning Target

DOK

-

Cancel Save Filters
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* For ELA items that contain multiple passages, select the Passage 1 & or Passage 2 tab to
open a preview of the item and scoring rubric.

11. Click the Add to Test @ button located in the upper left of the item to add that item to the test.
Note: Click the Added button to remove the item from the test.

12. Once you've completed selecting items, click the Review Test @ button. This opens the Review
Test step.

VIENTS Cognia Teacher v

£ Home ¢« Create New Test

@ System
Select Items

-
= Rostering

T Filter ltems

133 My Classes

i= My Tests
Type
@ Add to Test 4 Points
Extended Text

Stondard Alignment:

Passages:  Possage | Passage 2
Y

CCSS.ELA-

5 . . o Literacy.RI.B.2
Using information from “Locally had

Grown Food,” explain the healthy
food choices people can make.
Include details from the article to
support your response.

scato

Learning Target | can analyze ¢

B i U

Score Description

4 The response is thorough and accurate; refers to details and

ovamnlaes in tha tavt whon avnlainina what tha tavt eauve

£ Select Standards 3 Items selected + Review Test

7
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On the Review step, the following information and options are displayed:
* Drag and drop W the items to reorder them.

5
- Click the Remove W button located to the right of an item number to remove that item from the
test.

13. Once you've completing reviewing the test, click the Save And Exit & button to create the test and
return to the My Tests page and schedule the test later or click the Save And Assign @ button to
create the test and schedule it now. (Click the back arrow aQ located in the upper left of the page to
exit without saving/creating the test.) [See the section Scheduling a Test for more information about
scheduling the test.]

Reminder: Once a test is created, it can be edited but not deleted.

COGNIA ASSESSMENTS Cognia Teacher ¥

@ Home < Create New Test

(Z)
B System
° Review Test

-
& Rostering

- Term 1ELA
izi My Classes
ELA Grade 0B Grade 8 English Languoge Arts: 3 Standards 3ltems 8 Total Points
i= My Tests
Item 1 ; i
] _F Remove 4 Points
G @ Extended Text
Passages: Passagel  Passage 2 Standard Allgnment
CCSS.ELA-
Literacy.RLB.2

Using information from “Locally
Grown Food,” explain the Metadata
healthy food choices people can
make. Include details from the

kil b e s b

« Select items + Save And Exit + Save And Assign
LX) LY.

Leoming Target: | can analyz:
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Scheduling a Test

Teacher created tests can be scheduled from the My Tests or My Classes page.

1. To schedule a test from the My Tests page, skip to step 2. To schedule a test from the My Classes
S
page, select the My Classes €Y menu located on the left side of the page.

a. Click the Schedule a Test & button. This opens the Select a Test window.

COGNIA ASSESSMENTS Cogpnia Teacher v

& Home My Classes
® Systam — 3
Welcome Back, Cognia | 9 schedule a Test | Viewa «
E Rostering g
i oy Ginoon Washington Homeroom 13 2]
G Jolyn Woshington, Cognia Teacher STUDENTS ADMINISTRATIONS
i= My Tests o i @ Al
Period: 3 Grade: 06 Sessicnis) Math_Term 1 &

b. By default, the shared Cognia tests that are available for scheduling displays. To view your
N
created tests, select My Tests from the Test Type C) drop-down list.

Tips: Use the Search Tests @field, Content Area & drop-down list, and/or Grade G drop-
down list to filter the list of tests. Use the page numbers @ and/or navigation arrows o
navigate through the different pages of tests. Click a column header © 1o sort the tests by that
column and click the header a second time to reverse sort the list.

c. Locate the test you want to schedule, and then click anywhere on the test @ 0 select it.

d. Click the Select Test & button located in the lower right of the window. This opens the Review

Test page.
Select a Test to Schedule ®
Test Type Test Name Content Area Grade
1My Tests @ Q G G
@® Create New Test 1to20(108) « < u 2 3 4 > i »
© H)
- Test Name Content Area Grade Standards Items Date Created
| ‘© Term 1ELA ELA 08 3 Standards 3 October 27, 2022
O Term1 Reading ELA 08 2 Standards 2 November 8, 2022
»
Cancel
LK)
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e. Click the Schedule and Assign  putton. This opens the Schedule and Assign window.

GNIA ASSESSMENTS Cognia

£ Home &« Test Details

® Syster

2 Rostering o Review Test

aiz My Clas: n
y nsses Term 1 Reading

i e Math Grode 08 Grade 8: 2 Standards 2 ltems 2 Total Points
ftem1 1Point s
Choice
Which statement best proves SR AT,
that the given side lengths CCSsMath.Content 8.6.8.

describe a right triangle?

Meladotao:

Learning Targel: | can ider

A triangle with

< Back v Edit Test + Schedule And Assign

2. To schedule a teacher created test from the My Tests page, select the My Tests @ menu located
on the left side of the page. This opens your list of created tests.

a. Click the calendar @ icon for the test you want to schedule. This opens the Schedule and
Assign window.

COGNIA ASSESSMENTS

# Home My Tests

@ System Tast Name Content Area Grade

222 My Classes 2 Tests @ Create Mew Test
= My Tests
=)
@ Term 1ELA
ELA 08 1 Stondord 3 Items Cregted: October 27, £ [m) a8
2022 @
Term 1 Reading
ELA 08 1 Stondard 4 ltems Creoted: October 13, 1 @ (w) B
2022

ADMINISTRATION
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3. By default, the Administration Name @ is the test name followed by Administration. Edit the name
if desired.

4. Click in the Start Date & and End Date @ fields to select the testing dates from the calendar.

5. (Optional) Select an Academic Session @ from the drop-down list to filter the list of classes by the
selected session.

6. Select a class from the Assign to Classes (S) drop-down list. (Multiple classes may be selected.)
Upon selecting a class, the list of students within the selected class(es) displays.

. . -\ .
Tip: Click a column header @ to sort the students by that column and click the header a second
time to reverse sort the list.

7. Click the Select All @ button to select all students in the list or select the checkbox Gto the left of
a student’s name to select individual students in the list.

8. Once you've completed making all selections, click the Assign Test I button. The test is
scheduled, and you are returned to the My Classes or My Tests page.

Schedule And Assign *

Administration Name
Term 1 ELA Administration
O)
Start Date End Date

B njo1/2022 B8 nf1g/2022
) O]

Academic Session Assign to Classes
Washington Period 1 X
-

Washington Period 2 X

T

30 students in 2 classes Select All
U)
1Student Class
[J santiago Gonzalez Washington Period 1
- Benjamin Martinez Washington Period 1
[l sehastian lonez Wnehinntnn Parind 1 =

»

Cancel Assign Test

S)
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Viewing Created Tests

To view the list of tests you created:

1. Selectthe My Tests €Y menu located on the left side of the page. This opens the My Tests page.
The page displays the following information and options:

*  The number of tests @you have created.

* Arow for each test @you created. This displays the test name, content area, grade, number of
standards, number of items, and created date.

*  Begin entering a full or partial test name in the Search Tests @ field to automatically update the
list to display only those tests that match the entered criteria.

.
- Select a Content Area & from the drop-down list to filter the list to display only tests for that
content area.

- Selecta Grade @ from the drop-down list to filter the list to show only tests for that grade.

- Click the Create New Test @ button located in the upper right of the page to create a new test.
[See the section Creating a New Test for more information.]

- Click the edit @ (pencil) icon located to the far right of a test to make edits to that test. [See the
section Editing a Test for more information.] Tests can only be edited until an administration is
created. If an administration has been created, instead of an edit icon there is a preview ©'icon.
Click the preview ©icon to open the Test Details-Review Test page in view mode.

- Click the calendar @ icon located to the far right of a test to schedule the test for students. [See
the section Scheduling the Test for more information.]

*  Click the print @ icon located to the far right of a test to view a print preview. [See the section
Printing a Test for more information.]

COGNIA ASSESSMENTS Cognia Teacher v

£ Home My Tests

# System Test Name Content Area Grade

& Rostering @"1 a @" =

12z M 5 _‘2 Tests gfzmnm Meaw Test

:a sis E

'A) _ L Term 1ELA
® .

)

08 1 Stondord 3 Itoms Created: October 27, £ [m) B
2022 =
HE R K)
Term 1 Reading

ELA v} 1 Standord 4 lems Creoted: October 13, 1

®
2022 ADMINISTRAT ar_\;‘o"‘

o
o
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Viewing a Test Print Preview

To view a print preview of a test you created:

1. Selectthe My Tests €Y menu located on the left side of the page. This opens the My Tests page and
displays the list of tests you have created.

2. Locate the desired test in the list, and then click the print & icon located to the far right. This opens
a Print Settings popup.

COGNIA ASSESSMENTS Cognia Teacher v

# Home My Tests
% System Test Name Ccontent Area Grade
- Q v v
& Rostering
£z2 My Classas 2 Tests @ Create New Test
= My Tests
} a
Term 1 ELA
ELA 08 1 Stondard 3 ltems Crectod: October 27, £ [m] B
2022 @
Term 1 Reading
ELA v} 1 Standord 4 ltems Creoted: October 13, 1 @ [ B
2022 ADMIMISTRATION

3. By default, answers, passages (ELA only), metadata, and rubrics are displayed in the preview.
Uncheck & any of the criteria that does not need to be displayed in the preview.

4. Once you've completed making your selections, click the OK ® putton. (Click the Cancel & button
if the print preview is no longer needed.) This opens a print preview of the test in a new tab in the
browser.

Print Settings

< 8 Show Answers
© Show Passages
Show Metadata
Show Rubrics

Cancel
-
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5. Proceed to print the test or save it as a PDF using the browser functionality. For example, in Chrome
or Firefox:

a. Chrome: Either select the ellipsis & icon located in the upper right corner of the window, and
then click Print @& or right click anywhere on the page (ﬂ, and then click Print @ This opens a

Print window.
K CrBLOOVE » R - S
» O @ adamexam.com/v2/qti/print/crTest/c487ea10-556a-11ed-Geaa-65ef4ceBfal?showAnswers=false&ishowMetadata = falsefishowPassages=true&ishowRubrics =true e 7 0O ﬂ‘:
MNew tab o “
Which statement best proves that the given side lengths New window f
A e rlght triangle’) Mew Incognito window — Cirl=Shift+N
w Histary *
1+R Downloads Cur
- |triangle with side lengths 3, 4, and 6 is a Bookmarks »
ci-r ght triangle because the sum of the shorter Zoom w03
:} T des is greater than the length of the longest gy Pt
earch images with Google Lens Py Fali o
BE  Create 08 Code for this page £, S
Maore tools L3
Transiate to English 3 . X X Eait it Copy Pacta
7 triangle with side lengths 4, 6, and 12 is a
/e page source Cirl+L 5 Settings
ght triangle because the sum of the shorter ..P.[., ' ;
~ sides is less than the length of the longest =
side.

I. Select a printer or select Save as PDF from the Destination L) drop-down list, and then
N
click the Print & button (if a printer is selected) or Save button (if PDF is selected).

1122122, 1202 P Cr.BLIGWE
Print 1 sheet of paper

Which statement best proves that the given

side [engths describe a right triangle?
M I S O A Destination ___ % HPB8B27ED (HPENVY. +
and 6 is a right triangle because =)

(0 A the sum of the shorter sides is L HP8827ED (HP ENVY 4500 sgrigs)

greater than the length of the Save as PDF
Jongreet sde, Pages See more...

A triangle with side lengths 4, 6,
and 12 is a right triangle
. because the sum of the shorter Copies 1
sides is less than the length of
the longest side.

®

O

Color Color -

More settings v

Cancel
1055681 .. 1 n

0 Cognia Assessments | Formative | Teacher Test Creation: User Guide 13



b. Firefox: Select the menu ® icon located in the upper right corner of the window, and then click
iy
print @. This opens a Print window.

& CF-BLIOVE x e = o *

c O ﬂ hittpsyfwww. adamexamecom/v2/qlifprint/orTest/c4BTeal 0-556a-1 1ed-Seaa-65eldceBla00?showAnswers =false&showMetadata=falses ﬂ?

sync and save data

Which statement best proves that the given side lengths

describe a right triangle? New tab CuleT

New window Cerl+N

A triangle with side lengths 3, 4, and 6 is a SR ez

' A right triangle because the sum of the shorter Bookmaris >

- sides is greater than the length of the longest History >

side. Downloads Ctrs)
Passwords

A triangle with side lengths 4, 6, and 12 is a i hens ClaShiEEA

' B right triangle because the sum of the shorter sy culep

" sides is less than the length of the longest ALV save page as.. Crl+s

side. Find in page... Cirlsf

Zoom - 0% + A

I.  Select a printer or select Save as PDF from the Destination N) drop-down list, and then
click the Print @ button (if a printer is selected) or Save button (if PDF is selected).

7eal(-356a-11ed-Pea...

Print 2 sheets of paper
Which statement best proves that the given
side lengths describe a right triangle? Destination
A triangle with side lengths 3, 7 n o\ ﬁ HPB827ED (HP ENVY 4500 ... ~
4, and 6 is a right triangle m
. because the sum of the Save to PDF
shorter sides is greater than OneNote (Desktop)
the length of the longest side. Snagit 11
A triangle with side lengths 4, Oriehlote forWidoWs/D
6, and 12 is a right triangle Microsoft XPS Document Writer
because the sum of the Microsoft Print to PDF
shorter sides is less than the 5 , T
length of the longest side. HP8827ED (HP ENVY 4500 series)
Fax
Adobe PDF
Al N
Color mode
Color v
More settings ~
Print using the system dialog... =
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Editing a Test

Tests can only be edited until an administration is created. Once a test has been scheduled, it cannot be
edited.

To edit a test you created:

1. Select the My Tests @ menu located on the left side of the page. This opens the My Tests page and
displays the list of tests you have created.

2. Locate the test in the list, and then click the edit B) (pencil) icon located to the far right. This opens
the Review Test page in edit mode.

COGNIA ASSESSMENTS

£ Home My Tests
@ System Tezt Nome Content Area Grade
& Rostering R
sai My Classes 2 Tests @ Create Mew Test
% My Tests
Q Term 1 ELA
ELA og 1 Standard 3 ems Creoted: October 27,

2022 eﬂ!

I Term 1 Reading

3. Make the desired changes to the test. Options include:
* Drag and drop @ the items to reorder them.

- Click the Remove @ button located to the right of an item number to remove that item from the
test.

- Click the Select Items @ button located in the lower left of the page to return to step 3.

COGNIA ASSESSMENTS ~ Cognia Teacher v
2 Hoiia € Edit Test
@ Systam
° Review Test
£ rostering
:1: My Classes Term1ELA
ELA Grade 0B Grade B English Language Arts: 3 Standards 3tems 8 Total Points
i= My Tests
‘" Item 1 q Remove 4 Points Type:
G @ Extended Text
Passages: Passage | Fassage 2 Standard Alignment
CCSS.ELA-
2 . . G Literacy.R1.8.2
Using information from “Locally
Grown Food,” explain the Metadata
healthy food choices people can Leaming Targat: | can analyz
make. Include details from the
bl b i b G e e ——————
; (‘Select items + Save And Exit
G
—_—

0 Cognia Assessments | Formative | Teacher Test Creation: User Guide 15



On step 3, add and/or remove items as needed. (The items that are available are based on the
selected standards). Click the Select Standards (F) button located in the lower left of the page

to return to step 2.

Cognia Teacher «

COGNIA ASSESSMENTS

# Home &« Edit Test
o System
o Select Items
@ Rostering
£z My Classes T Filter ltems
= My Tests
® Add to Test i Type:
Extended Text
PGSSUQESI Passagei PGSSGQE 2 Stondaord Aignment:
CCSS.ELA-
8 8 % . Literacy.RLB.2
Using information from “Locally ki
Grown Food,” explain the healthy Matadata
food choices people can make. Learning Target: | can analyze ¢

Include details from the article to
support your response.

B i U

Score Description

4 The response is thorough and accurate; refers to details and

ovamnlae in tha tavt whan avnlaininn what tha tavt eawe
« Select Standards 3 Items selected
G
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* On step 2, add and/or remove standards as needed. (The standards that are available are based
ﬂ
on the selected standard sets). Click the Test Information @ button to return to step 1.

Cognia Teacher v

£ Home

Edit Test

B Systam
Select Standards

& Rostering
aaa My Closses
i= My Tests

Standards

CCSS5.ELA-Literacy.R.8

Reading

CCSS.ELA-Literacy.RLE

Infarmational Toxt

Intagration of Knowledoga and [deas

CCSS.ELA-Literacy.RL8.8

Koy ldeos and Detoils

CCSS.ELA-Literacy.RL8.2

CCSS.ELA-Literacy.RLE.3

Q‘ Test Information

aligned items Selected Standards

CCS5.ELA-Literacy.RI.B.2

28 CCSS.ELA-Literacy.RLB.3

o

CCSs.ELA-Literacy.RILE.]

o

ADDED

summary

ADDED

2

3 Standards selected [ElesdlEIER]

* On step 1, make any desired edits to the test name Cﬂ, content area G, grade O, and/or

standard set(s) Q

COGNIA ASSESSMENTS

Fel

eme € Edit Test
B System
° Enter Test Information

& rostering

Name
2z2 My Classes

Term | ELA

I= My Tests

item Bank

Cognia Formative
Assassmant

a Select Standards

Content Area Grade

ELA

Standard Set

English Language
ArtsfLiteracy - Grade 8 x
English Language Arts

=

08
Select Standards >
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4. Once you've completing making any edits, return to the Review Test step, and then, click the Save
N
And Exit @ putton to update the test and return to the My Tests and schedule the test later or click
-
the Save And Assign (D button to create the test and schedule it now.

Note: Click the back arrow N) located in the upper left of the page for any step if changes are no
longer needed/should not be saved.

COGNIA ASSESSMENTS Cognia Teacher «
Gleas ¢ Edit Test
N)
@ System [
° Review Test
& Rostering
tii My Closses Term 1ELA
ELA Grade DB Grade B English Language Arts: 3 Standards 3ltems 8 Total Points
i= My Tests
] Item 1 B Remove P ype:
Extended Text
sl o Fatedet Standard Alignment
CCB5.ELA-
Literacy.R1.8.2

Using information from “Locally
Grown Food,” explain the Metadata
healthy food choices people can
make. Include details from the

¢ Select items + Save And Exit v Save And Assign
L) @

Leoming Target: | can analyzi
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