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Before you Start

Turned off pop-up blockers

Using Internet Explorer

Select Tools - Pop-up Blocker — Pop-up Blocker Settings.

Mail and Mews »

Pop-up Blocker Turn OfF Pop-up Blaocker
Manage Add-ons... Pop-up Blocker Settings. ..

Synchronize. ..
Windows Update

Windows Messenger

Internek Options. ..

type www.nc.thinkgate.net in the “address of website to allow” bar.

Select Add, and Close.

ﬂ’rinting Options

If you are using Internet Explorer:

1. Select Tools in the toolbar.

2. Select Internet Option, then select the Advanced tab.
3. Scroll to Printing, and select the check box,

Print background colors and images.

.




Create a Report - Teacher View
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fClick Scores for list of reports
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Test item preview

1 gk 0
Larw 2

EEE T THETE

& |Mean BED

W |
wa | e

-y
e

Dlone. L ) a v 0% -

Close Preview

Click Student Scores for Reports

e —
=i =
—— LSO

Horrh Carsima Triming Vyvims] Avsessment Category Dewmigrapnics
Hope Tom _— Gondee v
-] d Race: -
Home Support -
[I'J'I"_‘ .'_' Limited [nginh Proficiency: 4 =
SN I2TEFILA - Canabubty Special [0 M.
B 128040 Pare Tach | - SoCHmCosomar Sy Moo
— Ahgrant M.
e ek
= hiiniad find Rmgt|
o JFr— North Carolina Training System1
9_12 8011 - Princ Tech 1
I o veiisa| Hogan, Tom
hlﬁ’- etllmuﬂhﬂ ach hare.
8_12TEPY Tewt
 Ad Rk
¥ Doatractor Ansbyses
¥ mem Arabyuis
¥ Progress Repost
* Standard Anatyss

B sk Standas da Ty Tast, Studarm
Teat=9_12108

g, Backy
o Tes® 128011 - Prine Tech 1 Teom 11 0004

. 13RI
e efiects of Mikd pressane,

" Studers by Standard = Cast, Cindy
FSubi s by Standand o Tesd 9_12B0T1 - Princ Tech 1 Totm 11 90.00%

*stanmdaids iy St Evamite Uit s of vollage of e e,
STl by Test, Sudest « D, Bonn
@ Test 8_120011 - Princ Tach 1 Tem 1 B0.00%
= I SLambards 3¢ of Concein
= NCCTES 1LTEFA00Z01: 86.07%
Kviksals the 4oty of Muid preswss,
= HECTES_12IEPLO0L0T: 7500
Ealsats 1 sRCTs of voltage dNTeance,
. Moty
o Test9 128011 - Prine Tach 1 Tem 13 100004
laads s lessisn.
® donwes, Jent
2 Test 9§ 128011 - Prine Tach 1 Term 11 £0.00%
Standards ars of conean
® HCCTL_ZIERLO0LOT: 66l

= MECTES_AZTEFAD001: T5.00%
Bvanale o eflects of vellage dffmence,




Create a Report - Administrator View
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Select Assessment Category

Select Portal and Demographics Criteria
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Click (Show Performance Level) or (Show PerformancelLevel Distribution)
Click Red dot to Close report
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Select Report (At Risk Subgroups by standard) Note: Standard = Objective
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At Risk Subgroups by standard (Note: Standard = Objective)
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/Standards Analysis Multi-level (School and District)
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Class Level Reports
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Create Advanced Reports
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How it Works

Local Computer

Al Local Network

Local IT Dept.

Thinkgate Elements
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User Types

Cmanager

Administrator

Teacher

Cmanager, or Curriculum Manager, has the ability to create, edit and

publish District Assessments and to create questions and other

content. A Cmanager has to capability to add and edit staff and

student information, as well as the ability to view and reset test

results for any grade, subject or course. A Cmanager can aggregate

and disaggregate data across the area of responsibility.

The Administrator title allows for the viewing of data and content

for their area of responsibility. An Administrator has no ability to

edit curriculum or content.

The teacher title gives users access to data, but is restricted to his or

her class roster. A teacher can administer tests, view plans and view

standards pertaining to his or her grade, course and subject.

Item Bank Descriptions

NCDPI Label
District

Teacher

School

Personal

Item Bank Description & Attributes
District (LEA) item bank is the repository for shared items
created by any LEA level user for use on district
assessments. These items are accessible by any LEA user
and may be edited.

Shared Teacher item bank is the repository for items
created primarily by teachers for classroom assessments
that are shared with other teachers in the same grade,
subject, and course across the LEA. These items may only

be edited by the item author.
(District/LEA users may also add items to this item bank at their discretion.)

Shared School item bank is the repository for items created
primarily by teachers for classroom assessments that are
shared with other teachers in the same grade, subject, and
course at their own school. These items may only be edited
by the item author.

This item bank is the repository of items created by ANY
Elementstm user/author for their own personal use. These
items may only be edited by the item author.
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User Role Access

LEA Tmanager
LEA Cmanager

Teacher
School Level
Administrator

School Level Cmanager
(District/LEA by discretion)

Teacher

School Level
Administrator

ALL



Equipment
Workstations (For teacher, administrator, student use)

PC: (with internet access)

Operating system: Windows XP, Windows Vista
Browser: IE 6.0 — 7.0, Firefox 3.0+

MAC: (with internet access)

Operating system: OS X

Browser: Firefox 3.0+

Workstations (For scanning test results)

MAC: Not Supported

PC: (with internet access)
Operating system: Windows XP, Windows Vista
Connector: Serial or USB, depending on scanner.
Windows XP:

1.5 GHz Processor

512 MB of RAM

500 MB of free Hard Drive Space
Windows Vista:

2 GHz Processor

1 GB of RAM

500 MB of free Hard Drive Space

Software:

Thinkgate provided Halo Scanning Software (OMR version or Plain Paper version,
depending on scanner type).

Monitors

The lowest resolution recommend is 1024 X 768 higher settings are better.

Printers

Any high quality printer (printing plain paper forms)
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OMR Scanners for HALO scan sheets

INSIGHT 2

INSIGHT 4

OPSCAN 3
OPSCAN 4
OPSCAN5_6
OPSCAN 7_8

5000i

EZData

Any Scantron scanner

Plain Paper Scanners

Brother DCP 8080DN

Brother DCP 8060

Brother MFC 8460N

Brother MFC 8480DN

HP Scanjet 5590

HP ScanJet N6010 Document Sheet-Feed Scanner
HP Scanjet 8350/8420

HP Scanjet 8460

Other TWAIN compatible scanners should work.

Clickers

E Instruction RF

E Instruction IR

E Instruction (CPS Pulse - model KG3EI)

Renaissance clickers

Also the clickers are only supported on 32 bit operating systems at this point.

5,000 500.00 35.00 535.00

10,000 | 1,000.00 70.00 | 1,070.00
15,000 | 1,500.00 105.00 | 1,605.00
20,000 | 2,000.00 140.00 | 2,140.00
25,000 | 1,750.00 175.00 | 1,925.00
30,000 | 2,100.00 | 210.00 (| 2,310.00

HALO PRICES
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Class Convention

d} ELEMENTS™ ==

Worth Carolina Training Syztem
Hogan, Tom

g3l Home m Support

S20.9_ 12 MESET4A -
9 12 6670 - Sports and Entettainmen

; ﬂ*a Curnculum
FE| Instruction
Assessment

r‘ Data Utilization

Class Convention = school.grade.subject.course.period.semester

Example:
S20.9 12.ME.SE1.4.A

S20 = School "S20" (might not show).

9 12 =Grade "9_12".

ME = Subject "Marketing Ed" .

SE1= Course "Sports Ent 1" .

4 = Period "4" .

A = Semester "all" or F = Fall or S = Spring

Curriculum Convention = grade Course Number and Name

9 12 =Grade "9_12".
Course "6670 Sports and Entertain 1" .
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Add Staff

Support — Reference Center — Add Staff

System Messages

Tips & Tricks
Title
Turn Off Pop-Up Blockers - Internet 7

Turn Off Pop-Up Blockers - Internet 8

Support Center

Submit Help Reque\t
Reference Center
FAQ

User Profile

Turn OFf Pop-Up Blackers - Mozila Firefox (3.0+)

Print Background Colors - internet 8
Print Background Colors - internat 7

Change My Password Upcoming Events Al -
Staff
Staff Al
District Setup
Add Staff

Curriculum Directory
Standards Directory

Performance Levels yor

Permission Report yo)
Schools

Schools Pl
Classes

Classes yor
Students

Students » R

Enroll Students Fel

Fill in LoginID — User Name — Select School — Select User type (teacher)
Set Restrictions to Change password on next login

Save

$ELEMENTS" =
1 = =
Page 67357 added.

Profile USER: New Staff - Profile

Actions
Save New Staff
*Save and Return New Staff (Last, First MI)

Delete
*Cancel District Office Schoal 1 =
Reset Password none -

Restrictions:

Reset Password (Enter in a generic password - repeat)

Save
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Add a Class

Select options ( school, subject, course)

Save
— —
J———— P = i

Profile l Class Update - Profile
S st B
Studants Geade: 513 =
Cuamscabum SHCT:  fuarens anall =
Tast vants ComM gt - Comp Apps |
S

< Actions Section:
FEave
*Save and Petum You:  man
*Copy Chass Semder  vew +
"Delate Class Pulk 1
*cancal ok

Pt o fesme o =

Type section — Select (Semester, Period)
Retain on Resync - Yes
Save

-

Click Teacher — Select School

Click Find Teachers ( if no teachers found change Status to All)

N S P}{f
Teacher Selection for Class

CLASS:S20.9_12BEPP1.1.A

Teacher: (last, firsty
School:
Status:
Include selected: Include available:

Find Teachers | Select Teachers| Add Teacher | Returnto Class |

/

-

Check Teacher N

Click Select Teachers — Return to class

Teacher Selection for Class

Teacke:

hae, st}
Schest  Dememngnichod -

S avens

ckde vesectadt: ¥ ke maades

Vi Foactuns | Saboct Toachmis| Akl Toaches | Batinn b Clins

a
i @

[ metinns pry——
|-

Schesd
Eiements Hgn Bohat

©

N
s Flamenty bagn Senaot
& o, Greg Elements Hgn School

Harms, Margaret Edments Hgn Schaol
0 ¥ Hagan, Tom Himents vaga Schsol
’ Hega, Jenates Eiarmeets bga Schact
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-

Check Students — v/
Click Select Students — Return to Class
i CEC
P o Nk s
Student Selection for Class
CLASS: S200_12BEPPL1A - | e | —
m-“ g ¥ Edit mame Grade
L 4 =]

Save /

Common Questions with Elements by Thinkgate

What if | need a password reset?

In the case of needing a password reset (i.e, becoming locked out of the system, forgotten
password) you will need to contact the primary point of contact within LEA in order to get the
password reset. Thinkgate support cannot reset user’s password due to security reasons.

How do you unproof a test?

Once a test has been proofed it cannot be unproofed. The only way to make changes to the proofed
test is to copy the test and make changes to the copy of the test then proof the copied test. The
answer for an item, standard, or scoring may be changed. Please see question 16 for more
information.

Warning: If a test has been copied, then the copied test proofed, new bubble sheets will need to be
printed for the copied test. The old bubble sheets for the original proofed test will not work for the
copied and changed test.

Where can | find the Quick Start Guides?
The Quick Start Guides can be found in the Reference Center under the Support tab.

How long does it take to get a roster file uploaded?

Roster files should be uploaded within 48 hours of being received by Thinkgate support unless there
are any issues during the upload process. Roster files sent late Friday will be uploaded at the
beginning of the following week.

Can | upload test questions from Microsoft Word?
Currently there is not a way to upload individual questions from an external source. Questions must
be manually entered into the item bank using the Add Item feature. However, entire test
documents can be uploaded for external testing purposes.
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10.

11.

12.

13.

14.

Are there any restrictions on image sizes?
The suggested size for images upload to the system is 300x300 dots per inch (dpi) for two column
tests. Images on one column tests can be as large as 600x600 dpi.

Can | add questions to Elements that come directly from a text book?

If a question is added from an external source such as a text book the copyright information must be
completed. The copyright drop down on the Item Profile screen will need to be changed to 'Yes' and
the credit field needs the proper information for the original source of the question.

How do | change the term for a newly created test?
In order to change the term on a newly created test the grade, subject and course must be selected
and saved for the term drop down to show up.

How do | change the order of the questions on an un-proofed test?

In order to change the order of a question on a test you can change the Item # next to the question
in the left column of the content page. You will need to change both questions that are being
switched. For example, you can change the item # for question 2 to 1 and the item # for question 1
to 2 and hit save.

How do | remove a question from an un-proofed test?

In order to completely remove a question from a test you will need to click the red X next to the
Item # in the left column of the question. The red X will change to a green check mark and a new
menu option will appear in the left navigational screen called Remove Selected. By clicking the box,
you will remove the checked questions.

What is the difference between removing a question and erasing the content?

Removing a question, using the red X, will remove the entire question from the content and the
total item count for the test will change. Erasing the content, using the Erase Question button, only
deletes the information for that question but leaves the blank question. It does not change the total
item count.

Why, when | use the search questions option, does it leave blank questions on my test?

The search questions feature adds a new question to the test. It does not change the content of a
blank question on the test. For example if a test has 10 questions and the search questions feature
is used, it will add an eleventh question to the test, not change one of the existing blank questions.

What information can | change on a test after it has been proofed?

After a test has been proofed there are only a few components that can be changed. The standards,
correct distracter, score on test checkbox and security tab are the only areas that can be changed
after a test is proofed.

Why is the dashboard grayed out?
If the dashboard for test is grayed out, the test security is likely set to Inactive. When the test
security is set to inactive, the dashboard will be grayed and not viewable until a date is specified
within the Test Security window. This feature can be changed through the security tab under the
test profile screen for a proofed test. The status can also be changed through the Find District Test
screen. This task can be completed by selecting the checkbox next to the correct test and then using
the Actions button hover over to change the status.
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15.

16.

17.

18.

19.

20.

21.

How do I reset a student's score?
In order to reset a student's test score, you will need to check the select checkbox next to the
student's name and click the Reset Selected option in the left navigation screen.

How do | manually input a student's score?

In order to manually input a student's score, you will need to check the select checkbox next to the
student's name and then click the Manual Input Selected option in the left navigation screen. This
process will open a separate window that will allow you to manually enter question answers for the
student. This is most commonly used to enter short answer question scores.

Should the sheet be face up or face down?
Both HALO and Plain Paper bubble sheets are scanned face up.

How do | switch scanning modes?
In order to change the scanning mode on the scanner hold ctrl + shift + F12 with the scanning
software open.

Why are no scores showing on the Dashboard after | scanned the test?

The most common reason for scores not showing on the dashboard after a test was scanned is
because the test contained a short answer or essay question. Scores for these questions must be
manually input for the students in order for the scored to be calculated.

How does a student become locked out of an online test?
If a student clicks anywhere outside the online testing window on their computer, it will lock them
out of the test.

How do | unlock a student's online test?
In order to unlock a student's test you first go to the dashboard for the test. The student's name

should be highlighted in yellow with an unlock option in the locked column of the student roster.

NOTE: We recommend that teachers keep the dashboard up on their computer while students are
taking online tests so the teacher can see immediately when a student is locked out.
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