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Administering the RIDE Assessment 
Proctor Packet 

 
The RIDE assessment is to be delivered during the Rhode Island-wide assessment 
window of December 8th, 2008—December 19, 2008 and a second window of May 11th, 
2009 – May 22nd, 2009. All eighth grade students from your school system may be 
tested. This assessment is delivered solely online. All student accounts have been 
created for you, and these accounts will be enrolled in a class named after the school 
your students attend. 
 
The purpose of the assessment is to gauge the technology literacy proficiency of Rhode 
Island eighth graders. The assessment will provide schools, districts, and the state with 
data to help make curricula and programmatic decisions regarding technology 
instruction. 
 
This packet is designed to help you administer the assessment to your students and / or 
to help others administer or proctor the assessment during the assessment period. It is 
divided into three detailed sections:  
 

I. What do I do PRIOR to the assessment? 
II. Proctors: What do I do DURING the assessment? 

III. Coordinators: What do I do AFTER the assessmen t? 
 
The intent of each section is to provide you with a “start-to-finish” manual to deliver 
TechLiteracy Assessment. Each section includes step-by-step instructions and relevant 
materials including proctor guidelines and scripts that are necessary to successfully 
administer the assessment. 
 
Assessment Vocabulary: 
There are two vocabulary terms that are used often in this guide: Coordinator and 
Proctor.  
 
Coordinator: The coordinator is the school system’s primary contact person for the 
assessment. Most school systems will have only one Coordinator which is more 
accurately called a School Coordinator. School Coordinators have access to all of the 
reports except the comprehensive statewide report.  
 
Proctor: The proctor is the class assessment administrator. Most schools will have only 
one proctor, but more proctors may be used. The primary responsibilities of the proctor 
are to print login cards for the students and administer the assessment. Proctors have 
access to individual student reports and a class reports. 
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I. COORDINATORS AND PROCTORS: WHAT DO I DO 
PRIOR TO THE ASSESSMENT? 

 
Steps to complete PRIOR to the assessment : 
 

·  Login / verify set up (p.2) 
·  Print login cards / roster (p.6) 
·  Create an assessment event and enroll students (p.8 ) 
·  Add any new students who do not appear in the onlin e class (p.12)  
·  Print, review, and distribute proctor scripts to pr octors / script readers 

(p.14) 
 
 
 
Login / verify set up  
 
Open a browser and go to www.learning.com 
 
Enter your username, password, and district (RIDE) 
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If you are a Coordinator for RIDE, a coordinator page will load. Under My Account 
Tools, select “View My Classes.” IF you are not a coordinator, skip this step. 
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Learning.com and the State of Rhode Island have collaborated to import all of your 
students into an online class for you. When you log in to your account, your district’s 
school system will appear as an online School, and your school will appear as an 
online Class. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

From the 
Home page, 
your district 
will appear as 
an online 
“School.” 
 

From the 
Classes page, 
your school 
will appear as 
an online 
“Class.” 
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From the Classes page, you can view your assessment and roster information for 
your Class. To view the list of students automatically enrolled in your online school 
class, click the blue “Roster” tab. The roster should show student information for all 
or nearly all of the eighth grade students in your school.  
 

 
 

 
 

 
 
 
 
 

 
 



 - 6 - 

Print Login Cards / Roster  
 
Click the orange Print Login Cards button to retrieve student usernames, passwords, 
and other student information in login card format. Print login cards and provide them 
to proctors, and script readers. **If a student(s) does not appear in the roster, you 
can add him or her manually. Directions for manually adding students are noted 
below. 

 

 
 

Login cards may 
be printed, cut 
out, and 
provided to 
students so that 
they can easily 
reference login 
information on 
the day of the 
assessment. 
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If you prefer, you may also click the orange “Print Roster” button in the “Classes” 
section to retrieve usernames, passwords, and other student information in roster 
format. Print the roster and place it in a safe place. Provide the login information 
to proctors, script readers, and students.  
 

 
 
 
 

Proctors often 
find rosters to be 
a useful way to 
keep student 
login 
information 
stored in a safe 
place like a 
grade book.  
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Create an assessment event and enroll students  
 
In order to accommodate the technical structure of the Learning.com platform, each 
school in your district school system has been created as an online Class. Your district 
school system has been created as a School, and RIDE is a District. 
 
Students are automatically enrolled in your school class. Your task is to set the 
assessment event within the RIDE assessment timeline (December 1, 2008-January 16, 
2009).  
 
To set an assessment event, go to the “Assessments” icon. Under “Class Assessments,” 
ensure that your school name appears as a class. If not showing, select your class from 
the drop down list located on the left. With the correct class selected, click the orange 
“Add a New Event” button. 

 
 

 
 
 
 
 
 
 
 

Ensure that your school 
name appears under 
class assessments. All 
schools have been 
created in the 
Learning.com system as 
online classes.  
 
Your district school 
system is an online 
school. 
 
RIDE is the district. 

Make sure to click the “Add a 
New Event” button to create a 
new assessment event. 
 
This step MUST be completed 
in order for your students to 
take the assessment. 
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With the correct class selected, click the orange “Add a New Event” button. A pop-up 
window “Add a New Assessment Event” will load. Verify your Class name and 
Assessment name.   
 
If a check mark appears in the “Active” box, then students can access the test online 
during the assessment window that you set.   
 

 
 
Deactivate the assessment as soon as you are finish ed testing your students.
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Carefully set your assessment date range, days of the week, and daily time window. 
Click the orange “OK” button when finished. 
 

 
 
 
Note: Leave the check marks in the “Make curriculum inactive…” and “Randomize 
questions” fields unless there are special circumstances which require them to be 
toggled off. 
 

In the example to the 
left, students at 
Practice School will 
be taking the Middle 
School Post-test. The 
assessment is active. 
Students will be able 
to access the 
assessment on 
Tuesdays and 
Thursdays between 
December 1 and 
December 15 from 
8:00 am until 3:00 pm. 
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A verification page will load in “Assessments”. Verify the class name, assessment 
version, dates of the assessment, and student enrollment. If you need to make any 
changes to the assessment event, click the orange “Edit This Event” button. 
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Add any new students who do not appear in the onlin e class (your school)  
 
If you need to add a student whose name does not appear in your class roster, click on 
the “Students” icon. Choose grade 8 by clicking the box to the left of 8 on the School 
Roster tab. Next, click the orange “Add a New Student” button. 
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Complete all of the student information accurately. It is particularly important to ensure 
that the Rhode Island student ID number matches the student . You may create 
whatever username and password you desire for the student, but the Rhode Island 
Student ID must be exact to ensure accurate reporting of student results. Click the Save 
button(s). 
 

 
 
The student will be added to the school roster. Next, enroll the student in your class from 
the “School Roster” tab. First select 8th grade; then select “Enroll,” so that he or she can 
take the assessment with other students enrolled in the class. 
 
Click the check box to the left of the student’s name. Then, click the “Enroll” button. 

  
The student will be enrolled in the assessment event. 
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Print, review, and distribute proctor scripts to pr octors / script readers  
 
 

1. Once you have retrieved student login information, print, review, and distribute 
the proctoring instructions (available at www.learning.com/help/ri).  

 
If your online school class is large, you may need assistance in delivering the 
assessment since there may be too many students for a single proctor to deliver it by 
himself / herself. If this is the case, there are two options: 
 

1. Maintain class set up and enrollment; select other teachers to assist you in 
proctoring the test by reading the script and supervising students as they take 
the assessment. Provide the student login information, proctor guidelines, 
and proctor script to the script readers prior to the assessment. 
RECOMMENDED. 

2. Determine how to divide the students in the roster and locate other proctors. 
Contact Learning.com (btosky@learning.com / 800-580-4640, ext. 439) to 
help divide the class and create new proctors and assessment events. 

 
To access the proctor packet and guidelines, go to www.learning.com/help/ri . The 
proctor guidelines and proctor script are also provided on the following three pages and 
may be copied directly from this proctor packet. 
 
Once all proctors / script readers have the student login information, proctor script and 
guidelines, please ensure that they review all of the materials at least three  days in 
advance of the assessment. Such lead time will reduce the chance for technical or 
logistical glitches on the day of the assessment. 
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Proctor Script 
NOTE: Display the internet address, www.learning.com , prominently for students. 

Provide students with their login information PRIOR  to testing 
 

This script should be read aloud to all students completing the 
assessment : 

 
Today you are going to use the Internet to take a assessment. The reason for this 
assessment is to let you show what you know about computers and technology. It is 
okay if you don’t understand all the questions. 
 
Just do your best. 
 
For this assessment you have to follow the same rules you do for any test: no talking, no 
looking at your neighbor’s computer and sit quietly when you are done. 
 
To get started, you will log into www.learning.com and type in your username, password, 
and district name. 
 
Once logged in you will see the words: “TechLiteracy Assessment”. Click the start button 
to begin the instructions for the test. You will need to read the instructions . DO NOT 
fast forward through the instructions. Please read the instructions quietly. When the 
instructions have finished, another Start button will appear on the screen. Click the Start 
button to begin testing. 
 
Read and follow the directions in the questions to answer them. If you need help reading 
a word in the question item, please raise your hand. I can help you with word 
pronunciation, but I cannot help you with any of the answers to questions. 
 
If you experience a problem with the computer during the assessment, please raise your 
hand right away, and I will assist you. 
 
When taking the test, you will not be able to use keyboard shortcuts or right-click actions 
with your mouse. You may use left-click actions only. 
 
The assessment is not timed; however, try to complete it during this class period. Be 
sure to press the TURN IN TEST button only when you have answered all of the 
questions so that all of your answers are recorded. 
 
It is time to start the test. Please use your login  information to begin. 
 
*Give login cards to students who need them and assi st students in logging in 
correctly. 
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Proctoring Guidelines for TechLiteracy 
Assessment 

 
Assisting Students 
 
Proctors may not help students with the assessment itself. They may only help students 
log in and begin the assessment. 
 
Proctors may help students with any hardware or internet connectivity issues during the 
assessment. Students should be instructed to tell the proctor immediately if any 
technical problems arise during the assessment. Technical problems should be recorded 
in the Proctor notes section in the management system. 
 
Proctors may pronounce words in the QUESTION item on the assessment. Proctors 
may not provide definitions for any words. 
 
Students must follow the same rules for the assessment that they follow for any graded 
test or exam: no looking around, no talking, nor any comparing answers, etc. 
 
Right-clicking and keyboard shortcuts are not accep table forms of responding to 
items in TechLiteracy Assessment. All answers must be made with traditional left-click 
mouse actions. 
 
Your district may choose to follow students’ IEP guidelines or other accommodations 
such as reading aloud for ELL students as indicated for any standardized assessment. 
 

 
 
 
 
 
 

Use the “Proctor 
Notes” section to 
denote any 
testing 
irregularities.  
Include the date 
of testing, time, 
and a description 
of the 
irregularity. 
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Assessment Management 
 
Testing irregularities should be noted in the Proctor Notes section of the management 
system. Examples of testing irregularities include: fire alarms, loss of internet 
connectivity, student becomes ill, cheating, hardware failure, special announcements 
during assessment, etc. It is a good idea to include the date, time, and student 
username (if applicable) of each entry. All of your notes will be stored in this section. 
 
You can monitor the progress of your students during the assessment via the Teacher 
Management System . To do this, log-in to your teacher account, click on the Classes 
icon, select the class and event you’d like to monitor, and regularly click the Refresh 
button to see the up-to-date progress of your students reflected in progress bars beside 
each student’s name. 
 
When a student has submitted a test for scoring, you will see a check mark under the 
Submitted column, as well as an option to reset the test in the event a student has 
submitted the test prematurely. To reset the test, click the Reset  button. The student will 
be able to log back in and complete the test. 
 
Assessment Completion 
 
The TechLiteracy Assessment was designed to be completed within a 40-50 minute 
class period. However, proctors can choose to allow students to take as long as needed 
to complete the assessment. It is recommended that proctors plan to allow one class 
period to complete the assessment. 
 
If a student begins but does not complete the assessment during the initial test period, 
click the Exit button in the student’s assessment window and his or her answers will be 
saved. The student will be able to log back into TechLiteracy Assessment and pick up 
where he or she left off as long as they continue testing within the scheduled 
assessment time window. 
 
If a student begins but does not complete the assessment and does not return to 
complete it later, their answers will be saved but a score report will not be produced for 
that student. 
 
Testing Environment 
 
Proctors should ensure that the assessment environment is free of distracting noises or 
interruptions. 
 
The assessment may be proctored in a variety of settings, including, but not limited to 
labs, libraries, mobile wireless labs and classroom computers. 
 
Determine a way to ensure students that finish the assessment early do not disrupt the 
rest of the class (for example: students should bring in a project, homework or a book to 
read). 
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II. PROCTORS: 
WHAT DO I DO DURING THE ASSESSMENT?  

 
 
Things to accomplish DURING to the assessment: 
 

·  provide login information to students (p.18) 
·  read proctor script (p.18) 
·  monitor student progress (p.19) 
 
 
Provide login information to students; read proctor  script  
 

1. On the day of the assessment, review the proctor guidelines; then provide 
students with their login information.   

 
2. Read the proctor script.  

 
3. Students should go to www.learning.com, enter their login information, and 

begin the assessment. 
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Monitor student progress  
 

Proctors can monitor student progress during the assessment. Simply click the 
“Assessments” icon on the green task bar. Under “Class Assessments,” ensure that 
school’s name appears in the drop down menu, and then click the name of your 
assessment, which looks like a hyperlink. 
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A real-time status page will return. Students’ Last Name, First Name, User Name, 
Time, Progress, and Submitted status will be returned. You can access periodic 
updates during the assessment by refreshing your computer screen on this page by 
clicking on the orange “Refresh” button. Once all of your students have completed 
the assessment, the proctoring of the assessment is complete too. 
 
 

 
 
 
 
 
 
 

Clicking the Refresh 
button periodically 
during the 
assessment will 
provide the proctor 
with up-to-the-
moment student 
progress 
information. 
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Note: If a student has submitted a assessment for scoring, a check mark will appear 
under the “Submitted” column along with a “Reset” button. If the proctor presses the 
“Reset” button for a submitted assessment, the assessment will not be scored. The 
student should re-take the assessment.* 
 
*The student will return to the assessment where he / she concluded.  The student 
may also change any previously answered responses when retaking the 
assessment. 
 

 
 

If a student 
accidentally turns in 
a test for scoring, the 
proctor may reset the 
test. The student 
may then return to 
www.learning.com, 
login, and finish 
taking the test. 
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II. COORDINATORS: 
WHAT DO I DO AFTER THE ASSESSMENT?  

 
 
Things to accomplish AFTER the assessment: 
 

·  Track assessment progress (p.22) 
·  Request reports (p.23)  

 
Tracking assessment progress 

 
24 hours after your assessment is complete, coordinators may retrieve reports.  
To retrieve reports: login to your coordinator account. From the coordinator page, 
access the “Assessment Tools” section. Select “Track Progress,” and then select 
“District: Assessment Progress” 
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Requesting Reports 
 
By clicking Assessment Tools / Retrieve Score Reports, coordinators can retrieve 
reports for their school only. District-wide RIDE reports are available only at the state 
level. Simply follow the three steps on the page to request the applicable reports. 
The requested reports should be returned no later than 24 hours after the request is 
made. 
 

 
 
 
For any additional assistance with your implementation of the RIDE Assessment, 
please access the RIDE website at www.learning.com/help/ri or contact Brian Tosky, 
Rhode Island Technology Literacy Project Manager at (800) 580-4640 x 439. 
 


