MontCAS OPI Quick Tips: Turning off Universal Tools

Montana Comprehensive Assessment System

(For more information, refer to page 16 of the Test Administrator User Guide and Slide 11 of the TA Interface Module).

Below are quick instructions on how to turn off Universal Tools for a student.
eTurning OFF Universal Tools is not part of the student’s accommodations information, but any addition or
<AUT@ change of an accommodation does need to be added in TIDE.
y oNOTE: This can also be used for changing a student’s settings, but we caution that changes made in these
screens are by test only and any additions of accommodations will need to be added into the student’s record
TIDE
1. Once the session has begun and the student has signed in, the Test Administrator can open the students awaiting
approval box and click on the “eye” icon next to the student.
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Instructions

Starting the Session:
« Select the assessment(s) that need to be included in the s
« Provide the Session ID to your students so that they can |

Approving Students:
« Click the [Approvals (#)] button. The Approvals and Studel
« Click [See/Edit Details] for a student to view his or her accf
« Click the [Approve] button for each student to allow entry |
« Click [Approve All Students] if all thelr seftings are accurat
« To deny a student, click [Deny] and enter a brief reason (g

Student Lookup:
You can use this feature 1o Iook up student information if a stu

« Click the [Student Lookup] button in the top row.
* Use the [Quick Search] tab to find a student using his or her S$SID number. Partial SSIDs are not allowed.
« Use the [Advanced Search] tab to find a student by district, school, and first or last name. Partial names are allowed. (e.g., entering "Fi" into the last name field will start a search for all students in the school whose last name begins

2. Then, scroll down to the Universal Tools options within the Test Settings and use the pull down boxes to turn off any

unwanted test settings.
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Masking: | Masking Not Avaiable ~
Starting the Session:
« Select ihe assessment(s) that need to be included in the sf]  American Sign Language: [o# T

« Provide the Session 1D to your students so that they can |
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Approving Students:
- Click the [Approvals (#)] button. The Approvals and Studef

Expandable Passages: | Epandsbe passsges On v

« Click [See/Edit Details] for a student to view his or her acc

« Click the [Approve] button for each student to allow entry i
Permissive Mode: | permissive Mode Disabled v
« Click [Approve All Students] If all their settings are accurat

« To deny a student, click [Deny] and enter a brief reason (e.g.. student selected the wrong assessment).
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