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Instructions for Printing out Answer Sheets in

Dara DIRECTOR .|.|

1. Login. The APS DataDirector website is - www.achievedata.com/aps

User Name- APS employee #

Password- Set by user

2. Within the Assessments module, select Find Assessments.
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sase be informed that DataDirector v4.32.7 will release this Friday, August 22nd, 2014.
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Find Assessments —

Create Assessment Then Click Find Assessments

Here Subject | (None)
Find Test Series
R Year | 2014-2015
Create Test Series Grade Level | (None)
Manage Item Bank Test Type | (None)

Upload To Multiple Assessments Search by Assessment ID

Search by Assessment Title

Downloads
Filters | None
Custom Reports

Search

3. Find your assessment. In the search fields, select/enter desired search criteria. Recommended fields
are below. The more fields entered in, the narrower your result.
a. Year: 2014-2015
b. Grade Level: 2
c. Search by Assessment Title: key word in assessment (e.g.- quarterly test)
*If you are in folder view, you must click on “shared assessments” folder before you can click “search” OR

you can “Switch to list view” in upper right corner.


http://www.achievedata.com/aps

Find Assessments Switch to list view

Subject | (None)
Year | 2014-2015

Grade Level | 2

Test Type | (None)
Search by Assessment ID
Search by Assessment Title quarterly test
Filters | None This is what your screen will look like in
“Folder View”.
Search

(=Shared Assessments it ID Title Author Date - Actions
& (3 Albuguerque PUblic Schools (District) & 8274  2014-2015 Fall Grade 2 Math Quarterly Test 09/01/2014 - B
, Test 4- Modules 1-3 Administrator 12/19/2014 -
(=>Personal Folders ¢
Houghton Mifflin Harcour
[ Find Assessments Switch to folder view
Subject | (None)
Year | 2014-2015
Grade Level | 2
Test Type | (None)
Search by Assessment ID
Search by Assessment Title quarterly test
Filters | None This is what your screen will look like in
“List View”.
Search s €
D Title Author Date - Actions
8274 2014-2015 Fall Grade 2 Math Quarterly Test 4- Modules 1-3 Test Administrator

09/01/2014 - 12/19/2014 a

* You will now see the Assessment Title(s) that match your search.

4. Select the Test (click on title) for which you would like to print answer sheets. You will now be in the

Assessment Overview Page. Scroll down to the bottom.

Assessments

Find Assessments 4
Assessment Overview

Available Assessments

Create Assessment
2014-2015 Fall Grade 2 Math Quarterly Test 4- M =
Find Test Series

Create Test Series 2014-2015 Fall Grade 2 Math Quarterly Test 4- Modules 1-3

Manage Item Bank

. Assessment ID
Upload To Multiple Assessments

Subject Area

Type
Assessment Grade Levels
= Overview

Exam Date
= Edit Assessment
= Sharing
= Data Entry
= Edit Reporting Clusters No Students Tested
= Alternate Versions
-

Summary Assessment

8274

Mathematics
District Benchmark
2

Sep 1, 2014 - Dec 19, 2014 (, 2014-2015)

No data is available for your 2014-2015 students.

Additional Options

= Report Downloads

Edit performance bands

Reports related to this assessment
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District Assessment Repor

District Assessment Repor

District Assessment Repor

School Assessment Repor



5. Within the Downloadable Assessment Materials Section, choose the DataScanner Answer Sheets

PDF icon with Student Names (recommended).

o
Online Assessment has not been configured. e E ) [ L

Student Assessment Report (Cc

Data Management | There are No stranded records. Click here to edit.

Ignore period data?
What is this?

Yes (*) No Student Assessment Report (At

Data Entry - Multiple Student Assessment Response:
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Upload Student Response Data
Manage Student Responses Grading Summaries and Statistical Analy

Data Entry Status Report

Downloadable Assessment Materials Test Statistics
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With Student Names Without Names (Generic)

Respondent Statistics

Frequency Distribution

Item Statistics

This is the bottom of your “Assessment
Overview” Page.
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Al Statistics Reports (Excel do
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6. Select the students for whom you would like to print for (follow the prompts). Click Generate

Answer Sheet to download file.

7. Print your PDF answer sheets from Adobe and following ALL directions on page 1 of download.

*This step is critical! Following all of these steps will ensure successful scanning.
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ATTENTION: PLEASE FOLLOW ALL DIRECTIONS

Letter Paper - Print on white, 812 x 11 paper only.
Laser Printer - Use a laser printer only. Do NOT make photocopies of answer sheets.

T’s - All 6 Registration Marks (T’s) must be clearly printed on the top and bottom of the paper.
The T’s must sit approximately %" from the top and bottom and %” from the sides.

Adobe Reader (PC or MAC)

* Use Adobe Reader 7 or later.

+ From Page Scaling in the Print screen, select 'Fit to Printable Area/Margins' or ‘Reduce to
Printable Area/Margins'.

- Ifa Letter sized image (8 % x 11) is not displaying on the Print screen, STOP printing.

* Go to File -> Page Setup (Mac) or Print Setup (PC) and select Letter paper. Now print.
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print on sheets.
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Important Notes:

* Leave Adobe Reader Open - Do NOT close Adobe Reader until the ENTIRE job has
finished printing. Ensure that Reader is NOT UPDATING while printing. For best printing
results, save the PDF to your computer, open the file and then print.

Preview on MAC — Do NOT use Preview on a Mac. Itis recommended that you print ’
with Adobe Acrobat or Acrobat Reader.
DataScanner 1.3.0 - Scan using DataScanner 1.3.0 only.

IMPORTANT: Before printing actual student answer sheets,
TEST ALL SCANNERS AND PRINTERS. To do this, print a sample set of test sheets, fill in the
responses and scan the results. Ensure the tests scan as expected.
For additional help, please call us at (877) 993-2633.

SiteID: 1 Assessment ID: 8274 Databirector
- www.datadirector.com -

l*www.hmhco.com



8. After students have completed the paper/pencil test, the teacher will fill in the answer sheet.

9. Scan your answer sheets via DataScanner (requires a PC) using the Fujitsu scanner at your school.

Resources for Support:

1. DataDirector Help Link: located in upper right corner of DataDirector
Access to help documents: How to- Print an Answer Sheet for Scanning and

Scanning

2. Visit the APS assessment website:
http://apsassessment.wordpress.com
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http://apsassessment.wordpress.com/




