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1 Introduction

The purpose of Pennsylvania State Administration Training (PSTAT) website is to provide access to
training module(s) and resources associated with administering the Pennsylvania state tests to students
in K-12 education. On this site you will be able to register as a Test Administrator (TA), School
Assessment Coordinator (SAC), or District Assessment Coordinator (DAC) and complete a training
module designed specifically to help you correctly administer the Pennsylvania System of School
Assessment (PSSA) tests or the Keystone Exams. There are links to Pennsylvania Department of
Education (PDE) resources for further information and clarification of particular aspects of test
administration. We hope this site is helpful and welcome your feedback as a registered user.

This site provides a training module for general test administration of the PSSA test and Keystone
Exams. Registered users will learn Before, During, and After test administration guidelines and answer
general questions about test administration. Upon completion of the training module, test administrators
will be able to print a certification of completion certifying successful completion of the training module.
The training module provides training for general administration. Registered users who administer either
the PSSA test or Keystone Exam to special populations should consult the specific documentation and
training available on the Pennsylvania Department of Education website for further guidelines on test
administration.
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2 Getting Started with PSTAT Website

2.1 Types of Users

New Learner (Test Administrator): This user is a learner who has not registered on the site. He
or she only has access to the non-member web pages. This includes Home Page, Sign In,
Register, About, Help, Contact, Terms & Conditions, and Privacy Policy.

PSSA Learner (Test Administrator): This user is a learner who is registered as a member of the
site, but is not an administrator. In addition to access the same pages as a new learner, he or
she can also access the “membership” area of the site, excluding reporting.

PSSA School Coordinator (SAC): This user is a learner who is a registered member of the site
and has been approved as a School Coordinator by the District Assessment Coordinator or the
PDE Administrator to have access to reporting information for their building. In addition to
reporting data, he or she also has access to all web pages; follow the same logic as the existing
learner. Multiple members can be selected to be administrators for a building; however a school
coordinator cannot be an administrator for more than one School. This administrator does not
have access to the CMS/LMS; however the same account information can be set up to provide
CMS/LMS access.

PSSA District Coordinator (DAC): This user is a learner who is a registered member of the site.
He or she is manually selected by the PDE Administrator to have access to reporting
information for their District. In addition to reporting data, he or she also has access to all web
pages; follow the same logic as the existing learner. Multiple members can be selected to be
administrators for a district; however a District Assessment Coordinator cannot be an
administrator for more than one District. This administrator does not have access to the
CMS/LMS; however the same account information can be set up to provide CMS/LMS access.

PSSA Admin: The PDE Administrator user is created by JPL. He or she can login to have
access to all web pages and reporting data for all Districts and Schools. In addition to reporting
data, he or she also has access to all web pages; follow the same logic as the existing learner.
This user has the ability to assign members as District Assessment Coordinators and School
Coordinators. Multiple members can be selected to be a PDE Administrators. This
administrator has access to the CMS/LMS and can upload courses and make content updates
to the web pages.

2.2 Registration

Leaners will be able to self-register within the PSTAT website.
To register a new learner:

1. Click REGISTRATION.
2. Complete the appropriate fields on the Registration Form. The following fields are required:

e First Name

e Last Name

e Email Address

e Password

e Confirm Password
e Intermediate Unit

e District
e School
e Captcha
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Note: If District Coordinator checkbox is selected, an email will be sent to the PDE
Administrator for Approval. Once they have been granted approval, they will then have
access to run reports pertaining to their District. If the School Coordinator checkbox is

selected, an email will be sent to the PDE Administrator for approval. Once they have been

granted approval, they will then have access to run reports pertaining to their school.

3. Click SUBMIT.

PSTAT Website Training Manual

1. Click REGISTRATION

Pennsylvania State Test
Administration Training
(PSTAT) Site

WELCOME

Welcome to the Pennsylvania State Test Administration
Training (PSTAT) website. The purpose of this site is to
provide access to a test administration training module
and resources associated with administering the
Pennsylvania state tests to students in K-12 education.
On this site you will be able to register as a Test
Administrator (TA), School Assessment Coordinator
(SAC), or District Assessment Coordinator (DAC) and
complete a training module designed specifically to help
you correctly administer the Pennsylvania System of
School Assessment (PSSA) or the Keystone
Exams. Click on the Resources tab above or the link on
this pageto access Pennsylvania Depariment of
Education (PDE) resources and documents for further
information and clarification of particular aspects of test
administration and training. We hope this site is helpful

and welcome your feedback as a registered user.

Registration / Sign In

Resource Materials

Browse Resources p
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2. Complete the appropriate

2.3 Signing In

fields

Registration / Sign In

REGISTRATION

Home » Registration

REGISTRATION

To become a member please comp/&e all fields. If you are a District Coordinator or a School Coordinator,
please check the boxes accordingly. nce you have completed the Captcha and click submit you will be
able to access the content on the site ou are a District Coordinator or a School Coordinator you will need
to be approved by the Pennsylvania Depagment of Education Coordinator to have access to all reports for
your Scheol or District. Once approved, yoRwill be able to click on the Administration tab to run the reports.

First Name Last Name

Email Address Phone Number

Password Confirm Password

Intermediate Unit

District

‘ I” District Coordinator

School

‘ ™ School Coordinator

fouch

e .
“ pennsylvanla About | ~ ems & Conditions | Privacy Policy | PDE | PDESAS

3. Click SUBMIT

In order to take courses, and run reports a user must sign in to the PSTAT website. Open your
web browser and enter the address of the PSTAT website.

When a user clicks the Sign In link or tries to access a page that requires login, he or she will be

redirected to the Sign In page

To sign in to the PSTAT website:

1. Click SIGN IN.
2. Enter Email and Passwo
3. Click SIGN IN

rd.

NOTE: Once a user signs in they will be directed to the Training page.

PSTAT Website Training Manual
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http://www.pssatraining.com/

1. Click SIGN IN

Registration / Sign In

Pennsylvania State Test
Administration Training
(PSTAT) Site

WELCOME

Welcome to the Pennsylvania State Test Administration

Training (PSTAT) website. The purpose of this site is to . 4
provide access to a test administration training module Resource Materials
and resources associated with administering the

Pennsylvania state tests to students in K-12 education. L
On this site you will be able to register as a Test
Administrator (TA), School Assessment Coordinator
(SAC), or District Assessment Coordinator (DAC) and
complete a training module designed specifically to help

you correctly administer the Pennsylvania System of
School Assessment (PSSA) or the Keystone
Exams. Click on the Resources tab above or the link on
this pageto access Pennsylvania Department of
Education (PDE) resources and documents for further
information and clarification of particular aspects of test
administration and training. We hope this site is helpful

and welcome your feedback as a registered user.

2. Enter Email and Password

Registration / Sign In

REGISTRATION

If you are a igw member, please register here.

Password:

. 3
‘J PQ““SXFYaﬂ‘ 4 About | Terms & Conditions | Privacy Policy | PDE | PDESAS

3. Click SIGN IN
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3 Navigating PSTAT Website

Sub Navigation

Footer

Main Navigation

Welcome, Katie! (Sign Out/My Account)

| D
ADMINISTRATION

Home = Members > Training

ARAINING TRAINING PROGRAM Icon Key
MY ACCOUNT @® Complete

In Progress
3 “ /| ADMINISTRATORS @ Not Available

The Pennsylvania State Test Administration Training
(PSTAT) for test administrators is to ensure Test
Administrator (TA) Roles and Responsibilities;
Keystone and Pennsylvania System of School
Assessment (PSSA) Examination Policies and
Procedures are followed throughout all Pennsylvania
State Schools

P Keystone and PSSA Exam Test Administrator Roles and Responsibilities

| ~
‘J Pe_r_lp§y}vama_ About | Terms & Conditions | Privacy Policy | PDE | PDESAS

3.1 Main Navigation

3.1.1

The main navigation will changed depending if the learner is signed in, or if they are a DAC, SAC
or PDE Administrator.

Main Navigation — Learner is Not Signed In

i j j 1

1 2 3

REGISTRATION

1. This link will direct learners to the Training page. Since the learner is not signed , the system
will require the sign in before the Training page is displayed.

2: This link will direct learners to the Help page. This page will provide information on how to use
the website.

3: This link will direct learners to the Contact page. This page will provided mailing address,
phone numbers and email addresses for PSTAT contacts.

4: This link will direct learners to the About page. This page provides information about
Pennsylvania State Test Administration Training (PSTAT).
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5. This link will direct learners to the Registration page. This page will allow new learners to
register for access to PSTAT.

3.1.2 Main Navigation — Learner is Signed In

) T ) 1

1 2 3

i

5

1: This link will direct learners to the Training page. This page will allow learners to view module
details and launch a module.

2: This link will direct learners to the Help page. This page will provide information on how to use
the website.

3: This link will direct learners to the Contact page. This page will provided mailing address,
phone numbers and email addresses for PSTAT contacts.

4: This link will direct learners to the About page. This page provides information about
Pennsylvania State Test Administration Training (PSTAT).

5. This link will direct users to the My Account page. This page will allow learners to update their
account information, or request DAC or SAC access to the PSTAT website.

3.1.3 Main Navigation — DAC, SAC or PDE Administrator is Signed In

oo T

4 5

ADMINISTRATION

1. This link will direct learners to the Training page. Since the learner is not signed in, the system
will require the sign in before the Training page is displayed.

2: This link will direct learners to the Help page. This page will provide information on how to use
the website.

3: This link will direct learners to the Contact page. This page will provided mailing address,
phone numbers and email addresses for PSTAT contacts.

4: This link will direct learners to the About page. This page provides information about
Pennsylvania State Test Administration Training (PSTAT).

5: This link will direct users to the Administration page. This page will allow DAC or SAC to run
reports.

PSTAT Website Training Manual Page 9



3.2 Footer

.
‘u PE““*‘-?[VE"‘E About | Terms & Condifions | Privacy Policy | PDE | PDESAS

1: This link will direct learners to the Pennsylvania Department of Education website.
2: This link will direct learners to the About page. This page provides information about PSTAT.

3: This link will direct learners to the Terms & Conditions page. This page provides the terms and
conditions of the PSTAT website.

4: This link will direct learners to the Privacy Policy page. This page will provide the Privacy
Policy of the PSTAT website.

5:  This link will direct learners to the PDE Bureau of Assessment & Accountability website.

6: This link will direct learners to the PDE Standards Aligned System website.
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4 Managing My Account

4.1 Updating Account Information

To update Account Information:

1. Click MY ACCOUNT.
2. Update the appropriate fields. The following fields are required:

First Name

Last Name

Email Address
Password

Confirm Password
Intermediate Unit
District

School

3. Click SUBMIT.

PSTAT Website Training Manual

1. Click MY ACCOUNT

Welcome, Katie! (Sign Out/My Account)

ADMINISTRATION

Home > Members > Training

TRAINEG TRAINING PROGRAM jconkey
MY ACCOUNT @ Complete

In Progress
' /| ADMINISTRATORS ®;:Notavalatle

The Pennsylvania State Test Administration Training
(PSTAT) for test administrators is to ensure Test
Administrator (TA) Roles and Responsibilities;
Keystone and Pennsylvania System of School
Assessment (PSSA) Examination Policies and
Procedures are followed throughout all Pennsylvania
State Schools.

P Keystone and PSSA Exam Test Administrator Roles and Responsibilities

| x
‘ ’ Per‘lpﬁ)’}"a"“? About | Terms & Conditions | Privacy Policy | PDE | PDESAS
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TRAINING

| -

Home > Members > My Account

MY ACCOUNT

Welcome, Katie! (Sign Out/My Account)

ADMINISTRATION

This is the section where you can manage your account. Click on the checkbox in front of the District
Assessment Coordinator to be designated as a DAC Administrator. Click on the checkbox in front of the
School Assessment Coordinator to be designated as a SAC Administrator.

First Name

Last Name

Katie

LLangan

Email Address

Phone Number

kiangan@jpicreative.com

[717-433-1213

Password

Confirm Password

Intermediate Unit

|Attegheny (1U#3)

District

|Atlegheny Valley SD

I District Coordinator

School

|Acmetonia Primary SCH

I™ School Coordinator

2. Update the appropriate fields

PSTAT Website Training Manual

About | Terms & ( onditions | Privacy Policy | PDE | PDESAS

3. Click SUBMIT
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4.2 Requesting DAC or SAC Access

In order to become a DAC or SAC user, a request must be sent to the PDE Administrator for their
approval. When the request is submitted an email natification is sent to the PDE Administration.

To request DAC or SAC Administrator:

1. Select the District Coordinator checkbox to request DAC access.

_or_

Select the School Coordinator checkbox to request SAC access.

2. Click SUBMIT.

Note: If a member is denied and wishes to be sent for approval again, they will need to go to their
My Account page and re-select the School Administrator checkbox

Home > Members > My Account

S MY ACCOUNT
MY ACCOUNT

Welcome, Katie! (Sign Out/My Account)

ADMINISTRATION

This is the section where you can manage your account. Click on the checkbox in front of the District
Assessment Coordinator to be designated as a DAC Administrator. Click on the checkbox in front of the
School Assessment Coordinator to be designated as a SAC Administrator.

First Name

Last Name

[Katie

lLangan

Email Address

Phone Number

Kangan@jplcreative.com

[717-433-1213

Password

Confirm Password

Intermediate Unit
Allegheny (1U#3) =l

District

|Allegheny Valley SD =

I™ District Coordinator

School
| Acmetonia Primary SCH ¥ School Coordinator

= "
‘J per:sylvania About | Terms & Conditions | Priv ‘cy Policy | PDE | PDESAS

1. Select the District Coordinator checkbox to request DAC access.
- Or -
Select the School Coordinator checkbox to request SAC access.

4.3 Retrieve Password

To retrieve your password:

1. Click SIGN IN.

PSTAT Website Training Manual

2. Click SUBMIT
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2. Click Forgot Password link.
3. Enter your Email Address.
4. Click SUBMIT.

Note: An email will be sent to the email address. It will contain the password, because passwords

cab only be retrieved, not reset if they are forgotten. .
1. Click SIGN IN

Registration / Sign In

Pennsylvania State Test
Administration Training
(PSTAT) Site

WELCOME

Welcome to the Pennsylvania State Test Administration

Training (PSTAT) website. The purpose of this site is to o o
provide access to a test administration training module Resource Materials
and resources associated with administering the

Pennsylvania state tests to students in K-12 education.

On this site you will be able to register as a Test
Administrator (TA), School Assessment Coordinator

(SAC), or District Assessment Coordinator (DAC) and

complete a training module designed specifically to help Site Mo
you correctly administer the Pennsylvania System of Survey >
School Assessment (PSSA) or the Keystone
Exams. Click on the Resources tab above or the link on
this pageto access Pennsylvania Department of
Education (PDE) resources and documents for further
information and clarification of particular aspects of test
administration and training. We hope this site is helpful

and welcome your feedback as a registered user.

Registration/ Sign In

REGISTRATION

Home > Sign In

SIGN IN

You must be logged in to access the PDE Online Training. Returning members, please sign in below
If you are a new member, please register here.

Email:

Password:

Forgot Password? Retrieve your password now.

el 3
| S ’ pen sylvanla About | Terms & Conditions | Privacy Policy | PDE | PDESAS

2. Click Forgot Password link
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3. Enter Email Address

PSTAT Website Training Manual

Registration / Sign In

REGISTRATION

Home > Sign In

SIGN IN

You must be logged in to access the PDE Online Training. Returning members, please sign in below
If you are a new member, please register here.

Email:

Password:

FORGOT PASSWORD?

Enter the email address associated with your PDE Online Training account, then click "Submit.” You will
receive an email containing your password. In order to ensure you receive emails from this website, make
sure your SPAM filter is not on

Enter email address:

Submit

i
‘J pennsx}yaqig About | Term & Condifions | Privacy Policy | PDE | PDESAS

4. Click SUBMIT
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4.4 Signing Out

To sign out:

1. Click SIGN OUT.

PSTAT Website Training Manual

TRAINING

MY ACCOUNT

Home > Members > Training

TRAINING PROGRAM

= [T ADMINISTRATORS

The Pennsylvania State Test Administration Training
(PSTAT) for test administrators is to ensure Test
Administrator  (TA) Roles and Responsibilities;
Keystone and Pennsylvania System of School
Assessment (PSSA) Examination Policies and
Procedures are followed throughout all Pennsylvania
State Schools.

1. Click SIGN OUT

Welcome, Katie! (Sign Out/My Account)

ADMINISTRATION

Icon Key

@ Complete
In Progress

@ Fail

@ Not Available

P Keystone and PSSA Exam Test Administrator Roles and Responsibilities

. .
‘J Penns lf’??‘? About | Terms & Conditions | Privacy Policy | PDE | PDESAS

Page 16



5 PSTAT Training Program

In this section, we will learn how to view module details, launch a course and print a certificate.

5.1 Viewing Module Details

To view module details:

1. Expand Course.
2. Click DETAILS.

Welcome, Katie! (Sign Out/My Account)

MY ACCOUNT

Home > Members > Training

TRAINING TRAINING PROGRAM jcon ikey
MY ACCOUNT @ Complete

In Progress
a )~ / ADMIN'STRATORS @ Not Available

The Pennsylvania State Test Administration Training
(PSTAT) for test administrators is to ensure Test
Administrator (TA) Roles and Responsibilities;
Keystone and Pennsylvania System of School
Assessment (PSSA) Examination Policies and
Procedures are followed throughout all Pennsylvania
State Schools.

P Keystone and PSSA Exam Test Administrator Roles and Responsibilities

About | Terms & Conditions | Privacy Policy | PDE | PDESAS

1. Expand Course
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TRAINING

MY ACCOUNT

5.2 Launching a Module

To launch a module:

1. Expand Course.
2. Click LAUNCH.

Welcome, Katie! (Sign Out/My Account)

| B

Home > Members > Training

TRAINING PROGRAM

MY ACCOUNT

lcon Key

@ Complete

In Progress

@ Fail
@ Not Available

The Pennsylvania State Test Administration Training
(PSTAT) for test administrators is to ensure Test
Administrator (TA) Roles and Responsibilities;
Keystone and Pennsylvania System of School
Assessment (PSSA) Examination Policies and
Procedures are followed throughout all Pennsylvania
State Schools.

V¥ Keystone and PSSA Exam Test Administrator Roles and Responsibilities

Introduction to Keystone and PSSA Test Administration

@ Test Administrator Roles and Responsibilities

lvania

Details

About | Terms & Condifions | Privacy Policy | PDE | PDESAS

2. Click DETAILS

Note: The module displays in another window. To complete the module, follow the instructions

provided in the new window.

TRAINING

MY ACCOUNT

1. Expand Course

PSTAT Website Training Manual

Welcome, Katie! (Sign Out/My Account)

| D R {
Home > Members > Training

TRAINING PROGRAM
°

4

| ADMINISTRATORS .

The Pennsylvania State Test Administration Training
(PSTAT) for test administrators is to ensure Test
Administrator  (TA) Roles and Responsibilities;
Keystone and Pennsylvania System of School
Assessment (PSSA) Examination Policies and
Procedures are followed throughout all Pennsylvania
State Schools.

MY ACCOUNT

Icon Key

Complete

In Progress
Fail

Not Available

Keystone and PSSA Exam Test Administrator Roles and Responsibilities

Yo ponnsytyanta

About | Terms & Conditions | Privacy Policy | PDE | PDESAS
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TRAINING

MY ACCOUNT

Welcome, Katie! (Sign Out/My Account)

MY ACCOUNT

Home > Members > Training

TRAINING PROGRAM Icon Key

@ Complete
In Progress
@ Fail

7 2
= /" ADMINISTRATORS @ Not Available

The Pennsylvania State Test Administration Training
(PSTAT) for test administrators is to ensure Test
Administrator (TA) Roles and Responsibilities;
Keystone and Pennsylvania System of School
Assessment (PSSA) Examination Policies and
Procedures are followed throughout all Pennsylvania
State Schools.

V¥ Keystone and PSSA Exam Test Administrator Roles and Responsibilities

Introduction to Keystone and PSSA Test Administration

@ Test Administrator Roles and Responsibilities Launch

e L 3
‘ ’ pennsytivania About | Terms & Condifions | Priv .y Policy | PDE | PDESAS

2. Click LAUNCH

Page 19
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5.3 Printing a Certificate

Upon completion of the training module, test administrators will be able to print a certification of
completion certifying successful completion of the training module. To print a certificate:

1. Expand Course.
2. Click PRINT.

Welcome, Katie! (Sign Out/My Account)

| -
ADMINISTRATION

Home > Members > Training

sl  TRAINING PROGRAM jeon Key
MY ACCOUNT @® Complete
In Progress
® Fai

=" /T ADMINISTRATORS <1+ s

\

The Pennsylvania State Test Administration Training
(PSTAT) for test administrators is to ensure Test
Administrator  (TA) Roles and Responsibilities;
Keystone and Pennsylvania System of School
Assessment (PSSA) Examination Policies and
Procedures are followed throughout all Pennsylvania
State Schools.

P Keystone and PSSA Exam Test Administrator Roles and Responsibilities

About | Terms & Conditions | Privacy Policy | PDE | PDESAS

1. Expand Course

Welcome, Katie! (Sign Out/My Account)

| D R |
ADMINISTRATION

Home > Members > Training

RSl TRAINING PROGRAM Icon Key
MY ACCOUNT @® Complete
In Progress
@ Fail

/ / ADMINISTRATORS © tetavananie

The Pennsylvania State Test Administration Training
(PSTAT) for test administrators is to ensure Test
Administrator  (TA) Roles and Responsibilities
Keystone and Pennsylvania System of School

(PSSA) E 1 Policies and
Procedures are followed throughout all Pennsylvania
State Schools.

V¥ Keystone and PSSA Exam Test Administrator Roles and Responsibilities

Introduction to Keystone and PSSA Test Administration

@® Test Administrator Roles and Responsibilities

P | :
‘ ’ penn§y_lyaq_lq About | Terms & Conditions | f rivacy Policy | PDE | PDESAS

2. Click PRINT
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6 Administration

6.1 Working with the Member Approval Page

The Member Approval page is where PDE Administrators can approve or deny members of the
site who have requested to be designated as a DAC or a SAC.

Note: Only PDE Admin users can view the Member Approval page.

6.1.1 Approving DAC or SAC Requests
To approve a DAC or SAC Request:

1. Onthe Member Approval page, click APPROVE to approve the DAC or SAC Request.

Note: After clicking APPROVE the member’'s name is removed from the list.

MEMBER AP VAL
SUMMARY REPORT

DETAIL REPORT

PSTAT Website Training Manual

Welcome, Katie! (Sign Out/My Account)

ADMINISTRATION

Home > Administration > Member Approval

MEMBER APPROVAL

This is the section where you can approve or deny members of the site requesting to be designated as a
District Assessment Coordinator or a School Assessment Coordinator.

District

Intermediate Unit  District School Last Name  First Name
Beaver Valley Ambridge Economy EL Francis Jeremy
SCH

(lu#27) Area SD
School

Intermediate Unit District School Last Name First Name
Appalachia (IU#) ~ Altoona Area  Altoona Area Myers Nathan
JrH

| | L s
‘ ' pennsy Vaf"‘a About | Terms & Condifions | Privacy Policy | PDE | PDESAS

1. Click APPROVE
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6.1.2 Denying DAC or SAC Requests
To deny a DAC or SAC Request:

1. Onthe Member Approval page, click DENY to deny the DAC or SAC Request.

Note: After clicking DENY the member’s name is removed from the list.

MEMBER APP AL

SUMMARY REPORT

DETAIL REPORT

PSTAT Website Training Manual

Home = Adminisiration > Member Approval

MEMBER APPROVAL

Welcome, Katie! (Sign Out/My Account)

ADMINISTRATION

This is the section where you can approve or deny members of the site requesting to be designated as a

District Assessment Coordinator or a School Assessment Coordinator.

District

Intermediate Unit District School Last Name

Beaver Valley Ambridge
(lu#27) Area SD

Economy EL Francis
SCH

School

Intermediate Unit District School Last Name

Appalachia (IU#8) Altoona Area  Altoona Area Myers
SD JrHS

T Pennsvtyanta

First Name

Jeremy APPROVE

First Name

Nathan APPROVE

About | Terms & Conditions | Privacy Policy | PDE | PDESAS

1. Click DENY
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6.2 Working with Summary Report

The Summary Report page is where a DAC, SAC or a PDE Administrator can view a summary of
learner information.

Note: If you are a DAC or a SAC, you will only be able to view results from your location.

6.2.1 Filtering Learner Information

To filter learner information:

1. Onthe Summary Report page, complete the appropriate filter fields.

e Intermediate Unit

e District
e School
e Course

2. Click SUBMIT.

Note: Leave the fields blank and click SUBMIT to return all learners you have rights to view.

MEMBER APPROVAL
SUMMARY REPORT

DETAIL REPORT

Welcome, Katie! (Sign Out/My Account)

| - .‘:\‘tl

Home > Administration > Summary Report

ADMINISTRATION

SUMMARY REPORT

Please use the filters below to access learner information. If you are a District Assessment Coordinator or
a School Assessment Coordinator, you will only be to view results from your location(s).

FILTER

Intermediate Unit District School

|anegheny (u#3) =l |Allegheny valley SD =l ~.cmetonia Primary SCH 4|

Course

\ &

RESULTS

o .
‘J pennsylvania About | Terms & Conditions | Privacy Policy | PDE | PDESAS

1. Complete the appropriate Filter fields 2. Click SUBMIT
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6.2.2 Exporting Learner Information

To export learner information:

1. After applying the appropriate filter on the Summary Report page, click EXPORT.
Note: A CVS file will download.

Welcome, Katie! (Sign Out/My Account)

ADMINISTRATION
Home > Administration > Summary Report

MEMBER APPROVAL SUMMARY REPORT

RY REPORT
Please use the filters below to access learner information. If you are a District Assessment Coordinater or
DETAIL REFORT a School Assessment Coordinator, you will only be to view results from your location(s).

FILTER

Intermediate Unit District School

|Allegheny (1U#3) =l [Ategheny valley SD =|  |Acmetonia Frimary sCH =]

Course

\ =

RESULTS
Allegheny (IU#3)

Allegheny Valley SD
Acmetonia Primary SCH

Fry Jerry Keystone and PSSA Exam 12/21/2012
Test Administrator Roles and  9:33:47 AM
Responsibilities

Gilmore Amy Keysione and PSSA Exam 12/21/2012
Test Administrator Roles and  9:00:20 AM
Responsibilities

Langan Keystone and PSSA Exam 117/2013
Test Administrator Roles and  9:58:03 AM
Responsibilities

About | Terms & Condiions | Privacy Policy | PDE | PDESAS

2. Click EXPORT
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6.3 Working with Detail Report

The Detail Report page is where a DAC, SAC or a PDE Administrator can view a detail report of

learner information.

Note: If you are a DAC or a SAC, you will only be able to view results from your location.

6.3.1 Filtering Learner Information

To filter learner information:

1. On the Detail Report page, complete the appropriate filter fields.
e First Name
e Last Name
¢ Intermediate Unit

e District
e School
e Course
e Module

e Date Taken
e Low Score
e High Score

2. Click SUBMIT.

Note: Leave the fields blank and click SUBMIT to return all learners you have rights to view.

Welcome, Katie! (Sign Out/My Account)

| -

ADMINISTRATION

Home > Administration > Detail Report

MEMBER APPROVAL DETAIL REPORT

SUMMARY REPORT
Please use the filters below to access learner information. If you are a District Assessment Coordinator or

DETAIL REPORT a School Assessment Coordinator, you will only be to view results from your location(s)

FILTER

First Name Last Name

[ | |

Intermediate Unit District School

|Allegheny (u#3) =l |Alegheny valley SD =/ \cmetonia Primary SCH |

Advanced Filter

Course Module

\ = | =

Date Taken Low Score High Score

\ | to | || | \

RESULTS

e :
‘u pennsylvanla About | Terms & Condilions | Privac Policy | PDE | PDESAS
1. Complete the appropriate Filter fields. 2. Click SUBMIT

PSTAT Website Training Manual

Page 25



6.3.2 Exporting Learner Information

To export learner information:

1. After applying the appropriate filter on the Detail Report page, click EXPORT.

Note: A CVS file will download.

PSTAT Website Training Manual

MEMBER APPROVAL
SUMMARY REPORT

DETAIL REPORT

Welcome, Katie! (Sign Qut/My Account)

ADMINISTRATION

Home > Adminisiration > Detail Report

DETAIL REPORT

Please use the filters below to access learner information. If you are a District Assessment Coordinator or
a School Assessment Coordinator, you will only be to view results from your location(s)

FILTER

First Name Last Name

Intermediate Unit District School
| Atlegheny (u#3) = |adtegheny Valiey 5D =|  |Acmetenia Primary SCH 2|

Advanced Filter

Course Module
| g 5

Date Taken Low Score High Score

| J 1o | | |

RESULTS

User Info
Gilmore  Amy
Allegheny (1U#3) Allegheny Valley SO Acmetonia Primary SCH
Keystone and PSSA Exam Test Administrator Roles and Responsibilities

Test Administrator Roles and
Responsibilities 1212142012 failed

Fry Jerry
Allegheny (1U#3) Allegheny Valley SO Acmetonia Primary SCH
Keystone and PSSA Exam Test Administrator Roles and Responsibilities

Test Administrator Roles and
Responsibilities 1212112012 failed

Langan  Katie
Allegheny (1U#3) Allegheny Valley SD Acmetonia Primary SCH
Keystone and PSSA Exam Test Administrator Roles and Responsibilities

Test Administrator Roles and
Responsibilities 11712013 90.00

= L 1
" ’ pennsylvania About | Terms & Condilions | Privacy Policy | PDE | PDESAS

1. Click EXPORT
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