
	
	 	

	

1.		Click	on	the	“Reports	icon	on	your	landing	

page.	

	

	
	

	

3.		Click	on	the	“Review/Grade	Online	Tests”	

button.	

	

	
	

	

	

	

	

	

5.		Scroll	down	the	page.		Texts	that	have	been	

completed	will	have	a	“Review”	button.	

	

	
	

	

	

	

	

	

2.	Click	on	the	middle	icon,	which	is	the	“Online	

Testing”	icon.		

	

	
	

	

4.		Use	the	filters	to	limit	test	results	and	then	

click	the	“Apply	Filters”	button.	

	

	
	

6.		Objective	items	show	first.		The	question	is	

shown	as	correct	or	incorrect	by	the	color	in	the	

corner.		Clicking	on	the	question	will	show	the	

student’s	response	and	the	correct	response.	

	

	
	

	

	

	



	
	 	

	

7.		To	access	the	extended	responses,	click	in	the	

“Manually	Graded	Only”	box.		When	you	click	on	

the	question,	you	will	see	the	student’s	

response	in	the	red	box.	

	

	
	

	

	

	

	

	

	

	

	

	

	
9.		If	there	is	a	second	extended	response	

question,	scroll	back	to	the	top	of	the	page	and	

click	on	that	question	to	grade	that	question	

using	the	same	procedure.	

	

	
	

	

	

	

	

	

8.		To	grade	the	student’s	response,	scroll	to	the	

bottom	of	the	page	

• First,	assign	the	number	of	points	the	

student	has	earned	for	their	response.	

• Second,	give	feedback	on	the	student	
response.	

• Third,	click	on	the	“Save	Feedback”	button.	
• Finally,	click	on	the	“Apply	Grade”	button.	

	

	
	

	

10.		Once	all	extended	response	questions	have	

been	graded,	the	“Submit	Test”	button	will	turn	

blue	and	be	active.		Click	it	to	submit	the	final	

grade	for	the	assessment.	

	

	
	

	



	
	 	

	

11.	Once	the	assessment	has	been	submitted,	

click	on	the	“Reporting”	icon.	

	

	
	

	

13.	Now	your	assessment	with	an	extended	

response	will	appear	on	your	dashboard.		When	

you	select	your	class	from	the	pull-down	menu,	

you	will	see	the	Class	Dashboard.	

	
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

12.		Then	click	on	the	“Dashboard”	button.	

	

	
	

	

14.		Once	on	your	Class	Dashboard,	you	can	use	

the	icons	at	the	bottom	of	the	Unit	or	Interim	

Assessment	to	look	at	the	data	the	same	way	as	

all	other	assessments.	

	


