About Directions for Administration (DFAs)

The Directions for Administration booklets are needed for each person administering the lowa Assessment and/or the
Cognitive Abilities Tests. DFA booklets can be purchased from the AACS office or can be downloaded at no cost from the
DataManager website. All documents are provided in PDF format.

1. Login to the Data Manager website and click on the Access Admin tab in the lower right corner.
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can toggle between English and an alternate language. In addition to Spanish, there are also now
choices for Arabic, Mandarin, Cantonese, Russian, Somali, and Vietnamese. Account Holders and
Administrators can designate which of these audio language selections are available for staff to

choose during test session set up by visiting our new Audio Language screen under Settings and Assessments
Preferences in Administration. For more information on audio languages, please see online help.
Audio language options for the lower levels are currently in development and targeted for availability ?re;ate aft‘d mznage your Go to Assessments
later this fall. est events an
assignments.

Online Testing Licenses

Terms of use for lowa Assessments, CogAT and Logramos online testing have been updated. Test
administration licenses are now assigned by school year, defined as 7/1-6/30, and should be used by
6/30 each year. Your current online testing balance is available for the 2019-2020 school year. Create and manage your
Account Holders can view balance and license period information in the Manage Testing Activity and online test sessions.
View Licenses screens under the Administration menu.

Proctoring

Launch Proctoring

As you purchase new licenses this fall, they will be applied to the 2019-2020 school year. Beginning in
January 2020, you will have the option of purchasing licenses to use through the 2020-2021 school
year. Any unused licenses will be rolled over into the next school year as part of your district's renewal
process, and billing reconciliation for your account will occur on this annual basis as opposed to See your students' results and
following each test event. generate reports.

Reports

Go to Reports

If you have any questions, please feel free to reach out to your Assessment Consultant or contact
Customer Service at 1-800-323-9540.

Administration

Norms and Score Conversions and Content Classifications Guides
3 X ) Manage your users and account
2011 and 2017 Norms and Score Conversions Guides for CogAT, CogAT Screening Forms 7 and 8 settings.

and lowa Assessments Forms E, F and G are now available in Digital Resources. These guides
provide information relevant to educators who hand score and convert raw scores to 2011 or 2017
normative scores. Content Classifications Guides for Form G are also now available. Use these
guides for content classifications and fall, midyear and spring item norms.

Access Admin
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2. Onthe next page, click on Download Directions for Administration heading.
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DataManager Administration
Manage OMR Scanning Options

Manage Locations Manage Reporting Access

Click on this link to assign reporting keys to system users. Reporting keys are used to provide system users appropriate levels of access to centrally scored test events and

Manage Staff Users A - - q
may also be used to assign users access to results to spe locations' test results from plain paper scanning or online test events

Manage Rosters Download Directions for Administration

Click on this link to download Directions for Administrati e the procedures that test administrators should follow when administering assessments

Manage Students
Manage Optical Mark Recognition (OMR) Scanning Options
Settings and Preferences Click on this link to configure options such as error handling for your OMR scanning program

Manage Locations
Click on this link to add, edit, or delete locations. Location setup defines how test results are aggregated and reported

Manage Staff Users
Click on this link to add, edit, or delete staff users such as teachers, administrators, and proctors. User setup defines the locations to which staff have access as well as
specific system features that staff may use.

Manage Rosters

Click on this link to add, edit, activate, or inactivate rosters. Rosters link to a student to specific location for a test event. If students are always linked to a single location,
you may only need to maintain a single roster and update it annually as students are promoted to new grades. If students need fo be linked to multiple locations for test
overlapping test events, you may elect to set up and manage multiple rosters in parallel

Manage Students
Click on this link to add, edit, or delete students, and to assign students to specific rosters

Settings and Preferences
Click on this link to configure options such as additional languages for audio tests



3. Click on either the CogAT folder or the lowa Assessment folder.
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Describes the procedures that test administrators should follow when administering the assessments.
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4. For CogAT DFAs, select the Form 7 of the level that you need. For lowa DFAs, click on the Form E, Complete or
Complete/Core of the level that you need. The DFA will open as a PDF and you can make as many copies that you

need.
For This . 1 . . .
Use This lowa DFA Use This lowa Practice DFA Use This CogAT DFA
Grade Level
K5 Form E, Level 5/6 Level 5/6 Level 5/6
1 Form E, Level 7 Level 7/8 Level 7
2 FormE, Level 8 Level 7/8 Level 8
3 Forms E and F, Level 9-14? Level 9-11 Level 93
4 Forms E and F, Level 9-14 Level 9-11 Level 10-17/18
5 Forms E and F, Level 9-14 Level 9-11 Level 10-17/18
6 Forms E and F, Level 9-14 Level 12-14 Level 10-17/18
7 Forms E and F, Level 9-14 Level 12-14 Level 10-17/18
8 Forms E and F, Level 9-14 Level 12-14 Level 10-17/18
9 Forms E and F, Level 9-14 Level 15-17/18 Level 10-17/18
10 Forms E and F, Level 15-17/18 Level 15-17/18 Level 10-17/18
11-12 Forms E and F, Level 15-17/18 Level 15-17/18 Level 10-17/18

5. To download the lowa Practice Test DFAs, click on Resources on the opening page in the upper right corner of your
screen then scroll down to find the Practice Test Directions for Administration heading. Click on the heading then
make your selection.

1 Use the “Complete” or the “Complete/Core Directions.” Do not use the “Survey Directions.”
2 Do not use the Level 9 Machine-Scorable Edition.
3 Do not use the Level 9 Machine-Scorable Edition.




