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STEP 1: CREATE AN EXAM 
1. Starting from the Exams tab, click Create a New Exam from the  

left navigation. Follow the steps to build your test. 
 
 
 
 

 
 
 

Create an Online Test  

STEP 2: ADDING ONLINE TESTING 
FUNCTIONALITY 
1. Access the exam from DataDirector and go to the 

Exam Summary page. 
 

2. Click Online Exam Settings  
from the left navigation. 
 
 
 
 
 
 

3. Configure your exam settings on the Online Exam 
Settings screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Note: Refer to the help documents, Create an Exam 
Using the Item Bank or Create an Exam to Store, Score 
and Report for additional help on building an exam. 
 

 

Exam Summary Page 

 

Connect to Item Bank (if an Item Bank 
exam only): 
Always: this will allow students to always 
view the test questions on-screen. 
Teacher’s Choice: For teachers you share 
this exam with, this option will give a 
teacher the choice to allow for students to 
view questions on –screen or not. 
 
Random Question Sequencing (if an 
Item Bank exam only): This enables the 
feature for questions to be randomized 
when students take the test. 
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STEP 3: CREATE STUDENT KEYS 
1. Click Manage Students & Keys in the left navigation. 

 
2. Choose the class from the Students Selection drop-down menu. 

 
3. Enter the Window Opening Time and Window Duration. This sets the time  

that students may log into the testing site. 
 

4. Clcik Save. 
 
 
 
 
 
 
 
 
 
 
 
 

5. The next screen will display the students you have created keys for. You can download the list in Excel 
or as a PDF. 

a. If you need to add additonal students to the list, click Add Rostered Students for students who 
are rostereed to you in DataDirector.  

b. If you need a key created for students not yet rostered to you in DataDirector, you can create a 
key by clicking Add Unrostered Student and entering their full name. 
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STEP 4: ADMINSTERING THE TEST  
1. During the testing window opening time, 

have students login to: 
 www.achievedata.com/yourdistrict/test. 
The begining of the web address should 
be the same as the address used when  
logging into DataDirector. 
 
 
 
 
 

2. Have students enter their test key and click Go. 
 
 
 
 
 
 

3. The next screen prompts the sudents to confirm their name and the test they are taking. After chosing 
Yes, they should click the OK button. 
 
 
 
 
 
 
 
 
 
 

4. Students may begin taking the test during the testing time allowed. 
 
 
 
 
 

 

 

 

Students may increase or 
decrease text size. 

Students may jump 
from question to 
question. 

Choosing the Star 
button allows students 
to “flag” a question. 

The Review button lets 
students view the question 
numbers and answers selected. 

Click Next to go to the next 
question. 

Note: If this is an exam that 
does not use the Item Bank or 
the test administrator chose not 
to allow questions to appear on-
screen, the question text will 
not appear. Students will need 
to refer to hard copies of the 
actual test. 
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When Reviewing answers. Students may click on the 
question number to go back to the question and make 
changes. 

Any question that was “Starred” will appear in the 
Question Review screen with a Star icon. 

5. When students arrive at the last question. They may choose the Done button if 
they are finished. Otherwise, the students may jump to another question. 
 
 
 
 
 
 
 
 
 

6. When finished, students click Yes, submit my answers.  
The student’s scored result will appear on the next screen if the  
teacher chose to show the exam score from Step 2 in the  
Exam Settings page. 
 

 


