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Introduction

W

elcome to the WSAS On-line Reporting System (ORS) Train-The-Trainer manual.  The WSAS ORS is an initiative from the Wisconsin Department of Public Instruction to provide timely and valuable reporting and analysis of WSAS data to Wisconsin school districts.  The ORS system will be implemented as a component of a three stage plan:  Stage 1 includes the introduction of a data clean-up system (Record Editing System) and Version 1 of the ORS system; Stage 2 will provide enhancements to both systems;  Stage 3 will incorporate on-line assessment. 

The specific goals for the ORS system are as follows:

· Version 1 Goal – Provide the 2004-05 WSAS reports in an on-line format with the previous paper based reports available within the system for printing as PDF files. 

· Version 2 Goal – Provide more flexible and powerful ways of viewing assessment information through more sophisticated disaggregation capabilities, longitudinal and cohort analysis, and enhanced individual student reporting.

· Beyond Version 2 – Continue to shape the ORS system to meet the WSAS reporting needs of Wisconsin districts and changes relating to future on-line testing initiatives.

Purpose of This Manual – This Train-The-Trainer manual is intended to be used as a script for delivering training at two levels.  The first level is intended to train those responsible for training District Assessment Coordinators (DACs) on using the system and their roles in administering the ORS system in their districts.  The second level of the manual is intended for DACs to use to train district and building level staff in their districts that will be using the ORS system.  In both cases, this manual/script, or the appropriate sections of it, may be reproduced as often as necessary.

We greatly appreciate your participation and efforts to introduce this system to the educators of Wisconsin and we look forward to working with you in the coming months and years as ORS evolves.  

How This Guide Is Organized

This guide is intended to support trainers who will be responsible for training DACs, and in turn, portions of this guide may be used by DACs to train district level users and school level users in their districts.  Flash™ tutorials for school level users and district level users will also be available through the ORS system for additional training at the user’s discretion, and will be consistent with the ORS ‘help’ system and the scripts in this manual.

Section 1 provides an overview of the WSAS ORS system and how it will be administered throughout Wisconsin.

Section 2 provides a step-by-step walkthrough of the system from the perspective of a School User, and is the building block for delivering training to other user groups.  Sections 1 and 2 are also the portion of the manual that DACs may use for training school level staff that will be using the system. 

Section 3 provides a step-by-step walkthrough of the system from the perspective of a District User.  The portions of the system that are common to Building Users are repeated and the added features that District Users have access to are covered.  Sections 1 and 3 are the portions of the manual that DACs may use to train other district level staff that will be using the system.

Section 4 provides a step-by-step walkthrough of the Manage Users feature and all additional information pertinent only to DACs and those responsible for training and supporting DACs (i.e. CESAs and administrators of districts that are not members of CESAs).

Appendices contain any additional documents or information referred to in the body of the manual.   

Section
1

WSAS On-line Reporting System:  Overview
T

he WSAS ORS system consists of a secure Private Site primarily designed to view non-public versions of WSAS assessment results.  The data that comprises the Private Site is not suppressed to protect the identity of individual students as is public data.  In addition, the system contains individual student data; consequently, Private district data contained in the Private Site is subject to following statement:
Privacy Notice

These reports are NOT for public review. Distribution within your school/district must be
in accordance with state and federal privacy laws, and local school board policy. 

From the Private Site, district users may access PDF reports of WSAS Public assessment results for either their school or district depending on their role.   The Public PDF documents use suppressed data and do not reveal the identities of individual students, so they may be shared with the public at the user’s discretion. 
System Architecture – The WSAS On-line Reporting System is a web-based application.  Users can access the system from the Internet using standard Internet browsers (Internet Explorer or Netscape) and pointing them at the WSAS ORS web-page.  User requests for information are passed from a user’s browser to web-servers which access the requested data from a secure database and send it back to the user’s browser for display.

System Requirements -
Minimum Browser Requirements

Windows 98, ME, 2000, or XP 

Internet Explorer 5.5 

Netscape 6.2.3 

 

Mac Classic 

Internet Explorer 5.1.3 

Netscape 6.2.3 

 

OSX 

Internet Explorer 5.2 

Netscape 6.2.3

 

Additional Software Requirements

In order to view and print reports via the PDF option, Adobe Acrobat Reader must be installed. It is also recommended that the Macromedia Flash plugin be installed to view Help files. Please contact your local system administrator to update your web browser or to install Adobe Acrobat Reader and the Flash plugin.

Bandwidth Recommendations

While the WSAS ORS system may be viewed using a dialup connection, a broadband connection is recommended for faster response times (ex. DSL, cable modem).

Security – Access to all Private Site district and school data requires a unique username and password.  Users are only able to see data for their district or their school depending on their role (see User Accounts).  Additionally, the WSAS ORS currently uses industry-standard SSL (Secure Sockets Layer) encryption and digital certificates to ensure the privacy of the data being transmitted by the system.  Please see Appendix A for more detailed information on the security and data handling policies of CTB/McGraw-Hill and TurnLeaf Solutions, Inc.

Flash Training Support – Automated training tutorials using Flash technology will be available in February 2005.  One tutorial will focus on School Users and a second tutorial will focus on District Users.  For consistency and user familiarity, the tutorials will mirror both the ‘help’ section available in the ORS system and the training scripts provided in this manual.  The tutorials will continue to be accessible to users through the ORS system at all times, and are intended to reinforce or take the place of group training if appropriate.  The data used as examples in the Flash tutorials will be from the Training Database.  

Training Database – A training database complete with training user accounts has been created and will remain available for field training events and Flash tutorials.  The training database provides 25 district-level user accounts and 60 school level user accounts.  All the district user accounts point to the same Training District.  The Training District represents a complete set of district level data.  School level user accounts have been broken up into three groups representing elementary, middle and high schools.  There is a range of 20 accounts for each of the school types, and each account within a range is tied to the same school (ex. all elementary school accounts point to the same elementary school).

Administrative Role of DACs – DACs are the primary stewards of the ORS system within their districts and their responsibilities include:
· Creating, distributing and managing user accounts for district and school users.

· Providing training, using the provided tools, to district and school users.

· Serving as the primary point of contact for DPI regarding the ORS system.

· Serving as the first point of contact for questions from district and school users regarding the ORS system.  

· Ensuring the proper use of the ORS system within their districts and for ensuring compliance with state and federal privacy laws, and local school board policy.  

Administrative Role of CESAs – CESA staff are responsible for training DACs that use their services and for providing the first level of support to their member DACs.  CESA staff will not be given a special user account within the system; rather, in order to access the ORS system on behalf of their member districts, CESA staff must have a DAC create an account for them for their respective district (DACs may create either district level accounts or school level accounts).  

User Accounts - One District Administrator account will be created for each district and assigned to the DAC.  One School User account will be created for each school.  The DACs will receive their account information from DPI and it will be the DACs responsibility to distribute School User accounts as they see fit.  The DAC will also be able to create additional District User and School User accounts for their district as needed.

Feedback/Suggestions – As the WSAS ORS system is used and as increasingly powerful functionality is included, DPI desires to have a steady stream of feedback with users of the system to ensure that the system is meeting the needs of Wisconsin educators.  Survey requests will occasionally be made through the system and there will be a Suggestion box that is always available on the Public Site.  All information gathered will remain anonymous and will go directly to DPI for review.  In order to evaluate the effectiveness of training, a survey has been included as Appendix C that can be used to gather immediate feedback from training sessions.

Customer Service/Support – In general, the first point of contact for School Users at a district is the DAC.  The DAC in turn will either rely on their CESA or DPI for questions regarding interpretation.  For technical questions, DACs may contact CTB Customer Service 8-4 CST, M-F.
Section

2

WSAS On-line Reporting System:  School User
T

he Wisconsin Reporter is a browser-based system that is designed to deliver CTB/McGraw-Hill online assessment reporting to Wisconsin Public Schools. The purpose of the Wisconsin Reporter is to enable educational leaders to make decisions about curriculum, school programs, and facility needs, based on real data. The Wisconsin Reporter provides easy access to eight online reports that present state, district and school level assessment data for all Wisconsin Public Schools.  For your convenience, you may access a Flash version of this training session at any time directly from the WSAS ORS system.

To access the WSAS ORS system, open your Internet browser (ex. Internet Explorer) and point it to http://wsas.turnleaf.com.  You will see the image below which is the WSAS ORS introduction screen.
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Private Site

From the Public Site authorized users may login to a secure Private Site to view non-public versions of WSAS assessment results.  The data that comprises the Private Site is not suppressed to protect the identity of individual students as is public data.  In addition, the system contains individual student data; consequently, all data contained in the Private Site is subject to following statement:

Privacy Notice

These reports are NOT for public review. Distribution within your school/district must be
in accordance with state and federal privacy laws, and local school board policy. 

Login – 

To access the Private Site from the Public Site, click on the ‘Login to Secure Site’ link.  You will be presented with the login screen below.
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Usernames and Passwords - 

Supplied by DACs - 

You will be given a Username and Password by your DAC for accessing the Private Site.  If you already have your username and password, you may enter them now and click the ‘Secure Login’ button.  This will allow you to view data for your school as you complete the remainder of this training exercise.  Your username and password will take you directly to reports for your school and your school only.  

For Training Only – 

For training purposes you may be given a temporary username and password by your trainer.  The temporary username and password will take you directly to a set of sample data that is specific to an elementary, middle or high school depending on the type of school you support as an educator (ex. Username = School User1, password = train1ng).  Please see Appendix B for a complete listing of the usernames and passwords that are available for training.

Navigating the System -
Once you have logged in to the system you will see the screen below.

[image: image3.png]W CTBMCGraw-Hil Welcome, MEGAN School User21 JANSSEN (if youre not MEGAN School User21 JANSSEN , logout)
E g know-
S PROGRESS

public home |

The McGraw Hill Compantes.

| manage users | user settings.

Welcome to the WSAS Reporting System

faq | help | logout

= Proficiency Summary
= Stondars pertorm. sum.
* Scosrsuma | AQUALTY Thank youfor supporting our Wisconsin Public Schools.
“ temResponse Anayss SR EDUCATION EizebetnBurmaste, Stte Supertencent

© temResponse Anayss R FOR

“ Hem anlyse Sum. by St

+ Bt Sampe iy 1o, | LIS MY
= SchooiRecord Seet CHILD

“ PDF Reports

Privacy Hotice
Thes reports are NOT for publc review. Disriutian within your schosliistrct must be
in accordance withstate an feceral privacy laws, and local school board poicy.





 

The system navigation links are situated horizontally at the top of the page and vertically on the left-hand side of the page as show above. 

 

The left-hand navigation includes a Reports menu and a Downloads menu. The Reports menu provides links to the individual Wisconsin Reporter reports. The Downloads menu includes a link to the originally printed Private and Public CTB/McGraw-Hill reports (available in PDF format) and may include a link to the GRT file (in Excel format) depending on user permissions (i.e. DAC level and above). 

 

Functions of the horizontal links are described below.

 

Public Home - This link returns the user to the public site home page. From the public site, return back to the private site by selecting the Logon to Secure Site link. You are automatically forwarded to the private site home page as long as the user session has not expired. 

 

Wisconsin Reporter - This link opens the home page of the private site and will be highlighted (as shown above) while accessing reports in the private site. When selected, it returns the user to the private site home page.

 

Manage Users - This link is only functional for Administrators. It provides access to the tools necessary to create, delete and edit users. 
 

User Settings - This link opens a form to complete when a user wants to change their password or update their personal information.

 

FAQ - This link opens a list of common user questions with answers.

 

Help - This link opens the help system in a new browser window.

 

Logout - This link returns the user to the public site home page and ends the user session. Once clicked, you will be required to log in again to re-enter the private site.

 

Important: The user session expires after leaving both the public and private site for 20 minutes or after the browser is inactive for 20 minutes.

Selecting a Report – 

As you can see from the screenshot above, there are eight private reports that are available by clicking on the name of the report under the ‘Reports’ menu.  This training exercise focuses the first and last reports in the list, the ‘Proficiency Summary’ report and the ‘School Record Sheet,’ respectively.

Proficiency Summary Report – 
This report shows percentages of students in each WSAS proficiency category by subject; WAA for S/Dis, WAA for LEP and WKCE. The long term goal is for ALL students to progress to the proficient or advanced levels within these categories. 
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Proficiency Summary Dropdowns
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Grade Dropdown - The Grade filter allows you to narrow results down to the student group of interest (your login takes you directly to your district and your school).  Notice that text labels appear in place of menus when there is only one option available.  Menu options are determined by user permissions and user areas of responsibility.

 

The Subject Dropdown - Select the subject of interest from this menu. Available subjects for this report are Language Arts, Mathematics, Reading, Science, and Social Studies.

 

The Demographic Dropdown - When a specific demographic group is selected, data returned for that group will append to the existing data. Available demographic groups for this report are All Students, Disability Status, Economic Status, Ethnicity, English Proficiency, Gender, and Migrant Status.

Proficiency Summary - More Info
The MORE INFO button is located in the upper right-hand corner of the report. When selected, the document opens in a new browser window. This document contains valuable information on interpreting and using the report in five sections. Descriptions of information found in each section follows:

 

General Interpretation - This section describes the data, tells where it comes from, and why it is included in test results.

 

How to Read this Report - This section describes how the data is laid out and where to find specific information.

 

Student Privacy - Certain data items may be omitted from the report if student privacy is threatened. This section describes what measures were taken to ensure that student privacy is secure.

 

Using this Report to Improve Learning - Valuable direction is provided that lets the user know how the report can be interpreted to answer questions about student learning.

 

For More Information - More comprehensive information about the report content and general related subject matter can be accessed through these links and references. The links are duplicated below for your convenience.

 

Student privacy: www.dpi.state.wi.us/oea/priv_more.html 

WSAS supplemental assessments: www.dpi.state.wi.us/oea/wsassuppl.html 

WSAS alternate assessments: www.dpi.state.wi.us/oea/wsasalt.html 

WKCE proficiency standards: www.dpi.state.wi.us/oea/profdesc.html 

Downloadable Summary Data: www.dpi.state.wi.us/oea/download.html 

Proficiency Summary Details

Report Details can be found in the navigation to the left of the report. The Three Report Details links are Report Purpose, Report Legend and Privacy Notice. The Report Details are duplicated here for your convenience.
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Report Details - 
When you click on a report to view it, as shown above, three items appear under the Report Details menu on the left-hand side of the screen.  The items are as follows:

Report Purpose

This report provides evidence about how well the students are learning knowledge and skills that are important for progress in school and as adults. The long-term goal is for ALL students to progress to the proficient or advanced levels. 

 

Report Legend

Advanced: Demonstrates in-depth understanding of academic knowledge and skills tested on WKCE. 

Proficient: Demonstrates competency in the academic knowledge and skills tested on WKCE.

Basic: Demonstrates some academic knowledge and skills tested on WKCE. 

Minimal Perf: Demonstrates very limited academic knowledge and skills tested on WKCE. 

Pre-Req Skills: Demonstrates achievement below the range tested on WKCE. 

 

Report Privacy Notice

This report is NOT for public review. Distribution within your school/district must be in accordance with state and federal privacy laws, and local school board policy.

Proficiency Summary Graphs –
To access the graphs for a report select the GRAPHS button in the upper right hand corner of the report. Graphs can be created easily by using the same filters that are used to create reports. The graphs page opens showing graphs that support the report data by default.

 

The Proficiency Summary report offers two graphs with four views each. All of the graphs display percent of students per proficiency level with views for WSAS, WKCE, WAA for LEP, and WAA for S/Dis proficiency data. One compares the state, district and school FAY populations and the other compares the disaggregated demographic group that is selected. If no specific demographic is selected, the demographic comparison graphs will not appear. A total of 8 graphs is possible for each student population.
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Proficiency Summary Xtras  -
Print Report - To save a report to your local computer, to email, or to print it, select the PRINT REPORT button in the upper righthand corner of the report. An application will launch to create the report in Adobe PDF format. The Adobe Acrobat Reader is a free program from Adobe that allows you to open the reports on your local computer to print them and to email them via attachments. If you do not have the program, you will be unable to open PDF files on your computer. If this is the case, please contact your local System Administrator to request installation.

School Record Sheet Report –
This report presents a school summary that shows the number and percent of students by proficiency category, the number of students by participation status, and summary scores of students tested. At the school level, this report shows specific WSAS results, by individual student, for all students within the student group. The summary section may be used to evaluate group achievement, and the student section may be used to evaluate individual achievement. 

[image: image10.png]School Record Sheet (Private) [ERRIESI 6 JRCRINES O JISE= O]

TestReport Information Report Fiters: Change the report fiters by using the menus below.
Test Name. WSAS Fall 2003 Distit Grant
TodaysDate  1240.2004 school KINGSVILLE MID
Grace Grade 08
) School Summary
Humber and Percent of Students by Proficiency Category or Level
WSAS Category Proficiency Level | Reading | Language Arts | Mathematics | Science | Social Studies | Writing
* W # % % % % | # % *
=3 Itimal sa 70| 8 20 | im0 |110 20| s 180 -
lBasic s 60| s 20 | 78 ;0 |e2 1s0| s 70 -
lroficient 180 470| 12 330 | 104 300 |14 30| 1m0
lacvanced a2 120 @ 120 | w00 |w oen| s 20
i for LEP. Itimal ERRTE 10 | s a0 |4 1o| e a0
lBasic 6 20| 4 10 | o oo |s 1o| o0 oo
lroficient 0o oo o 00 | o oo |o ool o oo
lacvanced 0o oo o 00 | o oo |o ool o oo
i for SDis [pre-Reg Sl irimal 1o o1 00 | 1 oo |2 s s 00
Jpre-Req Skl Basic 1 00| o 00 | 1 oo |1 ool o oo
[pre-Req Sl roficient 8 20| s 0 | s 20 | am| e 20
Jpre-Re il Adtvanced 6 20| & 20 | & 20 |3 10| & a0
NowsAs 1o o1 00 | 1 oo |1 ool 2 a0
ratals 343 930| 33 a0 | 13 se0 |m3 | w3 100 | m
Percentages may not total 100 e to rounding
There are o Proficiency Levels assigned to this cortent area.
Humber of Students by Participation Status
AS Category Reading Language Arts Mathematics Science Social Studies. Wiiting
assessment onWSAS
=3 Eld Eld Eld Eld El ES
i for LEP. s s s s s s
s for SDis " " " " " 3
atals E E E E £ ES
Howsas
Excused by Parent o o o o
Unknawn 1 1 1 1
Total 1 1 1 1
Summary Scores of Students Tested
AS Category Reading Language Arts Mathematics Science Social Studies. Wiiting
cE
ean Scle Seore e521 6545 6752 6730 6532
Standerd Devistion 1 EE) 433 EZ) ER
(CEWriting
Total g Poirts - - - - - 45
| Poits Compostian - - - - - 27
(g Poits Convertions - - - - - 19

There are no Summary Scores assigned ta this cotert ares





[image: image11.png]) Individual Student Results

Student nssessment Score. Reading | Language Arts | Mathematics | Science | Social Studies | Writing

/ANDERSON, MCAH C (CE -Proficiency Level PROF PROF Basc PROF PROF -

it 07124730 (CE - Scale Scare. 650 &6 &m0 634 ea4 -
(CE - writing Poirts - - - - - 40

i for LEP - PL - - - - - -
/a8 for SDIS PL - - - - - -

ANDES, HEDI (CE - Prafiency Level PROF PROF PROF PROF PROF =
Bt 03106153 (CE - Scale Scare. e78 72 o4 657 651 -
(CE - witing Points = = = = = 45

a8 for LEP -PL = = - - - -
/a8 for SDIS PL = = - - - -

ANDREW, ASHLEY 1 (- Profiiency Level PROF PROF PROF PROF PROF -
Bt 05123750 (CE - Scale Scare. ea ea7 0 638 631 -
(CE - writing Poirts - - - - - 50

i for LEP - PL - - - - - -
/a8 for SDIS PL - - - - - -
ARANDA, ANGELI & CE -Profiiency Level -
Birthdte: 0312573 (CE - Scsle Scare. B

(CE - witing Points = = - - - -
a8 for LEP -PL = - - - - -

A for SIDIS PL = = - - - 40
ARROYO, ARACEL P (- Profiiency Level PROF PROF PROF PROF PROF -
Brthdte: 01121790 (CE - Scale Scare. ea &7 2] eae ea -

(CE - writing Poirts - - - - - 45

i for LEP - PL - - - - - -
/a8 for SDIS PL - - - - - -

/ASLAN, A&RON CE -Profiiency Level a0V PROF a0V a0V Dy -
Btz 0310715 (CE - Scale Scare. m ea 750 2] 708 -
(CE - witing Points = = = = = 45

a8 for LEP -PL = - - - - -
/a8 for SDIS PL = = - - - -
ATKINSON, KATHY. - Profiiency Level -
Birthdte: 03125738 (CE - Scsle Score -

(CE - writing Poirts - - - - - -
i for LEP - PL - - - - - -

A for SIDIS PL - - - - - 30
BAKER, MELISS S CE -Profiiency Level a0V a0V PROF a0V Dy -
it 0910738 (CE - Scale Scare. 3 2 68 745 24 =

(CE - witing Points = - - - - 60

a8 for LEP -PL = = - - - -
/a8 for SDIS PL = = - - - -

BALLEZS, TOMASA A - Profiiency Level PROF Basc Basc PROF PROF -
Bt 03114790 (CE - Scale Scare. e84 o7 &6 634 o83 -
(CE - writing Poirts - - - - - 40

i for LEP - PL - - - - - -
/a8 for SDIS PL - - - - - -

BARIER, SEAND CE -Profiiency Level i Basc M i M -
Bt 121255 (CE - Scale Scare. 630 650 a7 608 62 -
(CE - witing Points = = = = = 40

a8 for LEP -PL = = - - - -
/a8 for SDIS PL = = - - - -
12345878910,

rting Codes:

invaldation





School Record Sheet Dropdowns
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Grade Dropdown - The Grade filter allows you to narrow results down to the student group of interest (your login takes you directly to your district and your school).  Notice that text labels appear in place of menus when there is only one option available.  Menu options are determined by user permissions and user areas of responsibility.

School Record Sheet Details

Report Details can be found in the navigation to the left of the report. The Three Report Details links are Report Purpose, Report Legend and Privacy Notice. The Report Details are duplicated here for your convenience.

 

Report Purpose - This report lists specific WSAS results, by individual student, for all students within a school or some other specified group. The Summary results may be used to evaluate group achievement, and the Individual Student Test Results may be used to evaluate individual achievement. Achievement may be evaluated in comparison to proficiency levels and to the performance of other students in the state.

 

Report Legend

PL: Proficiency Level or Category 

PS: Pre-Requisite Skill Level 

LB: Left Blank 

IL: Illegible 

AL: Another Language 

WKCE: Wisconsin Knowledge and Concepts Examinations 

WSAS: Wisconsin Student Assessment System 

WKCE Writing: Extended Writing Sample 

WAA for LEP: WSAS Alternate Assessment for LEP students whose academic English skills are not sufficient to take the WKCE in the subject area with allowable accommodations (Pre-Requisite English). Proficiency levels used in reporting WAA for LEP results correspond to those set for WKCE. 

WAA for S/Dis: WSAS Alternate Assessment for students with disabilities who are not able to demonstrate some of the knowledge and skills on the WKCE in the subject area with allowable accommodations (Pre-Requisite Skill). WAA for S/Dis categories are below the range of skills covered by WKCE for the grade level. See: http://www.dpi.state.wi.us/oea/psprofdesc.html 

 

Report Privacy Notice

This report is NOT for public review. Distribution within your school/district must be in accordance with state and federal privacy laws, and local school board policy.

School Record Sheet Graphs –
To access the graphs for a report select the GRAPHS button in the upper right hand corner of the report. Graphs can be created easily by using the same filters that are used to create reports. The graphs page opens showing graphs that support the report data by default.

 

The School Record Sheet report offers a single graph that shows the number of students in each WSAS proficiency level per subject.
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School Record Sheet Xtras – 
Print Report - To save a report to your local computer, to email, or to print it, select the PRINT REPORT button in the upper right hand corner of the report. An application will launch to create the report in Adobe PDF format. The Adobe Acrobat Reader is a free program from Adobe that allows you to open the reports on your local computer to print them and to email them via attachments. If you do not have the program, you will be unable to open PDF files on your computer. If this is the case, please contact your local System Administrator to request installation.

 

Paging Through Individual Student Test Results - There are ten default rows of student data presented per page of individual student test results. Use the page numbers at the bottom of the students results table to move forward and backward through records. Student records are sorted alphabetically by student last names.

User Settings - 
Introduction to User Settings

User Settings allows a user to change the password, reminder question, and general information on their account. 

 

Important: You can only edit the Email, Password and Reminder Question on TurnLeaf provided accounts since they are associated with a facility and not a user.

Edit User Settings -
Select the User Settings link to open the User Settings screen. Gray fields cannot be changed and are shown for informational purposes only. Make changes where needed and select the SAVE button.

 

Important: When your username or password is lost or forgotten you will be asked to answer your Reminder Question. Make sure you remember the Reminder Question answer and provide a personal and valid email address that can be relied on to receive your password via email. 

 

Change Your Password - Select the User Settings link at the top of the page. Type in the new password twice in the Reset Password form fields and select the SAVE button. Be sure to save a copy of the new password somewhere secure.
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Section

3

WSAS On-line Reporting System:  District User
T

he Wisconsin Reporter is a browser-based system that is designed to deliver CTB/McGraw-Hill online assessment reporting to Wisconsin Public Schools. The purpose of the Wisconsin Reporter is to enable educational leaders to make decisions about curriculum, school programs, and facility needs, based on real data. The Wisconsin Reporter provides easy access to eight online reports that present state, district and school level assessment data for all Wisconsin Public Schools.  For your convenience, you may access a Flash version of this training session at any time directly from the WSAS ORS system.

To access the WSAS ORS system, open your Internet browser (ex. Internet Explorer) and point it to http://wsas.turnleaf.com.  You will see the image below which is the WSAS ORS introduction screen.
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Private Site

From the Public Site authorized users may login to a secure Private Site to view non-public versions of WSAS assessment results.  The data that comprises the Private Site is not suppressed to protect the identity of individual students as is public data.  In addition, the system contains individual student data; consequently, all data contained in the Private Site is subject to following statement:

Privacy Notice

These reports are NOT for public review. Distribution within your school/district must be
in accordance with state and federal privacy laws, and local school board policy. 

Login – 

To access the Private Site from the Public Site, click on the ‘Login to Secure Site’ link.  You will be presented with the login screen below.
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Usernames and Passwords - 

Supplied by DACs - 

You will be given a Username and Password by your DAC for accessing the Private Site.  If you already have your username and password, you may enter them now and click the ‘Secure Login’ button.  This will allow you to view data for your district as you complete the remainder of this training exercise.  Your username and password will take you directly to reports for your district and your district only.  

For Training Only – 

For training purposes you may be given a temporary username and password by your trainer.  The temporary username and password will take you directly to a set of sample data for a district (ex. Username = District User1, password = train1ng).  Please see Appendix B for a complete listing of the usernames and passwords that are available for training.

Navigating the System -
Once you have logged in to the system you will see the screen below.
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The system navigation links are situated horizontally at the top of the page and vertically on the left-hand side of the page as show above. 

 

The left-hand navigation includes a Reports menu and a Downloads menu. The Reports menu provides links to the individual Wisconsin Reporter reports. The Downloads menu includes a link to the originally printed Private and Public CTB/McGraw-Hill reports (available in PDF format) and may include a link to the GRT file (in Excel format) depending on user permissions (i.e. District User level and above – see Download GRT File section at the end of Section 3). 

 

Functions of the horizontal links are described below.

 

Public Home - This link returns the user to the public site home page. From the public site, return back to the private site by selecting the Logon to Secure Site link. You are automatically forwarded to the private site home page as long as the user session has not expired. 

 

Wisconsin Reporter - This link opens the home page of the private site and will be highlighted (as shown above) while accessing reports in the private site. When selected, it returns the user to the private site home page.

 

Manage Users - This link is only functional for Administrators. It provides access to the tools necessary to create, delete and edit users. 
 

User Settings - This link opens a form to complete when a user wants to change their password or update their personal information.

 

FAQ - This link opens a list of common user questions with answers.

 

Help - This link opens the help system in a new browser window.

 

Logout - This link returns the user to the public site home page and ends the user session. Once clicked, you will be required to log in again to re-enter the private site.

 

Important: The user session expires after leaving both the public and private site for 20 minutes or after the browser is inactive for 20 minutes.

Selecting a Report – 

As you can see from the screenshot above, there are eight private reports that are available by clicking on the name of the report under the ‘Reports’ menu.  This training exercise focuses the first and last reports in the list, the ‘Proficiency Summary’ report and the ‘School Record Sheet,’ respectively.

Proficiency Summary Report –
This report shows percentages of students in each WSAS proficiency category by subject; WAA for S/Dis, WAA for LEP and WKCE. The long term goal is for ALL students to progress to the proficient or advanced levels within these categories. 
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Proficiency Summary Dropdowns - 
[image: image22.png]Report Filters: Change the report fifters by using the menus below.
Distit Grant

Schoal ABLENEH Suect Language Arts v

Grace Grade 10

Demographic AlStuderts v





 

The District, School and Grade Dropdown - The District, School, and Grade filters allow you to narrow results down to the student group of interest. Selection of a specific district automatically updates the report data and updates the school and grade dropdown menus to correspond to the district selected. Selection of All Districts or All Schools returns the corresponding State or District level reports. Notice that text labels appear in place of menus when there is only one option available. Menu options are determined by user permissions and user areas of responsibility.

 

The Subject Dropdown - Select the subject of interest from this menu. Available subjects for this report are Language Arts, Mathematics, Reading, Science, and Social Studies.

 

The Demographic Dropdown - When a specific demographic group is selected, data returned for that group will append to the existing data. Available demographic groups for this report are All Students, Disability Status, Economic Status, Ethnicity, English Proficiency, Gender, and Migrant Status.

Proficiency Summary - More Info

The MORE INFO button is located in the upper right-hand corner of the report. When selected, the document opens in a new browser window. This document contains valuable information on interpreting and using the report in five sections. Descriptions of information found in each section follows:

 

General Interpretation - This section describes the data, tells where it comes from, and why it is included in test results.

 

How to Read this Report - This section describes how the data is laid out and where to find specific information.

 

Student Privacy - Certain data items may be omitted from the report if student privacy is threatened. This section describes what measures were taken to ensure that student privacy is secure.

 

Using this Report to Improve Learning - Valuable direction is provided that lets the user know how the report can be interpreted to answer questions about student learning.

 

For More Information - More comprehensive information about the report content and general related subject matter can be accessed through these links and references. The links are duplicated below for your convenience.

 

Student privacy: www.dpi.state.wi.us/oea/priv_more.html 

WSAS supplemental assessments: www.dpi.state.wi.us/oea/wsassuppl.html 

WSAS alternate assessments: www.dpi.state.wi.us/oea/wsasalt.html 

WKCE proficiency standards: www.dpi.state.wi.us/oea/profdesc.html 

Downloadable Summary Data: www.dpi.state.wi.us/oea/download.html 

Proficiency Summary Details

Report Details can be found in the navigation to the left of the report. The Three Report Details links are Report Purpose, Report Legend and Privacy Notice. The Report Details are duplicated here for your convenience.

 


Report Details -
When you click on a report to view it, as shown above, three items appear under the Report Details menu on the left-hand side of the screen.  The items are as follows:

Report Purpose - This report provides evidence about how well the students are learning knowledge and skills that are important for progress in school and as adults. The long-term goal is for ALL students to progress to the proficient or advanced levels. 

 

Report Legend - Advanced: Demonstrates in-depth understanding of academic knowledge and skills tested on WKCE. 

Proficient: Demonstrates competency in the academic knowledge and skills tested on WKCE.

Basic: Demonstrates some academic knowledge and skills tested on WKCE. 

Minimal Perf: Demonstrates very limited academic knowledge and skills tested on WKCE. 

Pre-Req Skills: Demonstrates achievement below the range tested on WKCE. 

 

Report Privacy Notice - This report is NOT for public review. Distribution within your school/district must be in accordance with state and federal privacy laws, and local school board policy.

Proficiency Summary Graphs –
To access the graphs for a report select the GRAPHS button in the upper right hand corner of the report. Graphs can be created easily by using the same filters that are used to create reports. The graphs page opens showing graphs that support the report data by default.

 

The Proficiency Summary report offers two graphs with four views each. All of the graphs display percent of students per proficiency level with views for WSAS, WKCE, WAA for LEP, and WAA for S/Dis proficiency data. One compares the state, district and school FAY populations and the other compares the disaggregated demographic group that is selected. If no specific demographic is selected, the demographic comparison graphs will not appear. A total of 8 graphs is possible for each student population.
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Proficiency Summary Xtras –
Print Report - To save a report to your local computer, to email, or to print it, select the PRINT REPORT button in the upper right hand corner of the report. An application will launch to create the report in Adobe PDF format. The Adobe Acrobat Reader is a free program from Adobe that allows you to open the reports on your local computer to print them and to email them via attachments. If you do not have the program, you will be unable to open PDF files on your computer. If this is the case, please contact your local System Administrator to request installation.

School Record Sheet Report –
This report presents a school summary that shows the number and percent of students by proficiency category, the number of students by participation status, and summary scores of students tested. At the school level, this report shows specific WSAS results, by individual student, for all students within the student group. The summary section may be used to evaluate group achievement, and the student section may be used to evaluate individual achievement. 
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School Record Sheet Dropdowns
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The District, School and Grade Dropdowns - The District, School, and Grade dropdowns allow you to narrow results down to the student group of interest. Selection of a specific district automatically updates the report data and updates the school and grade dropdown menus to correspond to the district selected. Selection of All Districts or All Schools returns the corresponding State or District level reports. Notice that text labels appear in place of menus when there is only one option available. Menu options are determined by user permissions and user areas of responsibility.

School Record Sheet Details -
Report Details can be found in the navigation to the left of the report. The Three Report Details links are Report Purpose, Report Legend and Privacy Notice. The Report Details are duplicated here for your convenience.

 

Report Purpose - This report lists specific WSAS results, by individual student, for all students within a school or some other specified group. The Summary results may be used to evaluate group achievement, and the Individual Student Test Results may be used to evaluate individual achievement. Achievement may be evaluated in comparison to proficiency levels and to the performance of other students in the state.

 

Report Legend -
PL: Proficiency Level or Category 

PS: Pre-Requisite Skill Level 

LB: Left Blank 

IL: Illegible 

AL: Another Language 

WKCE: Wisconsin Knowledge and Concepts Examinations 

WSAS: Wisconsin Student Assessment System 

WKCE Writing: Extended Writing Sample 

WAA for LEP: WSAS Alternate Assessment for LEP students whose academic English skills are not sufficient to take the WKCE in the subject area with allowable accommodations (Pre-Requisite English). Proficiency levels used in reporting WAA for LEP results correspond to those set for WKCE. 

WAA for S/Dis: WSAS Alternate Assessment for students with disabilities who are not able to demonstrate some of the knowledge and skills on the WKCE in the subject area with allowable accommodations (Pre-Requisite Skill). WAA for S/Dis categories are below the range of skills covered by WKCE for the grade level. See: http://www.dpi.state.wi.us/oea/psprofdesc.html 

 

Report Privacy Notice - This report is NOT for public review. Distribution within your school/district must be in accordance with state and federal privacy laws, and local school board policy.

School Record Sheet Graphs – 
To access the graphs for a report select the GRAPHS button in the upper right hand corner of the report. Graphs can be created easily by using the same filters that are used to create reports. The graphs page opens showing graphs that support the report data by default.

 

The School Record Sheet provides Proficiency Level by Subject graphs for WSAS, WKCE, WAA for LEP, and WAA for S/Dis proficiency categories.
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School Record Sheet Xtras –
Print Report - To save a report to your local computer, to email, or to print it, select the PRINT REPORT button in the upper right hand corner of the report. An application will launch to create the report in Adobe PDF format. The Adobe Acrobat Reader is a free program from Adobe that allows you to open the reports on your local computer to print them and to email them via attachments. If you do not have the program, you will be unable to open PDF files on your computer. If this is the case, please contact your local System Administrator to request installation.

 

Paging Through Individual Student Test Results - There are ten default rows of student data presented per page of individual student test results. Use the page numbers at the bottom of the students results table to move forward and backward through records. Student records are sorted alphabetically by student last names.

User Settings –
Introduction to User Settings

User Settings allows a user to change the password, reminder question, and general information on their account. 

 

Important: You can only edit the Email, Password and Reminder Question on TurnLeaf provided accounts since they are associated with a facility and not a user.

Edit User Settings

Select the User Settings link to open the User Settings screen. Gray fields cannot be changed and are shown for informational purposes only. Make changes where needed and select the SAVE button.

 

Important: When your username or password is lost or forgotten you will be asked to answer your Reminder Question. Make sure you remember the Reminder Question answer and provide a personal and valid email address that can be relied on to receive your password via email. 

 

Change Your Password - Select the User Settings link at the top of the page. Type in the new password twice in the Reset Password form fields and select the SAVE button. Be sure to save a copy of the new password somewhere secure.
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Download GRT File - 

Clicking on the ‘GRT File’ link located under the ‘Download’ menu on the left-hand frame will display the following information:

Generate General Research Tape

This page will generate a GRT file for use at your district. This file will contain the individual student results for all the students associated with your district. As a 'District Administrator' or 'District User' you are the only individuals that will have access to this functionality. If you need to provide an individual school within your district access to this GRT file, you will need to generate and download this file, then break it up as necessary. Please refer to the help documentation that can be accessed from the black navigation bar near the top of your browser window for more information on downloading and/or saving this file to your computer.

How to work with this file

CSV Format - The file that will be generated is a comma separated values file (.CSV) and will work with most versions of Microsoft Excel. Before beginning work with this type of file you should be familiar with the workings of Excel before you attempt to manipulate this GRT file and you should always have a copy of this file in its original, downloaded format.  Because of limitations within Excel, this file cannot contain more than 250 columns.  For this reason, Objective Scores and Mastery Levels for the 72 objectives have been combined into a single column.  Please see the file record layout below for more information.

DAT Format - This file is also be comma separated, but its file extension (.DAT) is not recognized by Excel and will not open up directly into Excel.  This file by will open in some browsers but it can be save through the File - Save menu option.  Because of the number of columns included within this file, you will not be able to directly open this file in Excel.  This file can be used for importing this GRT data into a database and can be edited with a text file editor.

File Record Layout for this file - Located below are links for downloadable Microsoft Word documents that explains in detail the layout and makeup of this GRT file. Once you have downloaded and opened your GRT file you will notice that the first row contains column headers that attempt to describe the contents of each column. These column headers are clearly labeled within the Word document and can be used for reference when attempting to locate a specific column. There are spots within the file that are either intentionally left blank or are reserved for later use. The positions or columns are commonly referred to as 'fillers'. Within your downloadable file these filler positions have been labeled as "Filler_#', with the number sign (#) indicating the particular filler column within the record. These filler fields will most often be empty (in some cases they may contain meaningless characters like periods [.] or dashes [-]) and will be designated within the file by two commas (,,) with no spaces between them. All empty columns will be designated in the same manner.
Click here to download the .CSV file record layout.

Click here to download the .DAT file record layout.
If you need help downloading or saving this file

If you need help downloading or saving this file, please refer to the help documentation that can be accessed from the black navigation bar near the top of your browser window. The help files contain all the information necessary to assist you in downloading and saving this file.

Download/Save GRT File

Click here to generate your GRT file in .CSV format.
Click here to generate your GRT file in .DAT format.

Clicking on the ‘here’ links under the File Record Layout section above will open a window on your browser prompting you to Open or Save the document.  Clicking Open will open the document inside your browser window.  Clicking on Save will prompt you pick a location on your computer to Save the file.
Clicking on the ‘here’ links under Download/Save GRT File will generate the message below: 
Your GRT File was Successfully Generated

If you need help downloading or saving this file, please refer to the help documentation that can be accessed from the black navigation bar near the top of your browser window. The help files contain all the information necessary to assist you in downloading and saving this file. The file record layout for this GRT file is accessible from the prior page. Once you have downloaded or saved this file you can click the download link again, regenerate the data and download the file record layout file.

Click here to download or save this file.
Clicking on the ‘here’ link above will open a window on your browser prompting you to Open or Save the document.  Clicking Open will open the document inside your browser window.  Clicking on Save will prompt you to pick a location on your computer to Save the file.
Section

4

WSAS On-line Reporting System:  CESA/DAC Resources
T

his section provides a step-by-step walkthrough of the Manage Users feature and all additional information pertinent only to DACs and those responsible for training and supporting DACs (i.e. CESAs and administrators of districts that are not members of CESAs).

Administrative Role of DACs – DACs are the primary stewards of the ORS system within their districts and their responsibilities include:

· Creating, distributing and managing user accounts for district and school users.

· Providing training, using the provided tools, to district and school users.

· Serving as the primary point of contact for DPI regarding the ORS system.

· Serving as the first point of contact for questions from district and school users regarding the ORS system.  

· Ensuring the proper use of the ORS system within their districts and for ensuring compliance with state and federal privacy laws, and local school board policy.  

Administrative Role of CESAs – CESA staff are responsible for training DACs that use their services and for providing the first level of support to their member DACs.  CESA staff will not be given a special user account within the system; rather, in order to access the ORS system on behalf of their member districts, CESA staff must have a DAC create an account for them for their respective district (DACs may create either district level accounts or school level accounts).  

User Accounts - One District Administrator account will be created for each district and assigned to the DAC.  One School User account will be created for each school.  The DACs will receive their account information from DPI and it will be the DACs responsibility to distribute School User accounts as they see fit.  The DAC will also be able to create additional District User and School User accounts for their district as needed.

Introduction to Manage Users –
Administrators can use this section to create, edit and delete users. This is also where User Reports are created for distribution to districts and schools. If you do not have Administrative privileges, this area is inaccessible. 
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Note: The first screen opens with a search form and user results defaulted to "all users." The user results are paged at 15 rows per page. 

 

Using Search Filters - If the results are too extensive, use the search filters to narrow results to the user, or user group, of interest. You can narrow results by Role, District, and School (based on user permissions), and Name or partial name. Select the SEARCH button to begin your search.

 

Sorting the Results - Search results can be sorted by Username, First Name/School, Middle Name/District, Last Name/State, and Role(s). TurnLeaf provided accounts are listed by School, District and State. New users are listed by First Name, Middle Name and Last Name. Select the column heading once to sort in alphabetical order and select it a second time to reverse the sort order. 

 

Edit and Delete - Use the EDIT and DELETE buttons in each row to edit or delete the indicated user settings. Gray buttons indicate that the option is unavailable for the indicated user. 

Edit Users –
Locate the user you need to edit from the results in the first Manage Users page. 
If necessary use search filters to narrow the results. 

Select the EDIT button associated with the user to open the Edit User form. 

Complete all required fields on the form in order. Gray fields cannot be completed.

Select the SAVE button when you are done.

 

When changing the email address associated with a user account, make sure to provide a personal and valid email address that can be used when the password is lost or forgotten.
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Important: You can only edit the Email, Password, and Reminder Question on TurnLeaf provided accounts since they are associated with a facility and not a user.

Create New Users –
Select the Create New User GO button from the first Manage Users page to open the Add New User form. 

Complete all required fields on the form in order. Gray fields cannot be completed.

Be sure to select the correct role to be enforced on the new user. Refer to the following chart for role descriptions.

 

	Role Type
	Access Permissions

	State Administrator
	Manage Users and view all state, district, and school reports

	State User
	View all state, district, and school reports

	District Administrator
	Manage Users and view all district and school reports for the assigned district 

	District User
	View all district and school reports for the assigned district 

	School Administrator
	Manage Users and view all school reports for the assigned school

	School User
	View all school reports for the assigned school


 

If the Faculty member is not listed, select Create New Person to open fields needed to add a person to the system.

Select the SAVE button when you are done.
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Create User Reports –
Select the Create User(s) Reports GO button from the first Manage Users page to open the User Summary. Select the PDF REPORT button in the upper righthand corner of the page to start generating the PDF. All reports will be created in a single PDF document. Blank pages are used as spacers between districts when multiple district reports are generated. The process may take several minutes to complete for multiple districts or when hundreds of reports need to be generated.
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Delete Users –
Locate the user you need to delete from the results in the first Manage Users page. If necessary, use search filters to narrow the results. Select the DELETE button associated with the user. Select OK when prompted to confirm the deletion.

 

Important: You cannot delete TurnLeaf provided accounts because they are associated with a facility and not a user.

Customer Service/Support –
Customer Service/Support – In general, the first point of contact for School Users at a district is the DAC.  The DAC in turn will either rely on their CESA or DPI for questions regarding interpretation.  For technical questions, DACs may contact CTB Customer Service 8-4 CST, M-F.
Appendices
Appendix A
TurnLeaf Solutions, Inc. – On-line Security Policy

Overview

Providing you with a secure online experience is a high priority at TurnLeaf.  We recognize that your privacy and security are of the utmost importance, and we have devoted a great deal of effort to ensure that you and your student’s sensitive information are safeguarded.  Your online experience is not only supported by industry-standard data encryption, but is also protected by TurnLeaf’s commitment to provide you with the safest and securest online environment possible.

Please take a moment to read about the steps that we have taken to help protect your information and make your online transmissions safer.  We also invite you to review the steps you can take to help protect yourself further.

Safer Transmissions

Positive Identification

All of TurnLeaf’s secure online applications are registered with site identification authorities to enable your browser to confirm the web sites identity before any transmission is sent.  With this technology, the identity of our site is automatically confirmed behind the scenes prior to the transmission of any sensitive information.  If your browser notifies you (prior to sending any sensitive information) that the potential receiving site looks suspicious you should avoid completing the request and contact customer support immediately.

Data Encryption

If you are using a security-enable browser, the information you send us regarding your requests for sensitive information are encrypted, making it extremely difficult to read even if it is wrongly intercepted.  TurnLeaf utilizes industry-standard Secure Sockets Layer (SSL) technology to allow for the encryption of:

•
Potentially sensitive information such as your name and email address

•
Critically sensitive information such as a student’s name or test results

Help Protect Yourself

If you use a security-enabled browser paying attention to two browser features will decrease the chances for the unintended or fraudulent use of your personal information:

1.
Browser Security Settings – Your browser security preference settings are your first line of defense to stopping the theft or unwanted viewing of confidential, personal information.  The most popular browsers offer you the ability to receive an alert or notification if any of the following happen or are about to occur:

•
changing between secure and unsecure transmission modes

•
receiving an invalid site identification for the site to which you are about to transmit information

•
sending a transmission over an unsecured connection

Check the settings of your browser security features to see all the checks that are possible and those that are currently in place.

2.
Browser Security Signals – The presence of security measure surrounding the entry of data on a web page is identified in several ways for you on your browser:

•
the URL identifying the page will always begin with https:// versus the normal http://

•
a security symbol to indicate operation in a mode that supports secure transmissions

•
a “closed lock” icon is present in the bottom right-hand corner of your Microsoft Internet Explorer browser screen.

•
an “unbroken key” icon appears in the lower left-hand corner of your Netscape Navigator browser screen.

Safer Technology

The following sections help explain the technology components that TurnLeaf uses to secure your data and transmissions.
Encryption

What is Encryption?

Encryption is a process by which we use software to scramble sensitive information while it is in transit to and from TurnLeaf.

How Does Encryption Work?

Encryption is based on a key that has two different parts.  A public part and a private part.  The public part of the key is distributed to those you want to communicate with.  The private part is for the recipient’s use only.  When you send or receive sensitive information to or from TurnLeaf, you use TurnLeaf’s public key to encrypt your information and when we receive it we use the private part of our key to decode it.  That means, if at any point during the transmission your information is intercepted, it is scrambled and very difficult to decrypt.

What Kind of Encryption Software Does TurnLeaf Use?

TurnLeaf currently uses industry-standard SSL (Secure Sockets Layer) encryption.  This SSL “software” comes in the form of “certificates” that are issued by trusted providers such as GeoTrust (http://www.geotrust.com) or Verisign (http://www.verisign.com).  Once a certificate provider verifies our site, these certificates are installed on our web servers.  These are what allow us to provide you access to your sensitive data through encryption and SSL. 

What Information Does TurnLeaf Encrypt?

From the point you log into any TurnLeaf Secure Application all data transmitted or received is encrypted by TurnLeaf.

How Safe is TurnLeaf’s Encryption Really?

TurnLeaf uses 128-bit encryption to secure your data during transmission.  This encryption “strength” is equal to the encryption used in online banking or credit card applications.  We have taken every precaution to ensure that your sensitive data is as secure as it could possibly be.

HTTPS 

HTTPS is the secure version of HTTP (HyperText Transfer Protocol),  the communication protocol of the world wide web.  It was invented by Netscape Communications to provide authentication and encrypted communication and is used in electronic commerce.  Instead of using plain text socket communication, HTTPS encrypts the session data using either a version of the SSL protocol or the TLS (Transport Layer Security) protocol, thus ensuring reasonable protection from eavesdroppers and “man in the middle” attacks.  The default TCP/IP port of HTTPS is 443.

Security Features

Individualized Password

When you use any of TurnLeaf’s applications you should be provided with (or ask your application administrator to provide you with) your own individualized username and password.  This information is encrypted during transmission and will remain a secret as long as you do not disclose it.

Timed log-off

All TurnLeaf applications will automatically log you off after 20 minutes of inactivity.  This reduces the risk of other accessing your information from your unattended computer.

Security for TurnLeaf Hosted Applications

Customers that choose to host their applications with TurnLeaf are provided with additional security features that protect your sensitive information.  Please be sure to check with your systems administrator to verify if TurnLeaf is hosting your application.

Firewall

TurnLeaf’s computer systems are protected 24 hours a day by a powerful firewall that block unauthorized entry.  In order to gain access to authorized information, the web browser you are using must know the proper protocol, or language, and even then only select information is available.
Constant Surveillance

TurnLeaf’s security team maintains and monitors all security systems to make sure that your accounts are safe and secure.

Technology Updates

In order to confront constantly evolving threats, TurnLeaf is committed to keeping up with and utilizing the latest technology to ensure the security of your sensitive information.

Physical Security

TurnLeaf’s servers are protected 24 hours a day by a physical security system that requires authorized card access in order to physically access the machines.  Additionally, surveillance cameras record all activity at our location around the clock.

Conclusion

We hope that once you understand the measures we employ and the steps you can take to protect yourself, you’ll be as confident about the security of your sensitive information as we are.  If you have any questions about the technologies or security procedures used at TurnLeaf please feel free to contact us.  We would be happy to answer any of your questions!

Appendix B
Training Database Usernames and Passwords
Training User Accounts –
	Type of Account
	
	Username Range
	Passwords

	School User
	Elementary
	School User1 through School User20
	train1ng

	
	Middle
	School User21 through School User 40
	train1ng

	
	High
	School User41 through School User 60
	train1ng

	
	
	
	

	District User
	District 
	District User1 through District User25
	train1ng

	
	
	
	


On the WSAS Secure Login page instruct your users to enter a username and password from the ranges above.  Start at one corner of the training room and assign user numbers in order according whether you are training school users or district users.  Each account range will log users into the same set of sample data.  For example, all school users logging in under the Elementary account range (School User1 through School User20) will see data for the same sample elementary school.  District users will see data for the same sample district.
 Appendix C

WSAS ORS Training Survey

Do you feel that this training session has prepared to you use the WSAS ORS system effectively?

Does the training documentation adequately explain the system?

Are there other methods of training that you would prefer?

Please rate the performance of your trainer on a scale of 1 to 5 (1 = Excellent, 5 = Poor).

What questions would you like to be able to answer or investigate using the ORS system in the future? 

Please rate the look and feel (i.e. the user interface) of the WSAS ORS system on a scale of 1 to 5 (1 = Excellent, 5 = Poor).

Comments/Suggestions - [image: image39.png]
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