Give WIDA Secure Portal access to
Test Administrators

Login to portal.wida.us I

1. Select Manage in the upper right corner |

2. Select Manage Users My Profile

3. Check if staff member already has an account: 2
- Search using the Test Administrator’s Manage Users
@spps.org email address (results appear Certification Report
below)
- If they have an account, they are good to go g G

- If they do NOT have an account, complete
the following steps

Manage Users Manage Users
Search Existing Users Search Existing Users 4 Create User
Search Users Create User
First Name
First First Name* Position Title* 6
Last Name First 5 EL Teacher
Last Name* State/Territory/Agency (Account) @
Emall Last Name Minnesota Department of Education
Email* District @
first.lastname@spps.org Saint Paul Public Schools
Confirm Email* School
[ Filter By Package @
3 first.lastname@spps.org
—
Rale Assignments 7
Account Coordinator O
4. Select Create User 8
H Package Assignments
5. Enter First and Last
- Assessment Training 9
Name, and Email
Self-Paced Professional Learning O
Address

6. Select Position Title from the dropdown menu
7. Select School from the dropdown menu

8. Check Assessment Training

9. Select Save

If you need assistance,
contact your DAC.

» Your Test Administrator will receive an email from WIDA instructing them to
complete their account setup.
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