Test History

Viewing Test History (5734)

The Test History Sub-menu displays a list of all standardized tests the student has taken. It also displays the
administration date, the school year and grade level for each test. Only tests that should be included in the student’s
transcript should have YES in that field. Double-click on the Yes to EXCLUDE the test and its scores.
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o Click on the grey triangle next to the test name to view test scores (5735).
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Entering Test History

Standardized test results are typically imported into student records. However, based on profile permissions, users
have the ability to manually enter or update student test data, such as district assessments.

e C(Click on the student’s Test History sub-menu. Locate the row of blank Test fields.
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1. Select the Test from the drop down
2. Enter the Date the test was administered
3. Enter the School Year the test was administered
4. Enter the student’s Grade Level at the time the test was administered
5. Check this box if the test score should be Included in the Transcript; otherwise, leave blank
6. Click the Save button after all applicable fields have been completed
[ ]

Click the grey arrow after the Test Name to enter the scores for the applicable test parts.
Click Save.
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