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Int roduction to the User Guide 
 

This user guide supports personnel responsible for test administration for students participating in 
the Connecticut Alternate Assessment (CTAA) practice tests and operational tests. 

Organization of the User Guide 

¶ Overview of the Test Delivery System provides an overview of online testing. 

¶ Accessing the Test Administration Sites explains how to log in to the TA sites. 

¶ Overview of the Test Administration Sites describes the overall layout of the TA sites and 

highlights the important tasks and functions. 

¶ Administering CTAA Online Tests outlines the process for creating a test session, approving 

students for testing, pausing tests, and logging out. 

¶ Signing in to the Student Interface explains how Teachers Administering the Alternate 

Assessment (TEAs) log students into a test session. 

¶ Overview of the Student Interface describes the layout of an online test, as well as the 

tools available to students. 

¶ Proceeding through a Test describes how to respond to questions, pause a test, review 

previously answered questions, and submit a test. 

Document Conventions 
 

Table 1 describes the conventions appearing in this guide. 
 

Table 1. Key Symbols and Elements 

Element Description 

 
 
 

Alert: This symbol accompanies important information regarding a task that may cause 

minor errors. 

 

 
 
 

Note: This symbol accompanies additional information or instructions of which users must 

take note. 

 
 

 

Policy: This symbol accompanies information regarding test administration policies. 

 

Warning: This symbol accompanies important information regarding actions that may cause 
fatal errors. 
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Intended Audience 
 

This CTAA User Guide is intended for the Teacher Administering the Alternate (TEA role in TIDE) 
responsible for administering tests with the Test Delivery System to eligible students with 
significant cognitive disabilities. All TEAs must participate in and pass the CSDE Alternate 
Assessment System training provided in 2014-15, 2015-16 or 2016-17. CSDE-trained Teachers 
Administering the Alternate (TEAs) have the ability to administer an online test in the Test 
Delivery System via the TA Interface. To use this system, you should be familiar with using a 
web browser to retrieve data and with filling out web forms. You should also be familiar with 
printing documents and adjusting a computerΩǎ audio settings. If you or your students use 
Chromebooks, iPads, or other tablets for testing, then you should be familiar with these devices 
as well. 
 

Addition al Resources 
 

These resources for additional information are available on the Connecticut Comprehensive 
Assessment Program Portal (http://ct.portal.airast.org) 

 
Document Description 

CTAA Test Administration 
Manual 

This manual provides information for the Teacher 
Administering the Alternate Assessment (TEA) and the 
District/School Test Coordinator (DC/SC) regarding 
policies and procedures for the 2017 Connecticut 
Alternate Assessment for English language arts and 
mathematics. 

Directions for Test 
Administration (DTA) 

Note: The DTAs are secure 
documents and can be found 
in the Test Information 
Distribution Engine (TIDE) 

Each test form has a specific DTA that provides directions 
and a script to administer each item of the Test. TEAs must 
follow these directions and script exactly. DTAs include the 
allowable manipulatives and reference materials for specific 
items, and scoring rubrics for constructed-response 
mathematics items and the open-response foundational 
reading items in Grades 3 and 4.  For instructions on how to 
access these materials, please see the section Accessing the 
Directions for Test Administration. 

Student Response Check (SRC) 
and Student Response Check 
(SRC) for Paper Administration 

The CTAA Student Response Check (SRC) is available on the 
CSDE Comprehensive Assessment Portal and in the Test 
Delivery System. 

System Requirements for 
Online Testing 

Provides information about supported operating systems and 
browsers. 

Secure Browser Installation 
Manual 

Provides information for downloading and installing the secure 
browser on supported operating systems used for all online 
assessments, including the CTAA. 

https://ct.portal.airast.org/
http://ct.portal.airast.org/wp-content/uploads/CTAA_Test-Administration-Manual.pdf
http://ct.portal.airast.org/wp-content/uploads/CTAA_Test-Administration-Manual.pdf
http://ct.portal.airast.org/wp-content/uploads/StudentResponseCheck_PaperForm.pdf
http://ct.portal.airast.org/wp-content/uploads/StudentResponseCheck_PaperForm.pdf
http://ct.portal.airast.org/wp-content/uploads/System_Requirements_2016-2017.pdf
http://ct.portal.airast.org/wp-content/uploads/System_Requirements_2016-2017.pdf
http://ct.portal.airast.org/wp-content/uploads/Secure_Browser_Installation_Manual_2016-2017.pdf
http://ct.portal.airast.org/wp-content/uploads/Secure_Browser_Installation_Manual_2016-2017.pdf
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Document Description 

Test Information Distribution 
Engine (TIDE) User Guide 

Provides information about student and user management, 
rosters, and appeals in TIDE. 

Technical Specifications for 
Online Testing 

Provides technology staff information about network and 
internet requirements, general hardware and software 
requirements, and configuring Text-to-Speech settings. 

Braille Requirements and 
Testing Manual 

Provides information about supported operating systems and 
required hardware and software for Braille testing as well as 
information about configuring JAWS, navigating an online 
test with JAWS, and how to administer a test to a student 
requiring Braille. 

CTAA Assessing Students 
Who Are Blind, Deaf, or 
Deaf-Blind: Additional 
Guidance for Test 
Administration 

This document provides additional guidance for 
administering the Alternate Assessments in ELA and Math to 
students who are blind, deaf, or deaf-blind. It is intended to 
be used in conjunction with the required secure CTAA 
Directions for Test Administration. 

 

 

Note: Hyperlinks are used for ease of navigation between related sections in this user guide 
and to additional resources on the Connecticut Comprehensive Assessment Program portal 
(http://ct.portal.airast.org/). In order to utilize a hyperlink to a resource on the portal, please 
use the commands Ctrl+click to follow the link and open the resource in a web browser. To 
utilize a hyperlink to a section within the user guide, please use the commands Ctrl+click to 
follow the link to the appropriate section. To return to the previous section after using a 
hyperlink, please use the commands Alt+left arrow simultaneously. 

 
 

  

http://ct.portal.airast.org/wp-content/uploads/CT_TIDE_Guide_2016-2017.pdf
http://ct.portal.airast.org/wp-content/uploads/CT_TIDE_Guide_2016-2017.pdf
http://ct.portal.airast.org/wp-content/uploads/Tech_Specs_Manual_2016-2017.pdf
http://ct.portal.airast.org/wp-content/uploads/Tech_Specs_Manual_2016-2017.pdf
http://ct.portal.airast.org/wp-content/uploads/Braille_Reqs_Manual.pdf
http://ct.portal.airast.org/wp-content/uploads/Braille_Reqs_Manual.pdf
http://ct.portal.airast.org/wp-content/uploads/CTAA-Assessing-Students-Who-Are-Blind-Deaf-DeafBlind.pdf
http://ct.portal.airast.org/wp-content/uploads/CTAA-Assessing-Students-Who-Are-Blind-Deaf-DeafBlind.pdf
http://ct.portal.airast.org/wp-content/uploads/CTAA-Assessing-Students-Who-Are-Blind-Deaf-DeafBlind.pdf
http://ct.portal.airast.org/wp-content/uploads/CTAA-Assessing-Students-Who-Are-Blind-Deaf-DeafBlind.pdf
http://ct.portal.airast.org/wp-content/uploads/CTAA-Assessing-Students-Who-Are-Blind-Deaf-DeafBlind.pdf
http://ct.portal.airast.org/
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Section. I  Overview of the Test Delivery System 
 

The Test Delivery System delivers ConnecticutΩǎ online tests. It is used to administer the 
Connecticut Alternate Assessment (CTAA) Based on Alternate Achievement Standards. 
The following sections provide a general description of online testing and the Test Delivery 
System in particular. 

 

Description of the Test Delivery Systemôs Sites 
 

The Test Delivery System consists of practice testing and operational testing sites. The practice 
testing sites function identically to the operational testing sites and can be used to confirm the 
functioning of AT and AAC devices. To administer an operational or practice test, the TEA must 
log the student into the Test Delivery System via the secure browser. 

 
¶ Practice Sites 

 
o Test Administrator (TA) Practice & Training Site: Allows TEAs to practice creating a test 

session and practice administering a test. Directions for how to access the TA Practice & 
Training Site may be found here. 

 
o Student Practice Site via Secure Browser: Allows TEAs to work with students to 

practice taking tests online and using accessibility features and testing tools, as well 
as any assistive technology required. 

 
¶ Operational Testing Sites 

 
o Test Administration Interface: Allows TEAs to administer operational tests. Directions for 

how to access the Test Administration Interface may be found here. 
 

o Student Interface via Secure Browser: Allows students to participate in operational tests. 
 

 

User Roles and System Requirements 
 

Access to the practice and operational testing sites depends on your user role and browser. 
 
¶ TEAs can use any supported web browser to access either the TA Practice & Training Site or 

the TA Interface. 
 
¶ A secure browser is used to access the Student Interface and practice site. The student 
ǇǊŀŎǘƛŎŜ ǎƛǘŜ Ŏŀƴ ōŜ ŀŎŎŜǎǎŜŘ ŀǎ ŀ ƎǳŜǎǘ ǳǎŜǊΣ ƻǊ ǿƛǘƘ ŀ ǎǘǳŘŜƴǘΩǎ {!{L5Φ 

 

 

Note: The practice test can also be accessed via a supported web browser, however, some 
accessibility features are available only via the secure browser. It is recommended that the 
secure browser is used to test all AT and AAC devices to mirror the experience and 
functionality of the operational CTAA test. 

 
For information about supported operating systems and browsers, see the System 
Requirements for Online Testing document available on the Connecticut Comprehensive 
Assessment Program Portal (http://ct.portal.airast.org). 

http://ct.portal.airast.org/
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Section. II  Accessing the Test Administration Sites 
 

This section describes how to access the Test Administration (TA) Sites. The Test Administration 
(TA) Interface is for secure test administrations. The TA Practice & Training Site can be used to 
practice administering tests using the Practice tests. 

 
To access the TA Interface for CTAA Administration: 

 

1. Navigate to the Connecticut 
Comprehensive Assessment Program 
Portal (http://ct.portal.airast.org). 

 
2. Select your program card (see Figure 1). 
 
3. Select Test Administration (see Figure 2). 

The login page appears. 

 

Figure 1. Portal Program Cards 

 

 

Figure 2. Card for TA Interface 

 

 
 
4. Enter your email address and password (see 

Figure 3). 
o Note: These login credentials are the 

same as those provided for TIDE. If you 
do not have a TIDE account, contact your 
School or District Test Coordinator. 

 
5. Click Secure Login. 
 
6. The TA Interface appears. 

o Note: If you are associated with multiple 
institutions, a pop-up message prompts 
you to select a testing institution. Select 
your institution from the drop-down list 
and click Go. To change the institution, 
you must log out and then log back in. 

 
Figure 3. Login Page 

 

 
 
  

http://ct.portal.airast.org/
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To access the TA Practice & Training Site: 

1. Navigate to the Connecticut Comprehensive Assessment 
Program Portal (http://ct.portal.airast.org). 

 
2. Select your program card (see Figure 1). 

 
3. Select TA Practice & Training Site (see Figure 4). 

 
4. The login page appears (see Figure 3). 

 
5. Enter your email address and password. 

 
6. Click Secure Login. The TA Practice & Training Site appears. 

¶ Note: If you are associated with multiple institutions, a 
pop-up message prompts you to select a testing 
institution. Select your institution from the drop-down list 
and click Go. To change the institution, you must log out 
and then log back in. 

7. If your web browser has a pop-up blocker enabled, you 
must disable the pop-up blocker for your web browser to 
continue into the TA Practice & Training site. 

 

Figure 4. TA Practice & Training Site 

 

 

 

Note: For information about logging out of the TA Interface, see the section Logging Out of the 

TA Interface. 

 

About Usernames and Passwords 
 

Your username is the email address associated with your account in TIDE. When you are added 
to TIDE by your District Administrator you receive an email from AIRAST-DoNotReply@airast.org 
containing a temporary password and a login link for the Connecticut Comprehensive 
Assessment Program systems. To activate your account, you must log in within 7 days of 
receiving the email. You must update your password and set a security question. 

¶ If your first temporary password expired: 
Select Click here to request one on the login page to request a new temporary password. 
Enter your email address in the Email Address field. The Connecticut Comprehensive 
Assessment Program Help Desk will send you a new email with a new temporary password. 

¶ If you forgot your password: 
Select Forgot Your Password? on the login page and then enter your email address in the 
Email Address field. The Connecticut Comprehensive Assessment Program Help Desk will 
send you an email with a new temporary password. 

¶ If you did not receive an email containing a temporary password: 
Check your spam folder to be sure your email program did not categorize it as junk mail. If 
you still do not have an email, contact your School or District Test Coordinator to make sure 
you are listed in TIDE. 

http://ct.portal.airast.org/
mailto:AIRAST-DoNotReply@airast.org
mailto:AIRAST-DoNotReply@airast.org
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¶ Additional help: 
If you are unable to log in, contact the Connecticut Comprehensive Assessment Program 
Help Desk for assistance. Please provide your name and email address when you contact 
the Help Desk. Contact information is available in User Support.
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Section. III  Overview of the Test Administration Sites 
 

This section describes the Test Administrator (TA) Interface for TEAs. The TA interface has the 
same layout as the TA Practice & Training Site. 

 

 

Warning: Do not use the TA Interface for practice. To practice administering tests, use the TA 
Practice & Training Site. Both interfaces have the same functionality, but the available tests are 
different. Tests provided in the TA Interface are operational and studentsô scores will be official. 

 

TA Interface Layout 
 

Figure 5 displays the layout of the TA Interface during an active test session. 
 

Figure 5. TA Interface Layout 

 
Essential features in the TA Interface: 

1. Session ID 

2. Select Tests button 

3. Approvals button 

4. Students in Your Test Session table 
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Table 2 provides an overview of the major features available in the TA Interface. 
 
 

Table 2. TA Interface Features 

Feature Description/More Information 

Student Lookup button Searches for student information. See the section Looking Up Students. 

Approved Requests 

button 

Displays a list of print requests you approved during the current session. 
See the section Viewing Approved Print Requests. 

Print Session button Prints your screen. See the section Printing Session Information. 

Help Guide button Displays the online version of the TA user guide. 

Log Out button Logs you out of the TA Interface. See the section Stopping a Test Session 
and Logging Out. 

Alerts button Displays alert messages from the Connecticut State Department of 
Education. See the section Alert Messages. 

Stop Session button* Ends the test session. See the section Stopping a Test Session and 
Logging Out. 

Session ID* Displays the unique ID generated for the test session. 

Select Tests button Opens the Test Selection window. See the section  

Starting a Test Session. 

Approvals button* Opens the Approvals and Student Test Settings window. See the 
section Approving Students for Testing. 

Refresh  button* 
Updates the on-screen information. 

Students in Your 
Test Session table** 

Displays the testing progress for students in your test session. See the 
section Monitoring Studentsô Testing Progress. 

*TA Interface feature appears after you start a test session. 

**TA Interface feature appears after you approve students for testing and the student has entered into 

the Student Interface via the Secure Browser. 

  
 
 

TA Interface Features 
 

This section provides instructions for using the features available in the banner at the top of the 
TA Interface (see Figure 6).  
 

Figure 6. TA Interface Banner 
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Looking Up Students 
 

You can use the student lookup feature to perform a quick or advanced search for student 
information.  
 

 

Warning: You must ensure that a studentôs demographic information is correct before testing 
begins. If a studentôs information is not correct, that student should not begin testing. Inform 
your DA that the studentôs information needs to be updated. 

 

To perform a quick search: 
 

1. In the banner, click Student Lookup. 
 
2. Enter a studenǘΩǎ 10 digit SASID and click Search. Search results appear below the 

search field (see Figure 7). 
 

Figure 7. Student Lookup: Quick Search 

 
 

To perform an advanced search: 
 

1. Click Student Lookup > Advanced Search. 
 

a. Select the appropriate district and school from the drop-down lists. You will only be able 
to select from the district(s) and school(s) you are associated with. 

 
b. Select the appropriate grade. 

 
c. Optional: Enter a studenǘΩǎ exact first or last name. Partial names or nicknames are not 

allowed. 
 
2. Click Search. Search results appear below the search fields (see Figure 8). 
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Figure 8. Student Lookup: Advanced Search 

 
 

3. To view a studenǘΩǎ information, click  in the Details column. 
 

Approving Print Requests 
 

Printouts of secure test questions can be requested in the Student Interface via the Print-on-
Demand tool. When a print request is made, the request notification appears in the Students in 
Your Test Session table (see Figure 5). Items must be approved in the TA Interface to allow 
them to be printed. 
 

 

Note: Test questions are requested individually on the test page in the Student Interface. Each item must 
be approved for printing individually in the TA Interface. 

 

To approve print requests in the TA Interface: 
 

1. Click  in the Requests column of the Students in Your Test Session table in the TA 

Interface. The Student Print Request window appears (see Figure 9). 
 

Figure 9. Student Print Request Window 
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2. Review the print request and do one of the following: 
 

a. To approve the request, click . A cover sheet appears in a new browser window. 
 

b. To deny the request, click . In the window that appears, enter a brief reason for 
denying the request and click Deny. This will not allow printing of the requested 

item. Items can always be requested for print again in the Student Interface. 
 

3. In the new window, click Print to open the printer dialog box. 
 
4. Click OK to print the requested test elements. 

 

 

Viewing Approved Print  Requests 
 

When an item is requested for print, the TEA will have to approve the request. You can view a 
list of every print-on-demand request you approved during the current session. 

 
To view approved requests: 

 

1. In the banner, click Approved Requests. The Print Requests window opens (see Figure 
10), listing print requests by student. 

 
2. If you wish to print the list of approved requests, click Print. 

 
Figure 10. Print Requests Window 

 

Printing Session Information 

You can print a snapshot of the TA Site as it currently appears if you wish to keep a hard-copy 
record of the Session ID or list of approved students. 

To print a snapshot of the page: 

1. In the banner, click Print SessionΦ ¢ƘŜ ŎƻƳǇǳǘŜǊΩǎ ǇǊƛƴǘ ŘƛŀƭƻƎ ǿƛƴŘƻǿ ŀǇǇŜŀǊǎΦ  

2. Click OK.  

 

Policy Note: Federal law prohibits the release of students' personally identifiable information. 
All printouts must be securely stored and then destroyed when no longer needed. 
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Alert Messages 
 

The Connecticut State Department of Education can send statewide alerts that appear as pop- 
up messages on the TA Interface. To view a record of active alert messages (see Figure 11), click 
Alerts in the banner. Please check for alerts prior to testing. 
 

Figure 11. Record of Alerts 

 
 

 
  



 

 14  

 

Section. IV  Administering CTAA Online Tests 
 

The basic workflow for administering online tests is as follows: 
 
1. The TEA logs in to the TA Interface, selects tests, and starts a test session. 

 
2. On a second device, the TEA works with the student to sign into the Student Interface via the 

secure browser and request approval for tests. 
 
3. The TEA reviews the test request from the Student Interface and approves for testing. 

 
4. The TEA completes and submits the test in the Student Interface. Once the TEA submits the 

test in the Student Interface, they may log out. 
 
5. The TEA stops the test session and logs out of the TA Interface. 

 

 

Note: The secure browser will block all other applications except for compatible AT and AAC devices. 
Therefore, the TA interface must be accessed from a different device then the one used to enter the 
Student Interface. 

 
For information about the online testing process from a studentΩǎ ǇŜǊǎǇŜŎǘƛve, see Signing in to 
the Student Interface and Overview of the Student Interface. 
 

 

Note: The CTAA test may be administered in different forms based on studentôs need and ability. Sections 

Signing in to the Student Interface and Overview of the Student Interface describe the online testing 
perspective. 
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Starting a Test Session 
 

When the TEA logs into the TA Interface, the Test Selection window opens automatically (see 
Figure 12). This window allows you to select tests and start the session. Only the tests that you 
select will be available to students in your session. 
 

Figure 12. Test Selection Window 

 
 
The Test Selection window color-codes tests and groups them into various categories by test, 
grade, and subject. A test group may include one or more sub-groups. All test groups and sub- 

groups appear collapsed by default. To expand a test group, click  (or Expand All). To 

collapse an expanded test group, click  (or Collapse All).
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To create a new test session: 
 

1. If the Test Selection window is not open, click Select Tests in the upper-right corner of the 
TA Interface (otherwise skip to step 2). 
 

2. Click the checkbox next to the test you would like to administer. 
 

Figure 13 shows the CTAA ELA Grade 3 test selected. 
 

Figure 13. Tests Selected 

 
 
3. In the lower-left  corner of the window, click Start Session. The window closes and the 

Session ID appears on the TA Interface. 
 
4. Use the Session ID to log in to the Student Interface on the second device. 

 

 

Note: Write down the Session ID in case you accidentally close the browser window and need 
to return to the active test session. You may have only one session open at a time. You cannot 
reopen closed sessions, but TEAs and students can resume a test opportunity in a new session. 

 
To add tests to an active test session: 

1. In the upper-right corner of the TA Interface, click Select Tests. 
2. In the Test Selection window, mark the checkbox for the required test and click Add to 

Session in the lower-left corner. 
3. A confirmation message asks if you are sure that you want to modify the tests in your 

session. To continue, click Yes. 

 

 

Note: You cannot remove tests from an active session. 
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Approving Students for Testing 
 

After a test is selected via the Student Interface, you must verify that all settings and 
accommodations are correct and approve the student for testing in the TA Interface. Although 
the CTAA is administered to each student individually, multiple tests may be selected to 
administer to several students in a given time period. When a student test is awaiting approval, 
the Approvals button next to the Session ID becomes active in the TA interface and bounces until 
you click it. The number next to this button indicates the number of students awaiting approval 
(see Figure 14). 
 

 

Note: The CTAA test may be administered in different forms based on studentôs need and ability. Sections 
Signing in to the Student Interface and Overview of the Student Interface describe the online testing 
perspective. 

 
Figure 14. Students Awaiting Approval 

 
 

 

Note: The Approvals notification updates regularly, but you can also click  in the upper- 
right corner of the TA Interface to update it manually. 
 

 

To approve students for testing: 
 

1. Click Approvals. The Approvals and Student Test Settings window appears, displaying the 
student(s) waiting approval (see Figure 14). 

 
 

Figure 15. Approvals and Student Test Settings Window 

 
 

2. To check a studentΩs test settings and accommodations, click  for that student. The 

studentΩǎ information appears (see Figure 16). 
 

a. If any settings are incorrect, update them as required. Students should not begin testing 
until their settings are correct.  
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b. Do one of the following: 

Á To confirm the sett ings, click Set. You must still approve the student for testing 
(see step 4). 

Á To confirm the sett ings and approve the student, click Set & Approve. Students 
can start testing once you approve them. 

Á To return to the Approvals and Student Test Settings window without 
confirming settings, click Cancel.  

 
Figure 16. Test Settings Page for a Selected Student 

 
 

 

Note: The Approvals and Student Test Settings window does not automatically refresh. To 
update the list of students awaiting approval, click Refresh at the top of the window. 

 
3. If you need to deny a student access to testing, do the following (otherwise skip to step 5): 

 

a. Click  for that student. 
 

b. Optional: In the window that appears, enter a brief reason for denying the student. 
 

c. Click Deny. The Student Interface receives a message explaining the reason for the 
denial and is logged out. 

 

Note: If you deny students entry for a test, they can still request access to that test again. 
Denials may be implemented if a test setting is incorrect or the wrong test has been selected. 
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4. If you wish to approve students directly from the Approvals and Student Test Settings 
window, do the following: 

 

o To approve individual students, click  for each student. 
 

o To approve all students displayed in the list, click Approve All Students.
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Monitoring  Studentsô Testing Progress 
 

After you approve a student for testing, the Students in Your Test Session table appears (see 
Figure 5). This table displays the testing progress for each student logged in to your session. 
Table 3 describes the columns in this table. To sort the table by a given column, click that 
column header. 

 

Table 3. Columns in the Students in Your Session Table 

Column Description 

Student Name Last and first name of the student in the session. 

Student 
ID/SSID 

SASID associated with the student. 

Opp # Opportunity number for the studentôs selected test. 

Test Name of the test the student selected. 

Requests Indicates the student requested a printout of test material. For more information, see 
the section Approving Print Requests. 

Status Current status for each student in the session. This column may also indicate how 
many questions the student has completed out of the total number of test questions. 

Test Settings This column displays one of the following: 

¶ Standard: Default test settings are applied for this test opportunity. 

¶ Custom: One or more of the studentôs test settings or accommodations differ from 

the default settings. 

To view the studentôs settings for the current test opportunity, click . 

Pause Test Pauses the studentôs test. When a test pauses, this column displays an information 
button that opens a pop-up message explaining how the test became paused. 
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Overview of Student Testing Statuses 
 

Table 4 describes the codes in the Status column of the Students in Your Test Session table. 
 
 

Table 4. Student Testing Statuses 

Status Description 

Approved The test has been approved in the TA Interface, but the test has not been started or 
resumed in the Student Interface. 

Started The test has been started in the Student Interface. 

Review All questions in the test have been seen and/or attempted and the student can review 
eligible answers before submitting the test. Two part items are not eligible for review. 

Completed The test has been submitted in the Student Interface by the TEA. The student can take 
no additional action at this point. 

Submitted Test was submitted for quality assurance review and validation. 

Reported Test passed quality assurance and is undergoing further processing. 

Paused* Studentôs test is paused. The time listed indicates how long the test has been paused. 

Expired* Test was not completed by the end of the testing window and the opportunity expired. 

Pending* Student is awaiting approval for a new test opportunity. 

Suspended* Student is awaiting approval to resume a test opportunity. 

*Appears when the student is not actively testing. The studentôs row grays out in such cases. 

 
 

 

Note: The Students in Your Test Session table refreshes at regular intervals, but you can 

also refresh it manually by clicking  in the upper-right corner. 

 

Pausing a Studentôs Test 
 

You can pause a studentΩs test via the Pause Test column in the Students in Your Test Session 
table (see Figure 5).  

 

To pause an individual studŜƴǘΩǎ ǘŜǎt: 
 

1. In the Pause Test column, click  for that student. 
 
2. Click Yes to confirm. The Test Delivery System logs the student out and an information 

button appears in the Pause Test column. 
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Stopping a Test Session and Logging Out 
 

This section explains how to stop a test session and log out of the TA Interface. 

Stopping a Test Session 

When a student finishes testing, or you wish to discontinue testing for the day, you should stop 
the test session. Stopping a session automatically logs out all the students in the session and 
pauses their tests.  

Once you stop a test session, you cannot resume it. To resume testing students, you must start 
a new session. 
 

 
Warning: The Test Delivery System automatically logs you out after 60 minutes of both user 
and student inactivity in the session. This action automatically stops the test session. 

 

To stop a test session: 
 

1. In the upper-right corner, click  (see Figure 14). A confirmation message appears. 
 
2. Click OK. The test session stops. 

 

Logging Out of the TA Interface 
 

You should log out of the TA Interface only after stopping a test session. 
 
To log out of the TA Interface: 

 

1. In the banner, click Log Out. A warning message appears. 
 
2. In the warning message, click Log Out. The Connecticut Comprehensive Assessment 

Program Portal appears. 
 

 

Alert: Navigating away from the TA Interface will also log you out. Logging out while a session 
is in progress stops the session. If you need to access another application while administering 
tests, open it in a separate browser window. 
 
If you log out from another Connecticut Comprehensive Assessment Program system, such 
as TIDE, you will also log out of the TA Interface. 

. 

Accidentally Closing the Browser Wi ndow 
 

If you accidentally close the browser while students are testing, your session remains open until 
it times out. To return to the test session in the TA Interface, you must enter the active Session 
ID. 

 
If you do not return to the active session within 60 minutes, the Test Delivery System logs you 
out and pauses the studenǘǎΩ tests. 
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Section. V  Signing in to the Student Interface 
 

This section describes the process to sign a student into the Student Interface. TEAs should work 
with students to follow this procedure when starting a new test or resuming a paused test. 
 

 

Note: The student must be signed into the appropriate testing site: 

¶ For sessions created in the TA Interface, the TEA must use the studentôs first 
name and student ID (SASID) exactly as they appear in TIDE and enter the 
Session ID generated in the TA Interface to sign in to the Student Interface via the 
secure browser. 

¶ For sessions created in the TA Practice & Training Site, the TEA must use the 
studentôs log-in information and Session ID generated in the TA Practice & Training site 
to sign in to the Student Training Site. Students can access the Student Training 
Site on the Connecticut Comprehensive Assessment Program Portal. 

 

Step 1: Signing Into the Student Interface 
 

To sign students in to a test session: 
 

1. Launch the secure browser on the studenǘΩǎ testing device. Information on downloading the 
secure browser can be found on the Portal (http://ct.portal.airast.org). The Student Sign-In 
page appears (see Figure 17). 

Figure 17. Student Sign-In Page 

 
 

2. Enter the following information: 
 

a. In the First Name field, enter the ǎǘǳŘŜƴǘΩǎ first name as it appears in TIDE. 
 

b. In the Student ID field, enter the ǎǘǳŘŜƴǘΩǎ SASID as it appears in TIDE. 
 

 

Note: If you do not know their exact information as it appears in TIDE, you can retrieve it in 
the TA Interface (see the section Looking Up Students). 

 

c. In the Session ID field, enter the Session ID as it appears on the TA Interface. 
 
3. Click Sign In. The Is This You? page appears. 

http://ct.portal.airast.org/
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To sign students in to a practice test session: 
 

1. Launch the secure browser. On the Student Sign-In Page select Click here to go to the 
Practice and Training Test Site (Figure 18). 
 

Figure 18. Practice and Training Test Site via Secure Browser 

 
 

2. A Student Sign-in Page appears. There are two options to access the practice test Student 
Interface: 

a. Option 1: Continue to test as a guest user. 
b. Option 2: Uncheck the box in the upper left-ƘŀƴŘ ŎƻǊƴŜǊ ŀƴŘ ŜƴǘŜǊ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 

first name, Student ID, and Session ID generated from the TA Practice & Training Site 
(see Starting a Test Session). This option will allow the student to access all test 
settings set in TIDE and confirm AT and AAC device functioning. 

 
Figure 19. Practice Test Guest Login 

 

4. Click Sign In. The Is This You? page appears (see Figure 20). 
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Common Student Sign-in Er rors 
 

The Test Delivery System generates an error message if a student cannot access the online test 
system sign in. The following are the most common student sign-in issues: 

 
¶ Session does not exist: 

Verify that the Session ID was correctly entered. Also, verify that the correct TA and Student 
Interfaces are opened. For example, you cannot enter the Student Interface with a Session ID 
generated from the TA Practice & Training Test Site. 

 
¶ Student information is not entered correctly: 

Verify that the ǎǘǳŘŜƴǘΩǎ {!{L5 ƛǎ ŎƻǊǊŜŎǘƭȅ ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ {ǘǳŘŜƴǘ L5 ŦƛŜƭŘ ƻŦ ǘƘŜ {ǘǳŘŜƴǘ 
Interface. If this does not resolve the error, use the Student Lookup tool to verify the 
student's information. See the section Looking Up Students. 
 

¶ Session has expired: 
The Session ID corresponds to a closed session. Ensure that the Session ID is entered 
correctly and verify that the session is open. 

 

¶ Alternate Assessment Indicator  is not  set as YES in TIDE: 
The CTAA and CMT/CAPT Skills Checklist Science Eligibility and Learner Characteristics 
Inventory (LCI ) must be completed and submitted into the Data Entry Interface by the CSDE 
designated deadline.  The Alternate Assessment Indicator must be set in TIDE for the student 
to be eligible for the CTAA tests. Verify that this field in TIDE is set to Yes. 
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Step 2: Verifying Student Information 
 

After signing in to the Student Interface, the Is This You? page appears (see Figure 20). On this 
page, verify ǘƘŜ ǎǘǳŘŜƴǘΩǎ personal information. 

 

Figure 20. Is This You? Page 

 
 
To verify personal information: 

 

¶ If all the information is correct, click Yes. The Your Tests page appears. 
 
¶ If any of the information displayed is incorrect, the student must not proceed with testing. 

The TEA should click No. You must notify the SC or DC that the studentΩǎ information is 
incorrect. 
 

 
Warning: Incorrect student demographic information must be updated before the student 

begins testing. 
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Step 3: Selecting a Test 
 

The Your Tests page displays all the tests selected by the TEA in the TA interface that a student 
is eligible to take (see Figure 21). Only tests selected by the TEA in the TA interface will be 
visible. 

 
Available tests are shaded green and display an arrow icon. When starting a new test 
opportunity, the arrow is solid. When resuming a test opportunity, the arrow is striped. 

 
Tests that are already completed or are not included in the session are not selectable and are 
labeled as inactive. 

 

Figure 21. Your Tests Page 

 
 
To select an available test: 

 

¶ Click the required test name. The request is sent to the TEA for approval in the TA Interface 
and the Waiting for TA Approval message appears. 

 
¶ If a studentΩs required test is inactive or not displayed, click Back to Login. You should 

verify in the TA Interface that the test session includes the correct tests and add additional 
tests, if necessary.
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Step 4: Verifying Test Information 
 

After you approve the student for testing in the TA Interface, the Is This Your Test? page will 
appear on the Student Interface for verification (see Figure 22).  

 

Figure 22. Is This Your Test? Page 

 
 

 

Note: This example figure includes sample test settings and does not reflect all 
accessibility features available for CTAA tests. 

 

 
To verify test information: 

 

¶ If the sett ings are correct, click Yes, Start My Test. 
 
¶ If the sett ings are incorrect, click No. After a studentΩs test settings are corrected, the TEA 

must sign back in to the Student Interface and request approval again. 
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Step 5: Text-to-Speech Sound Check 
 

The Text-to-Speech (TTS) Sound Check page will appear (Figure 23). On this page, students 
verify that TTS is working properly on their device. TTS can only be used within the secure 
browser or a supported Chrome or Firefox browser. 
 

Figure 23. Text-to-Speech Sound Check Page 

 
 

To check TTS functionality: 
 

1. Click the speaker icon and listen to the audio. 
 

o If the voice is clearly audible to the student, click I heard the voice. 
 

o If the voice is not clearly audible, adjust the settings using the sliders and click the 
speaker icon again. 

 
o If students still  cannot hear the voice clearly, they click I did not hear the voice and 

close the secure browser. You can work with students to adjust their audio or headset 
settings (for more information, see the section Troubleshooting Audio Issues).They can 
sign in again when the issue is resolved. 

 
 

Troubleshooting Audio Issues 
 

Prior to testing, ensure that audio is enabled on each device and that headsets are functioning 
correctly. If audio issues occur, do the following: 

 
¶ Ensure headphones are securely plugged in to the correct jack or USB port. 

 

¶ If the headphones have a volume control, ensure the volume is not muted. 
 

¶ Ensure that the audio on the device is not muted. 



 

 30  

Step 6: Viewing Test Instructions and Starting the Test 
 

The Instructions and Help page is the last step of the sign-in process for the Student Interface 
(see Figure 24). TEAs and students may review this page to understand how to navigate the 
test and use test tools. 

 

Figure 24. Instructions and Help Page 

 

 
To proceed and begin the test: 

 

¶ After reviewing this page, click Begin Test Now. The test opportunity officially begins or 
resumes. 
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Section. VI  Overview of the Student Interface 
 

This section describes the layout of the Student Interface and the available accessibility features 
and testing tools. 

 

 

Test Layout 
 

Figure 25 shows the layout for a test page. 
 

Figure 25. Test Layout 

 
 

A test page can include the following sections: 
 
¶ The Global Menu section displays the global navigation and tool buttons. The banner above 

the global menu displays the Questions drop-down list, test information, help button, and 
system settings button. 

 
¶ The Question section contains one or more test questions. Each question includes a 

number, context menu, question area, and answer options. 
 
For more information about the global menu and context menus, see the section Using Menus 
and Tools.  


















































