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Getting Started 
There are two components to the TASC Test Online Assessment System that are described in this guide.  

• TAS—The Online Assessment System (OAS) Test Administration System, which you use to 
manage users, manage students (examinees), and schedule tests. You also log in to TAS to 
download the test delivery software for examinee workstations and to download test content. 

• TDC—The examinee workstation software, referred to as the Test Delivery Client that securely 
delivers test content to examinees, and sends the examinee responses to the scoring and 
reporting software. You must install this software on each examinee workstation. 

You will get an email from CTB on getting started. When you get this email, you will need to prepare 
your workstations for testing. This means that you will download and install the TDC on each 
workstation. 

If you have a previous version of the TASC Test Online Assessment System installed on your 
computers you will need to uninstall the previous version. You will not need to uninstall any other 
CTB applications that may reside on the same workstation.  

Here are the things that need to be done: 

1. Uninstall TASC Test TDC from each examinee workstation (if you have the previous version). See 
instructions below. 

2. Install or update workstations to the correct versions of Java Runtime Environment™ (JRE), as 
specified in the Technology Requirements. 

3. Prepare examinee workstations by downloading the new Test Delivery Client (TDC). 
4. Download and pre-position the TASC Test content on examinee workstation (highly 

recommended for performance, but not required). 

Uninstalling TASC Test Software 

NOTE: You MUST use the Uninstall TASC Test Online Assessment software tool provided to 
remove the previous version of the application. Do NOT use the “Add/Remove Software” 
tool or the “Uninstall” feature provided in your Control Panel. Using Add/Remove Software 
or Uninstall in the control panel leaves residual files in your computer’s registry that will 
prevent the successful installation of the new TASC Test Online Assessment software. 

Uninstalling the old version of TASC Test Software requires only two simple steps: 
1. On PC: Open the Start>All Programs>CTB> TASC Online Assessment folder, and click Uninstall 

Online Assessment Software. 
On MAC: Open the Applications/TASC Online Assessment/Uninstall Online Assessment folder 
and click Uninstall Online Assessment.app. 
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Windows All Programs Menu 
 

 
              Mac Applications Folder List 

2. Click Uninstall in the Uninstall TASC Online Assessment dialog to confirm the removal. 

Once the previous software has been uninstalled, workstation setup can begin. 

Installing the Correct Java Runtime Environment™  
Each computer must have the JRE 7 (7.72 maximum) installed, if it is not already present. If the 
computer is not set up to run with the proper JRE, or if someone changes it after installation, the 
student will not be able to log in to take the test on that computer. 

Note: Do not install Java 8, as it is not compatible with the TASC Test software. If Auto Update for Java is 
enabled, you should turn it off. (Search online for “turn off java auto update” for instructions.) If you 
already have Java 8 installed, you can uninstall versions of Java just as you would any other software 
from your Windows computer. 

1. Click this link to the JAVA web site to open the appropriate Java Downloads page for version 
7.72: http://www.oracle.com/technetwork/java/javase/downloads/java-archive-downloads-
javase7-521261.html#jdk-7u72-oth-JPR 
This should take you to the Java SE Runtime Environment 7u72 table that looks like the one on 
the next page.  

http://www.oracle.com/technetwork/java/javase/downloads/java-archive-downloads-javase7-521261.html#jdk-7u72-oth-JPR
http://www.oracle.com/technetwork/java/javase/downloads/java-archive-downloads-javase7-521261.html#jdk-7u72-oth-JPR
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2. Click “Accept License Agreement” and locate the correct version of JRE for your operating 
system.  

3. Click the download link and install the JRE following the instructions given by Adobe in the 
download process. 

NOTE: The link provided above to the Java Downloads table works as of the end of March, 2015. If 
Java changes its website or removes links, this link may break. In that case, go to the OAS Install 
Software page, click the Java link to go to the Java Downloads landing page and search for JRE 7.72. 

Download and Install the TASC Test TDC on Examinee Workstations 
1. Log in to the Online Assessment System using your username and password. If this is your first 

time logging in, see the instructions in Logging In to the System on page 6. 
2. Select Workstation Setup>Install Software on the Services tab. 

 
 
The Workstation Setup: Install Software page opens. This page offers links to the required 
Adobe® software (step 1 on the page), and to download and install the TASC Test Online TDC 
software (step 3 on the page). 

Note: TASC Test Online Assessment software requires the appropriate JRE. TASC Test OAS no 
longer requires Adobe AIR or Flash. The links to those additional applications are present for use 
by other OAS applications, and can be ignored for the purposes of TASC Test Online Assessment 
software installation. 
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3. Install or Update Java Runtime Environment™ if necessary, as described on page 2. Each 
computer must have JRE 7 (7.72 maximum) installed, if it is not already present.  

4. Click  for the appropriate operating system for the workstation. When the 
download dialog asks if you want to Run or Save the file, choose Save. 

5. Open your Downloads file.  

On PC, find the file . Double-click or open the file to begin the installation. 
On Mac, find the file . Click to open the .zip file to unpack the application 
file  . (If you are asked to confirm the download, click Download.) Double-
click or open this .app file to begin the Installation. 
 

The TASC Test Online Installer leads you through installing the test client software on the 
workstation.  

Link to download 
JRE 

Links to download 
PC and Mac test 
delivery clients 
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6. Click Next at the first two prompts, click Install at the third prompt, and then click Done. When 
installation is done, you will see the TASC Test Online Assessment icon on the desktop. 

  
7. Edit proxy information: 

On PC: Find the “proxy.properties” file in the C:\Program Files\CTB\TASC Online Assessment\etc 
folder. 
On Mac: Find the “proxy.properties” file in the Macintosh HD\Applications\TASC Online 
Assessment\etc folder. 

If the computer has a proxy that does not require authentication: 

Edit the file and place the corresponding proxy details next to the following items within the file: 
proxy.host= 
proxy.port= 
 
If the computer has a proxy that requires authentication: 

Edit the file and place the corresponding proxy details next to the following items within the file: 
proxy.host= 
proxy.port= 
proxy.username= 
proxy.password= 
 

8. Confirm successful installation by clicking the TASC Test Online Assessment Software icon on the 
desktop. After a few seconds, the Online Assessment login page appears.  

9. Click Cancel to close the software until time for testing. 

Pre-position TASC Test Content on Examinee Workstations 
Pre-positioning content on workstations is not required, but is highly recommended to avoid slowdowns 
caused by network overload and to ensure a smoother testing experience. If an examinee logs on to 
take a test which is not on the testing workstation, the test will automatically load. 

Download and Position Test Content 

1. Log in to the Online Assessment System using your username and password. 
2. Select Workstation Setup>Download Test on the Services tab. 

 

The Download Test page opens. 
3. Click the TASC Test Content link. A File Download dialog asks whether to Open or Save the .zip 

file containing the content. 
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Save the .zip file to a temporary location, such as the Desktop. 
4. When the download is complete, open the .zip file and Extract or Copy the contents into the 

“objectbank” folder on the workstation. The default location of the “objectbank” folder is  

On PC:  C:\Program Files\CTB\TASC Online Assessment\data\objectbank 
On Mac:  /Applications/TASC Online Assessment/data/objectbank 

Tip: To save time, once you have downloaded test content to a single workstation, you can use the 
following shortcut to quickly place the encrypted content on the other testing workstations.  

1. Navigate to the default folder into which you prepositioned the test content on the first 
workstation. 

2. Copy the entire contents of the objectbank folder to a jump drive, CD-ROM, tape backup or 
other storage media you will use to preposition the test content on other workstations. 

3. Copy the contents of the object bank from the storage media to each new workstation’s 
objectbank folder, using the exact same file structure as the original (PC or MAC).  
On PC:  C:\Program Files\CTB\TASC Online Assessment\data\objectbank 
On Mac:  /Applications/TASC Online Assessment/data/objectbank 

Alternatively, you can copy the downloaded test content .zip file to all workstations ahead of installing 
the test software. At the time you install the testing software on a workstation, open the .zip file and 
extract or copy the contents to the “objectbank” folder location given in step 3 above. 

Logging In to the System 
To log in, you need your username and password. You should have received them in two separate 
emails from CTB, or from your administrator, along with the URL (Web address) for the Online 
Administration System (OAS).  

Note: You need do all of the following steps only on your first login. After your first login, subsequent 
logins only require that you enter your username and password. 

1. Open your web browser and type the URL: https://oas.ctb.com 

https://oas.ctb.com/


   

 Copyright© 2015 by CTB/McGraw-Hill LLC. 7 
 

 
2. Type your Username and Password, and then click Log In.  
3. After your first successful login, you will be prompted to create a new password.  

 
All passwords must be from 8-32 characters in length, cannot have spaces, and must contain at 
least one letter and at least one number. Passwords are case-sensitive and can contain only 
these characters: A-Z, a-z, 0-9, _, -, $. Enter your new password in the New Password box and 
again in the Confirm Password box. 

4. Click the down arrow in the Hint box and select a hint question to answer.  
5. Type the response to the hint question in the Hint Answer box. We strongly suggest you choose 

a question and answer you can easily remember. You must provide this answer if you ever 
forget your password. 

6. Click Submit. The Manage Sessions page opens.   
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User Management 
Users are Test Center personnel who will need access to this system. Only authorized users should be 
added, and users should be deactivated immediately if their Test Center affiliation or employment ends. 

Add a User 
1. Hover your mouse over the Groups tab, and a drop-down list will appear. Click Manage Users.  

 

The Manage Users screen opens. You may see a number of choices in the Group Selector, 
depending on your layer in the hierarchy.  

2. Click the name of the group or site with which the new user should be associated. The User List 
for the selected site opens, listing any users that already exist at that site. This may make it 
easier to determine if your user already exists in the system. If the user you are adding does not 
appear in the list, you can add the user. 
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3. Click the + icon in the bottom left corner of the User List. An Add User window opens. 

 
4. Enter the new user’s name, e-mail address, select the correct time zone and the user’s role in 

the online system, and in the Group Selector, assign the user to the correct group. 
Note: If you do not include the user’s email address, the system cannot automatically notify the 
user of his or her username and password. You will need to notify the user of his or her login 
credentials before he or she can log in to the system. 

5. Click the Contact Information panel. Enter the user’s contact information. This is optional, but 
you may find it convenient if you should need to contact the user by phone or mail. 
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6. Click Save. The new user is now established in the system. The user will be notified 
automatically if you entered the user’s email address. 

View/Edit/Delete a User 
This section explains how to find and edit users. Depending on your permission level within the system, 
you may not be able to find people who aren’t part of your specific group. Check with your Test Center 
Administrator if you have questions or are unable to find someone you think should be in the system. 

Note: It is critical to deactivate or remove those whose employment or involvement with your TASC Test 
Center has ended. Examinee information is sensitive, and your site’s prompt attention will help ensure 
security for all. 

To find a user whose record you want to view, edit, or delete, follow the first steps as if adding a user. 

1. On the Groups tab, click Manage Users. 
2. Click the name of the group or site with which the user should be associated. The User List for 

the selected group opens.  

    
The commands represented by each of the icons on the toolbar are as follows: 

  Add User  Edit User  Delete User  Search User  Refresh List 

3. To use any of the functions shown, click the name of the user whose record you want to modify, 
and then click the appropriate icon. Scroll through the list or sort by any column heading to find 
the user to view. 
Tip: If the list of users is long, click the Search User icon (magnifying glass) at the 
bottom of the User List. In the window that opens, enter your search keyword (last 
name, user ID, etc.) and click Search to quickly locate the desired user.  

4. To remove a user from the system, select the name of the user to remove and click the Delete 
User icon. USE CAUTION WHEN DELETING USERS. 

5. To view or edit a user record, select the name of the user and click the Edit User icon. This will 
open the user’s record where you can modify the information as needed, and then click Save. 
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Change a User’s Password 
Users can change their own password by going to the OAS login page and clicking the Get New 
Password button. The system will ask them the answer to their hint question and then it will ask for 
their email address. Sometimes users forget this information, in which case an administrator can help.  
 
If a user needs an administrative password reset, the local site administrator should take the following 
steps:   

1. On the Groups tab, click Manage Users. 
2. Click the name of the group or site with which the user should be associated. The User List for 

the selected group opens.  

 
 

3. Click the user’s name in the list, and then click Change Password at the top of the list. The 
Change Password box opens. 

 
 

4. Enter a new password for the user and then enter it a second time to confirm. Click Save. 
If there is an e-mail address in the record for the user, the system will notify the user of the new 
password. Otherwise, you must notify the user of the changed password. The system will direct 
the user to change his or her password the next time the user logs in. 

Examinee Management 
This section explains how to locate and edit an examinee’s record in the system, or to add an examinee 
to the system. While these instructions are for adding individual examinees, it should be noted that 
examinees can also be added in bulk. See Adding Examinees In Bulk on page 16. 

Find an Examinee 
1. Click Manage Students>Student List on the Groups tab. 
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2. In the Group Selector, click arrows beside each layer as needed to drill down to the layer 
with which the examinee is associated. 

 
3. When you reach the layer at which the examinee for whom you are searching resides, select it. 

The Student List displays a list of all examinees in that group. 

 
 

4. Scroll through the list or sort by any column heading to find the examinee. 
Tip: If the list of examinees is long, click the Search Student icon (magnifying glass) at the 
bottom of the Student List. In the window that opens, enter your search keyword (last 
name, class assignment, user ID, etc.) and click Search to quickly locate the desired 
examinee. 

Add an Examinee 
1. Click Manage Students>Student List on the Groups tab. 
2. In the Group Selector, click arrows beside each layer as needed to drill down to the layer 
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with which the examinee is to be associated, and select that layer. The Student List displays a 
list of all examinees in that group. 

3. Click Add Student (“+” icon at the bottom). The Add Student window opens to the Student 
Information panel. 

 
4. Enter the enrollee’s identifying information. Required fields are marked with an asterisk (*). 

Examinee’s demographic information should match the Registration system to the greatest 
extent possible. Be sure you enter the examinee’s Last Name, Middle initial, and user ID exactly 
as it is in the Registration System. Student ID equals the UUID (Unique Universal Identifier) in 
the Registration System. 

5. Use the Group Selector to drill down to the layer with which the examinee is to be associated 
and select that layer. 

6. Click a test subject’s Accommodation panel to enter approved testing accommodations for 
REPORTING purposes, if any are required. Click the Yes box for each approved accommodation. 
 
There is a panel for each test subject’s accommodation settings. If you are adding an examinee 
who has qualified for accommodations in any or all test subjects, you must enter those 
accommodations here, one subject at a time, or these accommodations will not be reflected in 
reports. The possible accommodations for Reading, Science, Social Studies, Math (parts 1 and 2), 
and Writing are these: 

• Audio/Alternate Presentation 
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• Breaks 
• Duration: 1.5 times 
• Physical support 
• Separate Room 
• Small Group Setting 
• Other 

7. Click Additional Student Information and click the Yes box ONLY if the examinee is a Spanish 
Test Taker. 

8. Click Specific Accommodations/Student Tools and select any that apply to the examinee. This 
panel controls the examinee’s online TESTING experience.  
 

 
 
This is where you set up allowable resources or special testing accommodations (as called for in 
the examinee’s prior notification form or formally approved request for accommodations), such 
as specifying color and font changes for a vision impaired examinee. 
Note: You may change the accommodations/student tools in this panel only if the examinee has 
not begun testing, or is logged out of one subject test and has not logged in to the next subject 
test. Changed settings will remain in effect for the remainder of the test sections unless changed 
again. 
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Important: For Spanish language forms, be sure to uncheck “Allow Screen Reader.” This 
accommodation is available only for English forms at this time. 
 

9. Click Save. If necessary, click Refresh at the foot of the Student List to view the new record in 
the list. 

Edit an Examinee 
1. Find the examinee’s profile as described in Find an Examinee on page 11. 
2. Click the examinee’s name and then click View/Edit Student (pencil icon at the bottom). The 

Edit Student window opens. It is identical to the Add Student window, except that it displays the 
current settings and information for the examinee you selected. 

 
 

3. Edit the examinee’s information as required. See Add an Examinee on page 12 for details if 
needed. 
• Click the individual test subject accommodation panel as needed to modify 

accommodations for a specific subject for reporting purposes. 
• Click the Additional Student Information panel if you need to change the subject’s status as 

a Spanish test taker.  
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• Click the Specific Accommodations/Student Tools panel to access testing environment 
accommodations and student tools to modify those settings for the remaining subject tests 
in the test administration.  
Note: These settings can be changed only when the examinee is logged out on one subject 
test, and before he or she logs in to the next subject test. 

4. When you have finished editing the examinee’s record, click Save. 

Deleting an Examinee 
An examinee’s record can be removed from the system only if there is no test data associated with that 
examinee’s profile in the system. If you attempt to delete an examinee who has test data, you will be 
advised that you cannot remove the student from the system. 

You can remove the examinee from a test session without affecting the student’s permanent record or 
availability to assign to another test session. 

1. Find the examinee’s profile as described in Find an Examinee on page 11. 
2. Click the examinee’s name and then click Delete Student (trash can icon at the bottom). 
3. Click OK when you are asked to confirm the deletion of the student. 

 

The Student List refreshes, and a confirmation message above the list informs you that the 
profile has been deleted successfully. 

Adding Examinees in Bulk 
You can add a list of examinees to the Test Administration System all at one time by uploading a file of 
student information. There are four basic steps: 

• Export a template from OAS to use in formatting the information 
• Prepare the information using the template 
• Upload the formatted file  
• Check for data errors and, if needed, correct errors 

Step 1: Download a Template 
1. On the My Sessions page, click User/Student Load>Import on the Services tab. 
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The User/Student Load:Import Data page opens. 

  
2. Click Student Template and then click Export. A File Download dialog asks whether you want to 

Open, Save, or Cancel. 
Click Save and when the download has completed, find the StudentTemplate.xls in your 
Downloads file. Save the file where you can easily find it to fill in the information.  

Step 2: Prepare Information Using the Template 
1. Navigate to the StudentTemplate.xls. 
2. Fill in the examinee information as exactly as possible to match the Registration System, 

especially Last Name, Middle Initial, and TASC ID (UUID in Registration System). Save the 
finished file. 

3. When you have entered all examinee information in the specified format, save the completed 
file in a location where you can easily find it when you are ready to upload the file. 
Note: The application accepts only the .xls file format. If you have a newer version of Microsoft® 
Excel® that uses a different extension (such as .xlsx), be sure to save your file in the older .xls 
format. 

Step 3: Upload the Data File 
When the file is ready to upload into OAS: 

1. On the My Sessions page, click User/Student Load>Import on the Services tab. 
2. On the User/Student Load:Import Data page, under Upload File, click Browse.  
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3. Navigate to the location where you saved your completed .xls file and select it.  When you see 

the file name in the Upload File box, click Upload. 
You will see a status indicator to show that the file is uploading. Upon completion of the upload, 
a message confirms that the upload was successful. 

Step 4: View File Upload Status 
After you have uploaded files, the system will send you an email that your files have finished uploading. 
Always check View Uploads to verify if the upload is successful or there are errors needing correction. 

1. Click User/Student Load>Import on the Services tab. 
2. Click View Uploads. (See illustration in Step 3-3 above.) The View Uploads panel opens. 

 

 
3. If the View Uploads tab indicates errors, select the file and click Download Error File. Correct the 

records with errors, and re-upload the corrected file as before. The downloaded error file 
contains only those records that failed to upload, and the fields with errors are highlighted. 
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Errors in the downloaded error file are highlighted in different colors. Use the key that appears 
at the bottom of the View Uploads tab when you select an error file to help decide how to 
correct the data. 

 

Note: The system checks the upload file for errors in several passes through the file, 
common or “easy” errors first, such as missing a required value or improperly formatted 
entries. If there are no common errors, the system proceeds to check for more critical 
errors. If an easy error occurs in a record, it stops validating that record, the record is 
flagged, and the system goes on to the next record.  
 
Multiple types of errors in a single record may require more than one round of 
corrections before the system can upload that record. To avoid this repetition, it is 
worthwhile to re-examine all the fields in a record that is flagged with an error before 
resubmitting for upload.  

4. Finally, when you have uploaded your files successfully, you can clean up your system by 
removing all files with a status of Success. Click the file to select it and then click Delete File in 
the lower toolbar. If you also have files with an Error status that you no longer need (for 
example, you plan to manually enter the information), you can delete these as well. 

Test Session Management 

Schedule a Test Session 
A series of panels guide you through the test scheduling process. Each step below covers a panel in the 
process. 

Step 1: Select a Test  
1. Log in to the system. 
2. Click Manage Sessions on the Assessments tab. 

 
Upon opening, the Group Selector displays the highest layer of the hierarchy to which you have 
access.  
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3. Click the arrow beside each layer as needed until you reach the layer at which you will schedule 
the test session, and select that layer. For example, a regional test coordinator may need to 
locate a specific testing site to schedule a test session for the site. 
The Session list for that layer displays to the right of the Group Selector. 

 
If any current or future sessions are already scheduled, the list is populated with those sessions. 

4. Click Schedule Session above the Session List or click Schedule Session (“+” icon) at the bottom 
of the list. 
The Schedule Session window opens to display the Select Test panel. 

 
5. Select a Test Group. If you have only one test available to you, it is automatically selected for 

you. If you have multiple test groups available, choose one from the pull-down list.  
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6. Select a test.  

 
The selected test is displayed at the top of the right pane, and any subtests are populated in the 
Subtest Details table.  
The Allow Test Breaks box is automatically checked, so each subtest in the list also displays the 
appropriate subtest/subject Test Access Code and the Duration (testing time) allowed for each 
subtest. This information will be printed on the Summary Test Ticket for the Examiner. 

7. Click Modify Test to remove subtests from the test, or to change the order of the subtests. 
A Modify Test window opens. 

 
• Select a subtest and then click Move Up or Move Down to reorder the test. 
• Select a subtest and then click the left arrow to remove the subtest. To add a removed 

subtest back into a test, select it in the Available Subtests list and click the right arrow. 
• When you have just the subtests you need in the correct order, click OK. Click Cancel to 

leave the test in the original default order and return to the Select Test pane. 
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Step 2: Select Test Details 
You can click Save at the bottom of the page at any time to save your work to that point. The Schedule 
Session window will close, saving the test session in your My Sessions list. You can later edit the test 
session to complete your work and assign examinees and examiners, or proctors, to the session. 

1. Click the Test Details panel.  

 
2. Specify your test session details: 

• Enter a unique Test Session Name. The name should reflect the test and enough 
information so you can pick it out of a list of test sessions.  

• Click in the Start Date field and select the start date for the test session window from a pop-
up calendar, and then click in the End Date field to select the end of the test session 
window.  

• Select a Time Window–Click and drag the sliders to set a start and end time for when the 
examinees can log into the test each day. 

• The Time Zone defaults to that of the test session scheduler, but you can change it if 
necessary. 

• Optionally, enter the Test Location: A site location or room number, etc. 
• Select who can view test results, if this field is available. 

Step 3: Add Examinee 
You can assign examinees to the test session roster during scheduling or later, by editing the test 
session. 

1. Click the Add Student panel. 
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2. Click the Add Student button. The Group Selector opens. 
3. Click down through the layers if necessary to reach the layer at which examinees reside and 

select that layer. The Student List displays on the right. 

 
4. Click the check box at the top of the first column to select every examinee in the list, or click 

check boxes in the first column to select examinees one-by-one. If any examinee has been 
assigned testing accommodations, this is indicated in the table. 

Filtering is optional; use the slider at the bottom of the list to scroll to the right to see all of the 
available accommodations. Use the pull-down lists for each accommodation (represented by 
icons) to reduce the display to only those examinees who require, or do not require, specific 
accommodations during testing. 
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5. Click OK when you have selected all the examinees for this test session. The Add Student panel 
refreshes, and you see the number of examinees added to the test session, the number of 
examinees with accommodations (if any), and the list of examinees you have selected to assign. 

 
You have the option to change the examinee assignments in the following ways: 
• Click Add Students to go back and add more examinees. 
• Click the check box beside an examinee name and click the Delete Students icon to remove 

an examinee from the test session roster. 
• Filter or sort the list by column heading. 

6. Click OK after you have made any necessary adjustments to the test roster. 

Step 4: Add Proctors 
By default, the test scheduler is always a proctor so that there will be someone who can access the test 
session. 

1. Click the Add Proctor panel. 
2. Click Add Proctor. The Group Selector opens. 
3. Select the layer at which the proctors, or examiners, you want to assign reside. The Proctor List 

appears. 
4. Click the check box beside each proctor’s name to select it, or click the check box at the top of 

the list to select all proctors to assign to the session. 
5. Click OK. The Add Proctor panel displays assigned proctors by last and first name. 

You have the option to change the proctor assignments in the following ways: 
• Click Add Proctor to go back and add more proctors. 
• Click the check box beside a proctor’s name and click the Delete Proctors icon to remove a 

proctor from the test session. 
6. Click another panel if you need to continue scheduling the test session or assigning examinees, 

or click Save when you have finished scheduling the test session. 
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The scheduled test session appears in your list on your My Sessions page. 

Find a Test Session 
1. Log in to OAS, or select Manage Sessions on the Assessments tab. Your My Sessions page 

opens, displaying any Current and Future sessions you may already have scheduled at your top-
most level.  

2. If needed, in the Group Selector, click down to the layer at which the session for which you are 
searching was scheduled and select that layer. The Session List displays all of the scheduled 
sessions at that layer. 

3. To find a specific test session in the list: 
• Sort the Session List by column heading. 
• Scroll through the pages of the Session List (if more than one) using the “paging” arrows at 

the bottom of the list. 
• Click Search Session (magnifying glass) icon at the bottom of the Session List, enter part of 

the keyword on which to search, or click Search without a keyword to see all sessions 
available to you. 

Edit a Test Session 
You can edit some of the settings for a scheduled test session. The fields you are allowed to edit will 
vary, depending on your access, whether or not any examinees have logged into the test yet, and 
whether or not the test session is still open. 

1. Find the test session you want to edit as described in “Find a Test Session.”  
2. Select a test session name and then click the Edit icon. 
3. The Test Details pane of the Edit Test Session window opens. Make your changes and then click 

Save. 
4. Some of the things you may be able to edit (depending on whether any examinees have logged 

into the test, etc.) are the testing window, daily login times, assigned examinees, assigned test 
forms (if you have a multi-form test), proctor assignments, and so on. 

5. Depending on the status of the session, you may also be able to delete the test session (if no 
examinees have logged into the test yet), or end the test session (if at least one examinee has 
logged in and the test session is not over yet). 

6. Click Save after making changes. A confirmation message verifies that your edit has been saved. 

Print Test Tickets 
After you have scheduled a test session and before testing day and time, you will need to print Summary 
Test Tickets for distribution to test examiners, and Individual Test Tickets for examinees. 

1. Find the test session for which you want to print tickets, as described in “Find a Test Session.”  
2. Select the test session name and then click Print Test Tickets. 
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3. In the Group Selector, navigate to the layer of the group for which you want to print test tickets. 

Tip: Use the Group Selector in the Print Test Tickets dialog to print test tickets for only specific 
groups, such as individual classrooms. This will help in getting the correct test tickets to the 
individual examiners.  

4. Click the link corresponding to the type of test tickets you want to print. 
5. Click Open or Save in the File Download window. When you open the test tickets, you can print 

them using the standard Adobe .pdf window controls. 

About Test Tickets 
The Summary Test Ticket contains administrative information for the session, the examinees assigned, 
and the session's test access code (TAC). It is designed exclusively for use by the proctor, or examiner. 
You can print Summary Test Tickets in PDF format or as an Excel spreadsheet. 

     

 



   

 Copyright© 2015 by CTB/McGraw-Hill LLC. 27 
 

Above left shows the first page of a Summary Test Ticket. It contains the test details, including the Test 
Access Code for each subtest/subject, the total number of examinees in the roster, and how many 
examinees require specific testing accommodations. 

The image on the right shows the second (and subsequent) page(s) of a Summary Test Ticket. On it are 
listed the individual examinees on the roster, each with his or her own ID, Login ID, Password, test form 
and any testing accommodations required.  

An Individual Test Ticket contains the login information for a particular examinee, including his or her 
username and password for the test session. 

   

There are two formats for Individual Test Tickets. The "single ticket per page" format (left above) shows 
keyboard shortcut keys the student may use for navigating through the test, in addition to the essential 
test session and login information. The option to print “multiple tickets per page” (right above) helps 
conserve valuable resources by reducing the size of the ticket by removing the shortcut key information 
so that you can print two tickets per page, if your printer configuration allows. 
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Invalidate a Test 
Use the View Status page to invalidate student attempts on current or completed sessions.  

1. Find the test session you want to edit as described in “Find a Test Session” on page 25. 
2. Select a test session name and then click View Status. 

 
3. Select the examinee's name, and then click Subtest Details. 
4. On the Subtest Details page for the selected examinee, click the check box beside any subtest(s) 

you want to invalidate, and then click Toggle Validation. 

 
When you toggle the validation state to "Invalid," the word "Invalid" is shown in red, so it stands 
out clearly. 

5. When finished with the Subtest Details pane, click Close.  
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 Set Up a New Test Center  
Test centers will be loaded into the system with its initial setup, but there may be a time when new 
centers come online and need to be added. 

1. Click Manage Hierarchy in the Groups tab, and then click the top layer in the Group Selector. 
The Group List opens. 

 
2. Click the Add Group icon (+) on the bottom left of the Group List box. A new window opens. 
3. Select the “parent” organization under which your new group will fall (use the arrows to drill 

down to the parent layer, and then click the check box.) 
4. Name your group and verify that the appropriate layer is automatically selected.  
5. Click Save. Your new site will now appear in the appropriate layer’s Group List. 
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TASC Test’s Embedded Field Tests Model 
Each year CTB creates new test forms using assessment items that are tested and analyzed the year 
before. New test items, better known as “field test items,” are embedded into both our print and 
computer-based operational test forms. This embedded field test model enables us to gather data 
regarding how items perform so that we can select the best items to create our next series of test forms. 
Variant forms are variations of a specific form (D-E-F) that contain the same operational items (items 
that count towards an examinee’s test score) but different field test items. 

Because such a large number of items are needed to create new test forms, the least disruptive, most 
cost efficient way to obtain item performance data is via online test administrations. Research 
determines how many examinees must take the items on a particular form so that we can gather 
adequate data to determine if the item is of sufficient quality for future use. Once Research gets the 
case counts needed for testing on each form, a new series of variant forms can be introduced so that 
data on other field test items can be collected.  

Over the course of the year, CTB will release up to four sets of variant forms. Test centers that are 
testing online receive an email notification each time a new set of variant forms is made available for 
download. When those notifications are received, examinees already scheduled for testing can test 
using the old form and will not have to be rescheduled to test on the new variant forms. Any new 
examinees, however, must be assigned the new variant forms for testing. 

Preliminary Schedule for Release of New Forms 
The projected schedule for releasing variant forms in the year 2015 is as follows. However, the schedule 
is preliminary and may change, depending on the length of time it takes to gather results from a 
sufficient number of examinees to guarantee reliable data.   

Forms will be sent to test centers 4 times during the year. These will take place on OR AFTER the 
following dates: 

D-E-F 1—March 30 
D-E-F 2—April-May 
D-E-F 3—May-June 
D-E-F 4—July 

Managing the Transition to New Test Forms 
You will receive a notice when new forms are going to be available. There are only a few rules to 
remember to effectively manage testing as you transition to using the new test forms. 

1. Keep Existing Assignments:   
Any examinees who have already been registered and assigned to test sessions for the original 
forms will be able to complete those assignments as is.  You do not need to do anything 
additional to test these examinees; however,  
• these existing test sessions will no longer be editable; 
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• you will not be able to add/remove examinees or make other session specific changes like 
date range or subjects selected.   

  

2. Create New Assignments:  
If you wish to change any part of an existing assignment or add examinees, you will need to 
create a new test session(s).  
 
For example: If you have created test sessions that span several weeks or months, you will NOT 
be able to add new examinees to these sessions.  You will need to create new sessions and add 
examinees to the new sessions.  

Your examinee listing in the Online Assessment System will remain the same. The steps you take 
to register and schedule tests in the Online Assessment System will also remain the same for the 
new forms. 

Important notes about “pre-positioned” content: 
 

 

While all sites install the test delivery client software on individual workstations, some sites (usually sites 
with bandwidth or speed issues) will also download the test to each individual workstation.  This 
downloading of the test is referred to as “pre-positioning.”  (This is NOT a required step, but it is 
recommended to improve performance speed at some sites.) 
 
Sites that have pre-positioned the first set of D-E-F forms have two choices. They can either elect to 
download, i.e. preposition, the new content, or do nothing.   
 

• Download and Pre-Position the New Content 
For sites that wish to pre-position the new forms, see the instructions on the next page for 
removing the current pre-positioned content files from each computer in your lab. Then you 
can download and pre-position the latest version of forms following the instructions for pre-
positioning content on page 5. 

• Do Nothing 
Sites that choose to do nothing will have access to the new forms, BUT they will not be pre-
positioned. This may impact network performance at testing time. The previously pre-
positioned forms will no longer be available. 
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Uninstall Test Content from Workstations  
Once you have finished administering any tests scheduled using the old forms, it is a good idea to 
uninstall the “old” version of the content. This eliminates the possibility of conflict between items that 
may exist in both old and new forms, but which have been updated in the new forms. 

1. Navigate to the objectbank folder where you installed the existing test content. By default it will 
be one of these locations:  

 
On PC: C:\Program Files\CTB\TASC Online Assessment\data\objectbank  
On Mac: /Applications/TASC Online Assessment/data/objectbank  
 
If you changed the default software location during installation, the object bank path still 
will be ...\TASC Online Assessment\data\objectbank  
 

2. Select all files in the objectbank folder and delete them. 
 

Now you are ready to pre-position the new forms as detailed starting on page 5. 
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