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Quick reference for proctoring assessments (short version)

. Check the learner’s photo ID.

. Register the learner on the admin page (www.digitalliteracyassessment.org/admin).
(Click “Generate Code”)

. Write down the “Start Code.”
(Start Code printout sheet provided)

. Assign a learner to a computer with audio capabilities.
. Prepare the learner’'s computer for assessment

(digitalliteracyassessment.org/assessment/proctored)
(You will need the your site name, the Computer Authorization Pin and Learner’s Start Code)

. Give learners a verbal introduction to the assessment and procedures.
(Pass out Codes of Conduct)

. Launch the assessment.

. View the results from admin page.
(Click on View Recent Proctored Results).

. If the learner scored 85% or higher on the assessment, print certificate.

10. Sign the certificate.

Step by step directions for proctoring assessments (long version)

1. Check learner identification.

e Learner needs to show a current ID with name and photo.
e Examples: passport, foreign or domestic state issued ID cards, school ID cards, human
services cards, military ID cards, or similar identification

2. Log in to admin page.

e digitalliteracyassessment.org/admin.
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http://www.digitalliteracyassessment.org/admin
https://www.digitalliteracyassessment.org/assessment/proctored/login.php

e Choose your name from the drop-down proctor list.

DigitalLiteracyAssessment.org Admin Backend

Identify

Who are you?

-SELECT- T e

3. Register learners
e Click on Generate User Codes (located under “Proctor Tools”).

e

Generate User Code(s)

e Register each learner by generating an individual user code for him/her. Type in the
learner’s name printed on his/her ID using proper capitalization.

Generate User Codes
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e When you click “submit,” it will create a unique “start code.”

e Write down the start code on the printable “start code sheet” to take with you as you
register learners on their computers. Or, if you are just assessing one learner, you may
want to sit at a computer next to them to generate the code, and turn your screen to face
them so they can see it and type it in.

DigitalLiteracyAssessment.org Admin Backend b iy i fino i

Mame Code

4. Assign a learner to a computer with audio capabilities.

)

5. Prepare the learner’s computer for a proctored assessment.
*This step can be completed prior to the learner’s arrival (before step #1), or just before the
learner takes the assessment.

e On the learner's computer go to the authorization page:
www.diqgitalliteracyassessment.org/assessment/proctored

Aprhaprnge Thin Compuner 8020 @ prosToaed avsement

Select the username from the dropdown list (your test site).
Complete the login with your computer authorization PIN.
The computer authorization PIN can be found on the admin page.

Wiew Computer
duthorzation PIN
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http://www.digitalliteracyassessment.org/assessment/proctored

e Log in the learner with their name and start code.

Take Proctored Assessments with Demo Learning Site

CRO0e § ngu b

6. Give learners a verbal introduction to the assessment and procedures.
e Give the learner a copy of the learner code of conduct/proctor code of conduct
(printable).
e Elicit and address learner questions.

7. Select the assessment the learner wants to take.

[ —
Basic Computer Skills ~ World Wide Web Windows
=r==n ===3
@ @

Mac OS X Email Microsoft Word
EEEEE =R
2 '

Social Media F_K':"_EI

0 ssssis)

e Instruct learners to begin taking the assessment under the proctor’s supervision.

8. Learner takes the assessment.
e When learner is finished, he/she can print the results page. (Note: This is NOT the
certificate).
e Learner should notify the proctor when he/she has finished the assessment.
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NortHsTAR DiciTaL LiTeracy AssessmenT ResuLts

Module 1: Basic Computer Use [tast okin

MASTERED BASIC COMPUTER SKILLS

o Demonssrate knawiedge of keys on a keytoard.

9. View Results from the admin page.
e Click “View Recent Proctored Results.”

Wiew Recent Proctored
Results

e |[f the learner scored 85% or above on the assessment, you may print his/her certificate
from the admin page, and the learner can claim his/her badge from the results page.
e |[f the learner scored under 85%, he/she cannot claim a certificate or badge.

Recent Proctored Assessment Results for Site: DEMO

Mart Dt Madole  Correct . Percest  Paned?  Action werification Code
5 Wilder 144- D s 1S ] 1 5 g L]

AR FAd

10. Print Certificate
e Click the “Print Certificate” button under the “Action” column for a learner who has
passed the assessment.

Recent Proctored Assessment Results for Site: DEMO

M Dazw Modsle  Correct  Percest  Parsedl  detion Werification Code
Laws Wildes T D Bl Bl S 1 740 L L L L B&CiEy
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Tip!
site-specific Northstar page in the bookmark bar, and bookmark the admin page in a folder, or
somewhere more discreet.

Tip!
especially if you are using computers in a public lab. Your admin page contains confidential learner data.

Sign your name on the proctor line of the certificate.

Web pages: Descriptions and functions of the four Northstar web pages

Main public page (digitalliteracyassessment.org):

This is the public Northstar page, where anyone can assess their computer skills or learn
more about the Northstar assessments. You cannot gain a certificate by taking an
assessment on this page.

Dol |
—_—

Admin page (digitalliteracyassessment.org/admin):

This is your administrative page, or agency portal, where you can generate codes for
proctored assessments, view proctored results, take the proctor training, print
certificates, submit bug requests, and access data and resources related to the
assessment.

i Bacrd

Authorization page (digitalliteracyassessment.org/assessment/proctored/login.php):
This is the computer authorization page. When a learner is ready to take a proctored
assessment, navigate his/her computer to this page.

Site-Specific Northstar Page(digitalliteracyassessment.org/agency/yourcode):

This is a page specific to your agency. Learners may take the assessment on this site,
and you may view their results, but the assessments on this site are not proctored, and
thus not used for certification.

It is helpful to bookmark these sites. You may want to bookmark the authorization page and

Be sure that you do not allow the computer to save your login info for the Northstar admin page,
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http://digitalliteracyassessment.org/
https://digitalliteracyassessment.org/admin/index.php
http://digitalliteracyassessment.org/assessment/proctored/login.php

1.

Breakdown of each assessment-related page

Main public page: digitalliteracyassessment.org

NORTHSTAR

About the project

Leara ft. Know it. Show it.

BASIC COMPUTER SKILLS CERTIFICATE

Here you will find:

O N ok WODN -

—
N O ©

. The history and purpose of the NorthStar Digital Literacy Assessment
. The standards for all modules

. General information about certificates and badges

. Information about becoming a sponsor

. Information for employers

. Information for job seekers

. A complete list of sponsor sites that award certificates (including addresses)
. Frequently Asked Questions about the assessment itself

. News and announcements

. Latest tweets

. The public (non-certificate) version of all assessments

. Project sponsors

The Standards Jump in and launch a module

o= |8 1][®2 |[3: 6 3:][@4 ][5 [ 2:6]

= Warkd Wide Weli
=« Ermadl

« Windows | BH

« Ward | _1.'_'[' ‘
« Boctal Media

« Excel
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http://digitalliteracyassessment.org/

2. Admin page (digitalliteracyassessment.org/admin):

Proctor Tools

& - = v 4 (/]
(i) o o

= Click this button to view details of recent proctored
a assessment results for your site.
iz e This includes name, date, module, number and
percentage of correct and incorrect questions,
whether the learner passed or not, and the verification
code.

e The verification code can be used to merge
certificates.

e You can click the “View Detail” function to identify
which questions a learner is struggling with, and to
print a copy of the results page.

e You can click the “Action” function to quickly print a

certificate.

“Wiewe Recent Proctored
Rezultz

Click this button to merge certificates or to correct a
" misspelling. To merge certificates, make sure to:
i e Enter the name exactly as it was spelled when the
learner took the assessment, or enter the verification
code.
e All of this information can be found under “View Recent
Proctored Results.”
e To correct a misspelling, click “Override with Corrected
Spelling.”

Generate a Certificate

Click this button to generate a user code for a learner to

take a proctored assessment.

@ e You can copy and paste multiple names separated by
£l commas or semicolons if you are testing multiple

Generate User Codeis) 9
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https://digitalliteracyassessment.org/admin/index.php

individuals.

The user codes are only valid for one day.

v

Training to Become
fpprowved Proctor

-

“Wiew Computer
futhorzation PIM

9

Imvalidate a Paszing
Proctored Result

- ™

g

Deactivate a Test/Invalid
Result

Impaortant Links &
Resources

Click this button to launch the required 20-minute proctor
training. You will learn:

e The purpose of the Northstar assessment.

e Learner and proctor codes of conduct.

e The process for checking in learners and
authenticating computers.
The process for monitoring assessments.
How to issue, merge, and reprint certificates.

Click this button to view your computer authorization PIN --
used to authenticate a computer for a student assessment.
e The computer authorization PIN is necessary to
authenticate each student computer prior to taking
the assessment. (It does not change.)

Click this button to invalidate an assessment (that has a
passing score).
e |nvalidate if there is sufficient cause due to cheating
or violation of the proctor code of conduct.
e Once you've invalidated a result, it cannot be
undone.

Click this button to deactivate a test result if you have results
that you do not want shown on your results or statistics
page.
e For example, deactivate a test if an instructor runs through
a module for prep or testing purposes and doesn't want
those results to skew the learner statistics for the agency.

Click this button to see your agency information, the current
list of approved proctor individuals at your site, and the
address for the proctored assessment page.
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Click this button to search for passing or failing records for a particular learner.

| — | Click this button to download data about your assessments
| — | into a spreadsheet.

Export Data to C5Y

Click this button if a learner accidentally takes the assessment
on the main public website, and you want to transfer the
record to your agency database.
Transfer Data from Ahain e With the Record ID and Verification Code found on their
Public Website .
results page, you can transfer the data from the public web
version to your private database.

Click this button to request help for a bug/problem, feature
request, question, or suggestion.
e After you submit the information on this form, all members of
the support team will receive an email with your request.
e You will be assigned a ticket number.

Qpen a Support Ticket

@ Click this button to access site reports on claimed
badges.

Badeges Reports

Click these buttons to view statistics and data regarding all proctored assessments taken
at your site.
e Stats includes summary results by
question for all records in your database,
allowing you to see which questions your
learners are commonly getting correct or
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incorrect (which can be helpful when
modifying lesson plans).
e Results Data includes results for each individual in your database.

User Statistics

Module 1 Module 2 Module 3 (Windows)

* Stats * Stats * Stats
* Result Data * Result Data ® Result Data

Module 3 (0S X) Module 4 Module 5

* Stats * Stats * Stats
* Result Data * Result Data * Result Data

Moduie 6

® Stats
* Result Data

3. Authorization page:
digitalliteracyassessment.org/assessment/proctored/login.php

Log in the learner to the computer authorization page in order to give a proctored test. Test
results can be found on the admin page when the learner is finished taking the assessment.

Agriapaps Tha Companer S0a J poodnod ef g s ament

e Select the username (your test site) from the dropdown list.
e The PIN is the computer authorization PIN.
(The computer authorization PIN can be found on the admin page.)

Take Proctored Assessments with Demo Learning Site
CRathe B Bhgubie

Weaur nams

Veur itart code
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http://digitalliteracyassessment.org/assessment/proctored/login.php

e Log the learner in with their name and the start code.
e Launch the assessment of the learner’s choice.

Naorthstar Proctored Assessmant

- @ i

[

Basic Computer Skills World Wide Web Windows
=r==n ===n (oot s
% @

Mac OS X Ernail Microsoft Word
=N [ tsnctAmomenst | et e |

4. Site-specific Northstar page: (digitalliteracyassessment.org/agency/yourcode)

Use your site-specific Northstar page for learners who do not want to take a proctored
assessment, but from whom you want to collect test data. The address for your site specific
page is digitalliteracyassessment.org/agency/ + a 6 digit “Test Site” code specific to your site.
To see your test site code, go to the admin page and click “View your Northstar Page.”

Site specific Northstar page:
An assessment taken on this page is not proctored. It cannot be made proctored.
Each sponsor site has their own unique site-specific Northstar page.
When a learner accesses this site, it will prompt them to enter his/her name.
Once a learner has taken an assessment on this page, you can search for his/her data
from your admin page. From there, you can:

o See the score.

o Print the results page.

o See which questions he/she answered correctly and incorrectly.

Steps for taking the Northstar Assessment on the site-specific Northstar page:
(UNPROCTORED)

1. Navigate your learner to your site’s unique page.
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Learn it. Know it. Show i,

NORTHSTAR

BASK, COMPUTER SKILLS CERTIFICATE

Enter your name 3o your
IR FUCTAr CAN Vidw Your rédules:

Open Door Learning Center- Midw:

T Fairview Ave 1 5L Fasl, MN
it PR a0 N B e ~Ch 00 DT T S 0 i -1

Welrome bo the sagency page for Open Door Lesrmning Cen' thaefar Dugiiad Litesacy
Fapsssmen] Tood modules.

Set Mame
Enereisg ben b i SMmpuliTs 18 IBposlenl T s help | diesds I g0 %S
calbege. The butions Balow will Lo Jou 1S SRSERTEEE $ imup Jruu e e svass wamssprsn. s anuss g s wes wHll B0 pou noed 5

el an. Osde jou bearn sscugh b complels sach sxlesamen] wilh o beasl 53% fighl Fou cia reteive a Ceruficale U you Lake (hess

ki AL IR & procted R VIFARmEs,
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‘ # Change nama

2. The learner enters his/her name. If someone else’s name is already entered, you can click
the “Change name” button to update the name.

& Oscarle Grouch  #crunge e

Jump in and launch a module

21]@2][a3]

6 3: [ @4 ]| D5 [[2246]

3. The learner takes the assessment.

4. Log in to the admin page to see your learner’s test results.
e Go to “Search Assessment Data.”

Search Azzezsment Data

e Enter the learner name, dates, and module numbers, and select if you want to
see passing or failing scores. Then click “Search.”
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e Assessment results are shown.

Name Contains:
oscar

cords where name contains text in this box. If blank, will return all nemes matching other
eriteria.

Modules:
“1@2<3d3bB4E858647
Pass/Fail:

® Show passing and failing records

Show passing records only
Show failing records only

Search

Assessment checklist: What your site needs in order to administer assessments

D 1. Your site is a registered sponsor site.
DZ. All proctors have completed the proctor training.
DS. You have computers with audio available for learners.

D4. You know how to access the admin page and register learners to take the
assessment.

DS. You know how to log in to the secure proctor site to launch the assessment.
D6. You have printed copies of the codes of conduct ready to hand out to learners.
D?. You know how to find assessment results.

DS. You know whether or not to award a certificate to a learner.

DQ. You know how to award a certificate to a learner.

D10. You know how to award a badge to a learner.

D 11. You know how to merge certificates.

15
Return to Table of Contents




D12. You know how to invalidate a proctored test if a learner or proctor breaks the codes of
conduct.

D13. You can answer questions about what badges are and how to claim them.

Northstar badging process
What are badges?

The Northstar Digital Literacy Assessment is now linked to Mozilla Open Badges. Now, in
addition to receiving a Northstar certificate, your learners can claim a badge.

Why badges?

Digital badges (or open badges) is a new movement in credentialing. Badges are a way to
display and document skills learned both in and out of the classroom. They were described in
EdWeek.org as:

“...electronic images earned for a demonstrating skills in multiple learning
spaces, including after-school programs, summer workshops, K-12
classrooms, and universities. And once earned, the badges could follow
students throughout their lifetimes, being displayed on websites or blogs and
included in college applications and résumés.”

Also, they are often used to show independent learning and skills mastered in service and
volunteering, online learning and computer skills, and job skills or work experience.

The Mozilla Foundation has created a powerful new way to coordinate and standardize badges:
“Open Badges”. It is a common system for issuing, collecting, and displaying badges earned on
multiple instructional websites. Badge issuers, like Northstar, register a learning opportunity,
linking it to the online badging system. Once a task is completed, a learner is awarded a badge,
which is then stored in his or her secure Badge Backpack, a web page that serves as a
transportable portfolio to be shared with employers or other stakeholders who need to know a
learner’s skills and experience. 1"

“Open Badges” is an ideal means by which the NSDL assessment test takers can keep a
permanent, accessible record of assessments they have passed. The process is simple — all the
learners need to open a Badge Backpack account is an email address. After that, they can
access the record of their Northstar success through their own Badge Backpack webpage.

Instructions for badging
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http://www.edweek.org/dd/articles/2012/06/13/03badges.h05.html
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Instructions for issuing a badge follow in the manual. There are two ways you can help a learner
claim a badge if they have scored 85% or more on an assessment: A badge can be claimed
directly from the assessment results page after a learner passes an assessment or later from
your site’s admin page.

' Sources;
http://openbadges.org/
http://lwww.edweek.org/dd/articles/2012/06/13/03badges.h05.html

Claiming a badge from a learner’s assessment results page

Here are the basic steps:

Log in to your proctored assessment site.

Launch an assessment as you normally would.

Launch the badging process from the learner’s assessment results page.

Claim the badge.

View the learner’'s Mozilla Badge Backpack page to confirm that the badge is there.

o b wbd=

Here are the steps, broken down with some supporting details.

1. Log in to your proctored assessment site.
Here’s the link: http://digitalliteracyassessment.org/assessment/proctored.

2a. Launch an assessment as you normally would.
2b. Learner takes the assessment.

3. If your learner has passed the assessment with a score of 85% or higher, help your
learner claim a badge. Launch the badge claiming process:

e Click on the badge award icon in the upper-right hand corner of the results page.
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NORTHSTAR DIGITAL LITERACY ﬁSSEssleNE-

RESULTS
wu-um
Module 3b: Mac OS5 X | 2:36 =
Score: 100% o Rocard: gonsiany

Passing Score

MASTERED MAC OS5 X SKILLS | | MAC OS5 X SXILLS TO IMPROVE

¥ dentify the aperating system. |

< genaify the Dock.
«  identify the Menu Bar. |
+  ldentify the desktop.

+  Use Finder to locate files, fokders, and
‘applications.

+  Move and delete documents of files,
«  dentify devices on a computer. |

«  Open applications using the
Application Folder,

+  Open applications using the Dodk.

1
¥ Minigize and expand windows. |
1

+  Clove and switch between applications.

e This will launch the badging process. Type in the learner’'s email address.

| e

Coongratulations!

Vst P it & bacge, Ta recehas
yeur badige, erter the ermadl addee
btk b poruir backgn Bckpach.

Hyou da nat have 2 badge backpack.
craate one for the emall addeess you
e by,

ot A

Aruses Budge

- Important note about email and logging in:

The badging login process uses a web tool called Persona. If your email provider
participates in Persona, then your email is your Mozilla Badge Backpack sign-in
information. If not, you will be prompted to create a Persona account, which will be your
Mozilla Badge Backpack account info. Most of the major email providers use Persona,
so you should not have to do so. For more information on Persona, click here:
https://support.mozilla.org/en-US/kb/signing-in-using-persona

e Click “Log in or Sign up”.
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E';dcpack

Hoorah!

You are about to send 1 badge to your
Mozilla Backpack at
backpack openbadges.org.

Log in to do 50,

4. Create a Persona Account (ONLY if the learner's email provider does not participate in
Persona)
e |[f a learner does not have an account, he/she will be prompted to create one.
e Note that you should prompt the learner to use the same password that they use for their
email address. That will help them remember it and reinforce the link to their badging
account and their email address.

e You will see the following screen. Log in with the learner's email address.

Miozilla Persona: A Batser Way to Sign in
& Mezilla Fowndation [US] hrtps-/ login.persond.org/sign_in

Sigr in 10 Moz Backpack wih...

By peetending, you atree b Peosoay

a=d

% Mozilla Persana. Smpie sgn.in fom the non pro berend Frefo

e Then add the password.

Persona password

jenvanekSmoreliteracy.com

B Procceding you SRree 10 Pereonas 1o

and F F
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e |[f the learner forgets the password, it can easily be reset by clicking on “Forgot your
password?” You'll then see the following screen.

— magilla

Persona

Forget your password for Parsona? it Rappend 10 he best of u

¥ you were NOT aflemping o rosed your passwond, please igrom tha emad

Maosills Perscnd. Simple sgr-n from the non-proft befind Pl

5. Claim the Badge
e After you have successfully logged in, click “Yes” to accept/claim the badge.

Backpack

Accept this badge? o

Reciplent  jervanes@moe eiteracy.com
Hame Mac 06 X
Description Passed an Drie assessment with a

6. Visit the student’s backpack page to ensure the badge is there.

Backpack

You've sent | badge to your Mozila
Backpack

pack to mangge and share
gi

e By clicking on the badge icon, the learner can see the criteria behind the badge.
e Learners can put the link to this page on their resumes or email it to anyone they would
like to show.

Backpack U wam (@ csan

Recent
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Claiming a badge from your admin page

Here are the basic steps:
(Use this process only when a learner has failed to claim a badge from his or her results page).

1

2.
3.
4
5

Log in to your admin site.

Find the learner and testing event in your admin site.

Launch the badge process from the learner’'s assessment results page.

Claim the badge.

View the learner’'s Mozilla Badge Backpack page to confirm that the badge is there.

Here are the steps, broken down with some supporting details.

1

2

. Log in to your admin site: https://www.digitalliteracyassessment.org/admin/.

. Find the learner’s test result on your admin site.

e Click on “View Recent Proctored Results.”

Admin Pre-Assessment Tools

v O

Training to Become View Computer Ge
Approved Proctor Authorization PIN

Admin Post-Assessment Tools

é o

View Recent Proctered Search Assessment Data G
Results
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e Find the name of the student and the testing event for the badge award.

Recent Proctored Assessment Results for Site: DEMO

[ Name Date Module Comect  Percent  Pemsed?
Test Student 2014-03-13 094717 i &0/ 40 0005 Vel
William MeKinbey WIAZ-I3 1%:18:43 1 B/40 2005  WNo
George Waskingtan 131222 18:17:29 5 Wi W0O% e
Martén Van Buren 122D 17:49-18 1 M0 5K N
Abraham Lineoln 2013-12-11 20:51:42 4 1045 46.T% ha
Wasren G. Marding 2013-12-21 11:00:29 la 6129 8T Yesl
Willlam Heney Hasrison 20131230 20:09:42 EL] 87329 6, 6% Yesl
Abranam Lincaln 2013-12-19 10:40:35 4 42045 90K Yes!

| Martin Yan Bunen 2013-12-18 143839 I 5725 100.0% Yesl !

- L. [ E RS EE] i ATy b L] 84
Geeege Washinglan 231216 2:59:19 1 W40 900K Vest
Zachary Taytor 2013-12-16 0%:49:42 2 7/3 o
Cavin Coolidge 2013-12-15 10:19:19 2 n/m am vesl

e Click on the results page jump-in icon to the left of the learner’'s name.

¥yiluam nenry narmnso

Abraham Lincoln
E 4artin Van Buren
|=]  John Quincy Adams

e Click “View Results Page.’

DigitalLiteracyAssessment.org Admin Backend

Module 3b Assessment Results

User Summary

Name Martin Van Buren
P Address 107.2.74.21
Host €-107-2-74-131.had1.mn. comcast. net

Mozillal5.0 (Windows NT 4.1; WOWS4) Apple'Wet

el Chrame/20.0.1132.47 Safari/516.11

Results

View Besults Page

Date Wed Dec 18, 2013 2:34 pm
Correct /35

Passed? Yo

Score 100%

Duration (Minutes) 212

Test Site DEMO
e

3. Launch the badging process from the learner’s assessment results page, if they passed with
a score of at least 85%.

THSTAR DIGITAL LITERACY ASSESSMENT RESULTS ”=
Module 3b: Mac 0S X S Vs e s
Score: 88% o just earned. Click above to start the
Passing Score i

No thanks. Close pop-up.

Incorrect: (3 out of 25)
MASTERED MAC OS X SKILLS MAC OS X SKILLS TO IMPROVE

22
Return to Table of Contents




e Please see “Claiming a badge from a learner’s assessment page” section of the manual

(above) for further instruction.

Sharing badges with employers

When learners make use of the badge backpack, they can share links to collections of badges
that they want employers or others to see. These links can be included on a resume or put on a

LinkedIn page.

Note: Only collections can be shared, not individual badges themselves. Creating a collection is

the first step to sharing badges.
Here are the steps, with some supporting details.

1. Go to My Collections.

Backpack 0w @) oo (O} MOZRIRY
My Collections

Gurganicn badiges the way y

® @ @

A i, S e Do LS k| e e D Ay AL

Drag a badge here

b vt 3 Codlecton.

2. Click on a badge icon and drag it to the bar on the left.

E'a“atpad( Qo @ e v L.
My Collections

® O
How I:nllmlnn
o i S O (MR e we—— Oy ey A

Drag a badge here

3 rTeate & Codacnon.
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3. Click in the text box and type the name of the collection.

B ) backpack opanbadget.seg/ backpack

&“&kpad{ O nsgges '\}6 - emaneegmarelitenzycom 3 - mozilla~

My Collections

Organize baciges the way you want

5
Jen's Digital Literacy ‘l @
Web Nasviganor Windows Mac 05X

Drag a badge here
1o create a Collection.

4. Add more badges to the collection by clicking and dragging them over to the named box.

N7 backpack openbadies.on)backpack 3

Euama(pad( O Badges l':r(:‘a; Coest [emanek@marelieracy.com O - mozilla~
My Collections

Ovpanize baiges the wiy you wirt

@ ®
Jen's Digital Literacy
@@ Web Navigaor Wirdows Mlac 05 X

Drag a badge here
o create a Collecton.

5. Make the collection public by checking the small box next to “public.” Then, click on the

share icon to add more details and information about the collection.
Bad(pac_k U Baiges \a; it TR TG B OO C] B i
My Collections

Organis badges the i you wat

len's Digital Literacy .: ‘: :
et Magatr Pirndoan Mz 05X
o Pt é

Drag a badge here
o cresie & Collectian.

6. This is what you will see after you click the share icon.
e All of the badges added to the collection will be listed on this page.
e Click on “Edit this page” to personalize the collection.
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Backpack O e @ b L ""Wi"d".

v |
Jen's Digital Literacy

Mac 05 X
m — =

7. Edit the name of the collection so that it accurately describes the badges included.

-Note that it is essential to put the learner's name somewhere on this form. Otherwise,
employers will not know to whom the badge collection belongs. In the example,the collection is
renamed by adding the learner’'s name to the second textbox.

Backpack O s (@ceeen eetroimyon (3 MOTNAY

Digital Literacy Badges

Jen Vanek v

Mac OS5 X

@

8. Click “Save this page” in the lower right corner of the screen.
e You will need to scroll to see it.

Windows

-----

ued

9. The URL included in the address bar is unique to the collection.
e This URL is what a learner should put on a resume.
e This page (sample below) is what the employer will see when they click on the link.
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e L]

B Ly | e e < L T L L

Eﬂﬂ{ﬂﬂd{ meazila -

Digital Literacy Badges
Jen Vanek's page

Mac D5 X

Using a private browser window

If you have multiple learners taking assessments on the same computer, it is possible that the
badging account of one learner may still be open when another learner takes an assessment. If
this happens, Persona will prompt you to switch learner accounts. If you do not notice this then
a badge may be awarded to the wrong student.

This is very UNLIKELY. It would mean that a second learner took and passed an assessment
before the previous learner’s backpack page timed out and that you failed to notice.

If you wish to ensure that this does not happen, use a private or incognito browser window in
Firefox or Chrome.

Here are the steps, broken down with some supporting details.

1. Open a browser window using a feature that will prevent the browser from
remembering student login information.
e This prevents a student’s badging backpack login from being cached (remembered). You
can do this when you are starting a student in an assessment. Keep the browser open
for future assessments that day.

e In Chrome, this is called “Incognito”. Here is how to do it: Find and click on the browser
file menu in the upper right hand corner next to the address bar. Then click on “New
Incognito Window” in the dropdown menu.

Mew Tab T
M Wind o E A
Mew Incognito Window {r N
Bookmarks E
Recent Tabs | ]
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e This is the message you will see:

You've gone incognito. Pages you view in incognito tabs won't stick around in your browser's
history. cookle store, or search history after you've closed all of your incognito tabs. Amy files ==
you download or bookmarks you create will be kept.

However, you aren't invisible. Going incognito doesn’t hide your browsing from your employer, your
internet service provider, or the websites you visit.

Learn more about incognito browsing.
ﬂ Because Google Chrome does not control how extensions handle your personal data, all

extensions have been disabled for incognito windows. You can reenable them individually in the
Entenfions Manyger,

e For more information on Google Chrome Incognito, visit this website:
https://support.google.com/chrome/answer/95464?hl=en

OR 1. In Firefox, this is called a “private window.”
e To open one, click on File, and then choose “New Private Window” in the dropdown

menu.
Bewr Taks T
par Bl Pre Wiy N

S A MNew Private Wingdow | P
(HL* ] Open Location ML
e Open File.. ®O
— - Close Tab W

Close Window O Y

Save Page Ag M5

Email Link.,

Page Setup

Pring wP

ik Fiiine

e This is the message that you'll see:

t‘p Private Browsing

Firefoy wont remiember any h}stur'_l.l fior this window,

In a Prevate Er:qmng'a'ndun Firefox won keep vy browser hettory, sesrch hefory,
download hetory, wib form kistory, cooloes, oF temporary nberned Tdes. Howeer,
files you download and bookmarks you make will be bept.

To stop Frivale Browing, you cin close the wedaw

B e this computer won hind 8 record of your Drowing halery, Pour stemetl senaie
provader or ennployer can shil track the pages you vt

Laen blgre

e For more information on Firefox’s Private Window setting click here:
https://support.mozilla.org/en-US/kb/private-browsing-browse-web-without-saving-info#w
__how-do-i-open-a-new-private-window

e |f you are using another browser, search their knowledge base for instructions for going
incognito.

2. Now, use either browser as you normally would.
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Resource library: A list of quides, instructional aids, promotional items to help support
your Northstar site

To access the Resource Library:
1. Log in to digitalliteracyassessment.org/admin.
2. Scroll down until you see the “Resource Library” link under “General Links.”

General Links

Resource Library Contents:

1. Resources for Proctors
e Checking in Learners
e Generating, Issuing and Merging Certificates
e Codes of Conduct
e Types of Codes

2. Resources for your Learners
e How to Talk to Employers About Your Digital Literacy Skills (Word document)

3. Resources for Sponsoring Sites

NorthStar Pre-assessment Screeners

Northstar Fact Sheet

General Overview

Overview of the different URLs

Sponsor Site New Release (template)

Sponsor Site Newsletter article (template)

Learner Photos

Northstar Logos

Sponsor Site Learner Handouts (African American woman, Asian woman, African man,
Hispanic man)

e Sponsor Site Posters (Go Further, Build Your Skills, Show Employers What You Know)

Northstar codes of conduct:
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For proctors and learners:

The expectations listed below for both proctors and learners help ensure the validity of the
Northstar digital literacy assessments. These rules ensure proper conduct and a culture of
accountability and accurate self-representation. If a test-taker violates of the learner code of
conduct, the test given at that time is invalidated. Violation of the proctor code of conduct by any
proctor may result in removal from the accepted proctor list.

Proctor code of conduct:

* Proctors should provide a clean, quiet, and appropriate space for the assessment
session.

* Proctors should never leave a testing session unsupervised.

* Proctors should observe test takers without being intrusive.

* Proctors should end the current assessment session for any learners caught violating
the learner code of conduct.

* Proctors will not allow any learner violating the code of conduct to retake the
assessment in the same session.

* Proctors will start learner check-in and the assessment at the scheduled times.

* Proctors should respect the confidentiality of all learners.

* Proctors should interact with all learners in a courteous, fair, professional and
nondiscriminatory manner.

* Proctors and sites must make reasonable accommodations to ensure equitable access
for disabled clients.

* Proctors should be knowledgeable about computers to assist with any technical
problems that might arise.

* Proctors are allowed to answer only questions about the assessment setup or
mechanics when administering assessments.

* Proctors may not answer content-related questions, as they would jeopardize the
validity of the assessment.

Learner code of conduct:

» Learner must listen carefully to all instructions given by proctor.

» Learner must treat others with courtesy and respect during the assessment process.

* Learner should ask questions prior to the assessment if he or she is uncertain about
the certification process.

* Learner should inform the proctor in advance for any accommodations.

» Learner must represent him or herself honestly during the assessment, and put away
all electronic devices during the assessment.

* Learner should inform the proctor if he or she believes that assessment conditions
affected his or her results.

Start code sheet for proctors
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Name: Name: Name:
Start Code: Start Code: Start Code:
Name: Name: Name:
Start Code: Start Code: Start Code:
Name: Name: Name:
Start Code: Start Code: Start Code:
Name: Name: Name:
Start Code: Start Code: Start Code:
Name: Name: Name:
Start Code: Start Code: Start Code:
Name: Name: Name:
Start Code: Start Code: Start Code:
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Frequently asked questions

FAQs: Generating a user code
Non-proctored and proctored tests
Printing a single certificate
Merging certificates
Violating the learner code of conduct
Invalidating an assessment
Code confusion
Submitting a bug
Getting support
Finding user stats
Viewing reports
Using and interpreting data

Best practices

How do | generate a user code?

You must generate a user code upon check-in to initiate a proctored test.

1. Log in to the admin site (digitalliteracyassessment.org/admin).
2. Click on Generate User Codes (located under “Proctor Tools”).

£l

Generate User Code(s)

e Register all learners taking the assessment with the name printed on their IDs.

Generate User Codes

e When you register the learner, it will create a unique “start code.”

e \Write down the start code on the printable start code sheet to take with you as you
register learners on their computers.

31
Return to Table of Contents




e The code will expire at the end of the day, so if you assess the learner again on another
day, a new code will need to be generated.

What does a “proctored test” mean?

A proctored test is one that is given ensuring the validity of the test. To
proctor an assessment, you must check-in the learner properly, generate
the required codes for the learner, authenticate a computer for the
assessment, provide the learner with the code of conduct, and maintain a
secure environment for the duration of the assessment. Certificates can
only be issued based on proctored tests. Any violation of this proctoring
procedure invalidates a proctored test.

How do | know if a test was proctored?

If you need to find out if a test was proctored, you can look at the data
available from the admin site.

1. Log in to the admin page (digitalliteracyassessment.org/admin).
2. If the test was just taken, you can click on “View Recent Proctored
Results.”

a

Wiew Recent Proctored
Results

3. If the learner’'s name is on this list, the assessment was proctored.

”

2. If the test was not taken recently, you can click on “Search Assessment Data.

e

Search Aszessment Data

3. Fill in all the available information of the learner in question.
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4. You can choose to view both passing and failing records, but only
passing records matter for badges and certificates.

Hame Crate module Percent Pass? Correct

5. To see if the test was proctored, click on the icon next to the name. The
word “Yes” will appear in the results next to “Proctored?” if it was
proctored.

Can | change a non-proctored test to a proctored test?

No. All tests must be proctored in order to qualify for a certificate.

How do | transfer a proctored test taken on the public website to our own
database?

If a learner accidentally takes a proctored test on the public website
(digitalliteracyassessment.org) instead of the authorization page
(digitalliteracyassessment.org/assessment/proctored/login.php), you can
move the learner’s data to your own database in order to view data and/or
issue a certificate.

1. Log in to the admin page (digitalliteracyassessment.org/admin).
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2. Click on “Transfer Data from Main Public Website”

Transfer Data from fMain
Public Website

3. To transfer the data you will need the learner’'s name, the verification
code and the record ID which can be found on the learner’s results’ page of the
assessment.

® =

MNorTHsTAR DiGiTaL LiITERACY AsSESSMENT RESULTS

Module 1: Basic Computer Use s i
Score: 99.2% 0 2914-06-16
Lo 3 d10d pm
a'-“f?..,_lns‘ Score — Rsoord: 00012730
Gy SESCEF
MASTIRED Batal COMPUTER SSILLS BaSes COMPUTER SKILLS T BaFROVE
«  Tel the difference beteeen a deshibop and lapiop compater. ¥ Demomsirsie knowledge of keys on & heyboand.

Note: You can also move a learner’s data from the main page to your own
database, even if it was not proctored, by following the same steps.

Note: You cannot make a test proctored that was taken on the site-specific
Northstar page (digitalliteracyassessment.org/agency/ + a 6 digit “Test Site” code
specific to your site). You can view the data, however.

How do | print a single certificate?

If the learner scored 85% or above, he/she is awarded a certificate for the assessment. If
the learner scored under 85%, he/she is not awarded a certificate for the assessment.
Every passing score will result in a verification, and each code will generate a separate
certificate.

1. Log in to the admin page (digitalliteracyassessment.org/admin).
2. Click on “Generate a Certificate.”
e This button can be used to print a single certificate or to create a

combined certificate.

'._\I I/,
=

Generate a Certificate
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3. Type in the learner's name, the date (that the learner took the test), and the
verification code for the module the learner has passed.

Create a Combined Certificate

4. Print the single certificate by clicking the “Generate Certificate” button in the
lower left-hand corner.

Ginarate Cértficato

How do | merge certificates?

Every passing score will result in a verification code, and each code will generate a separate
certificate. To create a single certificate clearly listing all passed assessments, follow these
instructions:

1. Log in to the admin page (digitalliteracyassessment.org/admin).
2. Click on Generate a Certificate.

o

|
|

Generate a Certificate 35
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3. Type in the learner's name or verification code.
4. Add all relevant results.
5. Use the dropdown menu to select the learner name to use on the certificate.

6. Print the merged certificate by clicking the “Generate Certificate” button in the
lower left-hand corner.

Generate Certificate

What happens when a learner violates the learner code of conduct?

If a learner violates the learner code of conduct, the test given at that time is invalidated.
See the Codes of Conduct printout for the complete learner code of conduct.

How do | invalidate an assessment?

You can invalidate test results if there is sufficient cause due to cheating or other
violation of proctoring rules. This can't be undone. This list under the “invalidate button”
will only show the last 250 records that were taken in a proctored environment at your
test site and had a score of 85% or above. If the learner is not in the most recent list of
250, the certificate cannot be invalidated.

1. Log in to the admin page (digilliteracyassessment.org/admin).
2. Click on “Invalidate a Passing Proctored Result.”

(x]

Invalidate a Paszsing
Proctored Result

3. Click the radio button to the left of the name of the person in question.

DigitalLiteracyAssessment.org Admin Backend Couad i ax: Domo L g St (165 Frocko

|- Hama E _D- :‘mim‘ihu?iml_‘ 'l"lﬂﬂ!lﬂuﬂf.uﬁ

xa Yo -0 18 1
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4. Click “Invalidate Selected Record” at the bottom of the page.

Irvakiaie Selecied Recodd

What are the different codes and when do | use them?
(And where do | find them?)

In your role as a proctor, you will need to use four codes. Two of these codes are for
your entire site, assigned when the site was added as a sponsor site, and are available
from your Northstar assessment administrator. You will use them multiple times. Your
site should keep these codes secure, but they should be accessible to assessment
proctors. The other two codes are unique to each test taker, revealed only to that test
taker and the proctor, and cannot be reused.

Multiple-use codes: Assigned to you by Northstar

1. “Login to Agency Portal”
Admin site username and password: Used by the proctor to log in to the
Northstar digital literacy assessment administrative interface.
(digitalliteracyassessment.org/admin)

Learn ir. Know it. Show .

NORTHSTAR

Lagin En Agency Purtal

2. “Computer authorization PIN”
Used by the proctor to authenticate each student computer prior to taking the
assessment.
(digitalliteracyassessment.org/assessment/proctored/login.php)
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Al s (omputer Fod & Procioeed assesmen

e To access your site’s Computer authorization PIN, click on “View Computer
Authorization PIN” on the admin page (digitalliteracyassessment.org/admin).

Wiew Computer
fduthaorzation PIN

Single-Use Codes

3. “Start code”
Generated by the proctor for each student during check-in and used on
authenticated computers to start the assessment.

|
Start Code: [

By chicking "Coniirm and Siart” beloss | certify thet §sm the pemon
s b B Plekd slbecrree anel sgree B0 abdde By The roled and
eupi Laliom of el spleturment.

e When you register the learner, it will create a unique “start code.”

Generate User Codes

38
Return to Table of Contents




e Write down the start code on the printable Start Code Sheet to take with
you as you register learners on their computers.

4. “Verification code”
Found on certificates issued to those who received a passing score
(85% or higher) on an assessment. It can also be used to reprint
single-assessment certificates.

e To find the verification code, log in to the admin page
(digitalliteracyassessment.org/admin).
e Click on “View Recent Proctored Results.”

Search by Name or Verification Code

Name or Verif. Code: |

e The verification code is in the far right column.
Recent Proctored Assessment Results for Site: DEMO

Mams Date Modole  Correct  Percest  Pansd!  Actien Werification Code
. 1

L]

How do | submit a bug?

1. Log in to the admin page (digitalliteracyassessment.org/admin).
2. Click on “Submit a bug/issue” under “General Links”

General Links

* Submit a Bug/lssue - Use this form to submit bugs/requests
* Resource Library - Reference Materials, Signs, Logos, etc.

3. Complete the form to report the bug.
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Open a Support Ticket

Your Hame
Tasl Prosier

Your Email
michaelFgraf.com

TigleSSubject

4. Be sure to select “Bug/problem” under the “Type” dropdown box.
Type

Bug/Problem v

How do | get support?

Any questions, suggestions, feature requests, or bugs can be asked/reported by opening a
support ticket.

1. Log in to the admin site (digitalliteracyassessment.org/admin).
2. Click on “Open a Support Ticket.”

«

Cpen a Support Ticket

3. Fill out the form with your request for help (or any problem/suggestion).
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Open a Support Ticket

Tasl Prothor
iowr Email

michaedEgraif.com

e All requests must be made through this form. Do not directly email
questions.

e After you submit this form, all members of the support team will receive
an email with your request.

e You will be assigned a ticket number.

4. Want to upload a screenshot or another file?
e After you submit this ticket, you will receive a confirmation email with a
link to update the ticket. Click that link to upload your image(s) or just
reply and attach the file(s) to the email.

What are “user stats?”

User Statistics includes summary results by question (for each module) for all
records in your database, allowing you to see which questions your learners are

commonly getting correct or incorrect (which can be helpful when modifying
lesson plans).

Results Data includes results for each individual in your database.

User Statistics

Module Module 2 Module 3 (Windows)

* Stats * Stats * Stats
* Result Data * Result Data ® Result Data

Module 3 (0§ X) Module 4 Module 5

* Stats * Stats * Stats
® Result Data * Result Data ® Result Data

Module 6

* Stats
* Result Data

Where do | find user statistics?
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1. Log in to the admin page (digitilliteracyassessment.org/admin).

2. Scroll down until you see “User Statistics.”

3. Choose a module and click “Stats” to see group data.

4. Choose a module and click “Result Data” to see an individual learner’s
data.

How do | view reports?

To view reports online:

1. Log in to the admin page (digitalliteracyassessment.org/admin).
2. Scroll down and choose a module from “User Stats”.

User Statistics

Module { Module 2 Modute 3 (Windows)

® Stats e Stats * Stats
& Result Data ¢ Result Data * Result Data

Module 3 (05 X) Module 4 Module 5

* Stats ® Stats ® Stats
* Result Data * Result Data * Result Data

Module 6

* Stats
& Result Data

3. Click on “Stats” to see combined data.
4. There you will be able to see group data.

To view reports in an Excel format and/or download reports:

1. Log in to the admin site (digitalliteracyassessment.org/admin).
2. Click on “Transport Data to CSV” to download data into a spreadsheet.

Export Data to C54
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3. Select a module and download the data.

How do | use and interpret the data?

People will use data for different purposes according to their needs and
roles at a testing site. Collective data for your site and individual data are
available.

e Teachers can look at specific modules by question and design teaching
instruction based on the data from a class.

e Curriculum designers can compare collective data by module to see where to
dedicate more time or resources as a school.

e Testing coordinators can use the data to schedule testing times (based on the
median duration of test-taking time for specific modules), to write reports, or even
to advertise success rates at the testing site.

e Site managers may use data to compare pre- and post-test results if they want to
assess the effectiveness of instruction provided.

Module 2 Statistics

Total Records: 149
Average Mumber Correct: 24

Median Humber Correct: 29

Average Percent: 12.7%
Median Percent: B7.9%
Number of Passing 76

Scores:

Percent Passed: 51%

Avg Duration: 16 min 33 sec
Median Duration: 23 min 0 sec

e Each module has compiled data that shows the top five questions
learners get wrong and the top five questions learners get correct at your
site.

43
Return to Table of Contents




Top 5 Questions Users Got Wrong

Question 14 (96 correct — 64, 4%)

Question 08 (100 correct — 67.1%)
Question 22 (102 correct — 68.5%)
Question 20 (103 correct — 69.1%)
Question 06 (105 correct — 70.5%)

A

Top 5 Questions Users Got Right

Question 23 (118 correct — 79.2%)
Question 19 {115 correct — 77.2%)
Question 28 (115 correct — 77.2%)
Question 29 (115 correct — 77.2%)
Question 21 (114 correct — 76.5%)

L

e Each module offers the statistical breakdown question by question.

04 109 40 73.2%
03 105 44 70.5%
06 105 44 70.5%
07 108 4 72.5%
08 100 49 67.1%
09 108 41 71.5%
10 107 42 71.8%
1" 110 i9 73.8%
12 107 42 71.8%

e You can also click on the question number to view the actual test
question.

P — ————

| & stsailank |

Pe—— af |

| What is an Internet Service Provider?

A A compater

B) Migh speed internes

€} Axoenpany that pravides Inbernen Service
0] A smant phane

What are Northstar best practices?
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1. Using the assessment as a pre-test

e |If a learner says they have never used a computer, he/she shouldn’t take the
assessment.

e Instead, printable paper screeners are available on the admin page
(digitlliteracyassessment.org/admin).

e These screeners are provided as a quick and easy way to determine whether
low-literacy individuals have a level of computer skills needed to take the
Northstar assessments in a meaningful manner. If individuals have very low
skills, it is best to provide some instruction prior to having them take the
assessments so they do not become overly frustrated by attempting to complete
assessments far above their skill level.

Resources for Sponsoring Sites

e Make sure the learner is focused on learning, and isn’t just fixated on getting a
certificate for the sake of getting a certificate.

2. Taking the assessment multiple times
e |[f a learner does not pass the assessment, they should not take the assessment
again until they have studied the areas he/she missed.

3. Asking for help while taking the assessment
e Proctors can only help learners with mechanical requests for help during the
assessment, such as help adjusting the volume for headphones or if there is a
problem with Northstar loading or working properly.
e Proctors cannot assist learners in any way with the content of the assessment.

4. Adjusting course content based on learner results.

e Teachers can use aggregated data to design or adjust course content. User
Statistics show the top five questions learners get correct and incorrect. Teachers
can focus course content on the common difficulties.

e Teachers can also look at individual data to see where specific learners are
struggling and where they can add more material or practice to the curriculum in
that area.

5. Giving learners hands-on practice with the standards
e Many resources exist to give learners practice with the content of the standards.
Here is a resource that gives very specific practice tied directly to each standard:
http://guides.sppl.org/Northstar/Home.
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How do | change a misspelled name on the certificate?
1. Go to digitalliteracyassessment.org/admin
Sign in, and click “Generate a Certificate
Enter the name the original way you entered it (the “incorrect” way)
Enter the date the learner took the assessment
Enter the Verification Code (found under Recent Proctored Results)
Click “check”
When the box turns green, you can click “Override with Corrected Spelling” in the lower
right corner
8. Enter the correct information, then click “Generate a Certificate”

Nooakowd

How do | include unique user ID’s when generating a user code?
Sponsor sites have the ability to use unique user IDs when generating user codes through the
admin interface. This can be useful for differentiating John Doe #1 from John Doe #2.

To use this: When you go to the Generate User Code(s) page, input the custom user identifier
you would like inside parentheses, e.g. 'John Doe (25928)' Note that since this is the username
that the user logs into the proctored assessment with, they will need to input the entirety of
value, i.e. not simply 'John Doe', but rather 'John Doe (25928)'. After the user completes the
assessment(s), you can then find their results simply by searching by the user ID (25928) if you
would like. Since most people would not like their user ID to show up on their certificates, we
automatically remove any parentheses content prior to generating a certificate. In the current
example, 'John Doe' is what would show up on the certificate.

How do | add or remove a proctor?

To add a new proctor, direct them to the admin page at: digitalliteracyassessment.org/admin.
You'll need to give them the username and password for your admin account. Once they login,
they will get to the screen with a drop down menu, asking them to select their name. Because
they are not yet a proctor, they will need to click the link below that menu to take the 20 minute
proctor training. Once the training is complete, they will have a chance to add their name to your
site.

To remove a proctor, you'll need to submit a helpdesk ticket so we can delete them from the
database entirely.

If the proctor needs to be moved to another site, but they’'ve already taken the proctor training,
let us know!
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