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CFA Scanning Schedule

Each grade level facilitator is responsible
for scheduling the CFAOs (common
formative assessments) according to
what best meets the needs of your
students.

Facilitators will find a calendar for the
months of August through December in
an email sent to each facilitator. Please
fill in the calendar with the scheduled
dates of the pre and post assessments
for Math. Also include the dates for
when you plan to give the ELA and Math
Benchmarks. Then email it back to me
so a master calendar can be made.

CFA Answer Documents

Many of the first CFAOs have already
been emailed to me. Thank you so very
much for your promptness. All grade
levels should have their first CFAQs,
including answer keys, emailed to me by
Wednesday, August 26.

I will spend time this week fixing any
formatting problems you might have and
then posting the CFA onto Edusoft so it
can be accessed by all your grade level.
Your answers will be put into Edusoft this
week as well.

The data-scanning schedule will revolve
around your needs as best as possible.
Tentatively, plans are to scan CFAOs
every Tuesday and Thursday afternoon
with the results sent back on Wednesday
and Friday.

However, right before the Data Team
meetings, you will need to have your
CFAOs turned in by the preceding Fridg.
Your results will be in your box on the
Data Team meeting day, Wednesday.
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On Tuesday, August 25, | will forward the
class rosters to Edusoft so they can
update our account. 1Om hoping by
Friday, you will be able to print your
answer sheets. You should plan on
having a few blank documents for newly
enrolled students.

Instructions for properly submitting the
answer documents to me are on page 3
of this newsletter.
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Creating Weighted Answers in CFAOs

Each assessment may contain one
or more sections containing different
types of questionsN multiple choice,
short answer, or long answer
(constructed response). Each
section must contain only one type of
question.

Three Section Exam
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Section 3

This example shows three sections.

Excel Tips and Tricks

Wrapping Text in a Cell

You can OwrapO text in a cell so that i
displays on multiple lines with in the
cell. You can wrap text by using ALT
+ Enter in the cell. Or you can click
on Format b Cells B Alignment and
select Wrap Text.

Useful Shortcut Keys:

F5 Displays GO TO box

Shift + F2 Allows you to edit the cell
Ctrl + A Select All command

Ctrl + B Bold command

Ctrl + C Copy command

Ctrl + | Italics command

Ctrl + V Paste command

Ctrl + X Cut command

Ctrl + Z Undoes last action/command

Short or long answers are graded
using a rubric and then each answer
is worth a certain amount of points.
Example:

A= Exemplary B 4 points
B= Proficient b 3 points
C= Developing B 2 points
D= Unacceptable B 1 point

So that the correct point values can
be entered into Edusoft, make sure
and give the point value for each
response answer as well as the
proficiency level or range from the
rubric.

Keeping Titles in View by Freezing
Panes:
Have you ever created a larger
spreadsheet with headings in Row 1 and
a large list of data below it? If so, you
know how hard it is to scroll through the
large spreadsheet and try to remember
the name of each heading. You can
OfreezeO the top Row (this works for
columns too) so it is always visible while
you scroll through the spreadsheet.
a.To freeze the top Row, Click in Cell
A2.
b.Click on Windows D Freeze Panes
c.Now when you scroll down the
spreadsheet, Row 1 will still be
visible.

Ctrl + Shift +  Applies General Number formatting (great for years £ 1990, etc)
Ctrl + Shift + 1 Applies number format with 2 decimal places

Ctrl + Shift + 2 Applies Time format
Ctrl + Shift + 3 Applies Date format
Ctrl + Shift + 4 Applies Currency format
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Test Proctor Instructions for Common Formative Assessments

Pre-slugged answer documents must be
used with care. Please read the
following instructions to ensure test
accuracy.

You will receive answer documents for
your classroom, including generic
answer sheets, in the colored file folder.
Once the test is complete, please submit
your completed answer documents to
your site principal in the same folder.

Teachers, be sure to remind students
that they are to use pencil, or pens with
blue or black ink. The scanning system
may not recognize other colors.

Please inform students not to color or
write in the BARCODE areas. Marks in
this area throw off the recognition
system. To simplify, only place marks
in the answer bubbles and only select
one answer per problem.

ORGANIZE TESTS FOR SCANNING.
Check and erase any stray marks.
Please remove all blank or unused
answer documents and only return
those sheets that have been filled in.
It is time consuming on the scanning
end to do this for you. If blank or
unused documents are not removed,
they will be scanned and this delays
the process for obtaining resulits.

¥ If a student was absent and they have
an answer document, they may take the
test when they return to school. When
completed, please send the answer
document to my office for scanning.

Procedures for students who do not receive answer documents

1. The student takes the test with the
blank student number and indicates
answers directly on the answer
document. THE TEACHER KEEPS THE
TEST.

2. The teacher contacts the office after
the test to ask for the studentOs CSIS
number. That number is then filled out
and bubbled in on the left side of the
sheet as seen in the diagram.

3. The answer document needs to be
placed in the front of the other answer
documents when submitting it for
scanning. Put a note on the front to let
me know that it is an irregular page.

4. You will receive results for this
student.

|

%

W ELA-Grados- Bonchmark’s Answor SheotPage 101 g
Edison Middio
6th grade Namo:

‘Secton 1 - Muliple Choice : DARKEN BUSBLES COVPLET:

98 8 € 8

8 8
3

Send answer
documents
only BThe
teacher keeps
the test.




