2019-20 New
NI @SI=\CIl Educator Checklist: Administration of
AICTRETCIE NYSAA through Dynamic Learning
NSYEIS0 1oVl Maps (DLM)
(NYSAA)

Step 1: Read and become familiar with the DLM Test Administrator’s Manual (TAM), Accessibility Manual,

and Educator Portal User Guide

Yes No Done

Updated manuals can be located at http://dynamiclearningmaps.org/newyork or
http://www.p12.nysed.gov/assessment/nysaa/
Step 2: Test Administrators must have an account set up in Educator Portal,

Yes Done Done

If the Educator does not have an account in Educator Portal, contact the
District/Building Test Coordinator (DTC/BTC) and Data Manager to set up an
Educator account. For additional assistance contact NYSED at
CBTSupport@nysed.qgov or EMSCASSESSINFO@nysed.gov.

District/Building Test Coordinator (DTC/BTC):

Data Manager:

When the DTC/BTC sets up an account the first time for an Educator, the
Educator will receive an email from kite-support@ku.edu. If the activation email is
not received, check your SPAM files. Also, inquire to your technology managers
as to firewalls and other software, which may block access.

Verify your Educator Profile (i.e., user role, district, etc....) (Refer to Manage User
Account section of the Educator Portal User Guide
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v' This certificate must be printed for your
records.

v' This self-directed training is available for
Continuing Teacher and Leader Education
(CTLE) credit. Please email
EMSCASSESSINFO@nysed.gov and provide
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Step 6: Kite Suite

Yes No Done

Kite Student Portal is used for assessing students.

Check the DLM website for the current version of Student Portal at
https://dynamiclearningmaps.org/requirements

The new software update covers all platforms. For more information on Kite
Student Portal, including status, system requirements, and installation
instructionshttps://dynamiclearningmaps.org/requirements

Sign up for test updates at http://dynamiclearningmaps.org/content/operational-
testing
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Special Circumstance Codes can ONLY be entered by DTC:
v' Ensure student is entered into Educator Portal
v/ Complete the FC Survey for the student to generate student testlets once
the window opens (but do not open or administer testlet).
v" Notify DTC/BTC to enter appropriate special circumstance code for the
student prior to the end of the administration period.
For DLM testing system questions, please contact DLM Service Desk at
1-855-277-9751 or email at DLM-support@ku.edu for assistance.
For NYS data related question, please email NYSED-CBT at CBTSupport@nysed.gov
For policy related issues, please call State Assessment at 518-474-5900 or email
EMSCASSESSINFO@nysed.gov.

Step 10: Complete online educator surve

Yes No
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