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chapter 1

Introducing the Edusoft
Admin Tab

The Edusoft Admin tab is home to a number of housekeeping functions that 
streamline tasks elsewhere in Edusoft. These functions enable you to manage 
user information and lay the groundwork in course alignments, multiple 
measures, and custom groups. 

The Edusoft Admin tab provides the tools you need to:
View the students in your district and see the date of the most recent roster 
update. 
View the status of scanned answer sheets, find and fix scanning failures, and 
identify student scores that are missing for an assessment. 
Manage your user information and password. You may also be able to 
manage users and passwords for your school or district. 
Set at-risk thresholds for highlighting in reports.
Define multiple measures that combine scores from more than one 
assessment into a composite score that you can use in reports. 
Create and manage custom groups of students that allow you to track selected 
students in reports and other Edusoft tools. 
Download software used for creating tests (if it’s available in your district). 
Set default performance bands for the district and set up and view School 
Comparison reports.

And, depending on your access and your district’s options:
Export data for a data warehouse.
Set permissions for other users. 

Note: Documentation for these features is available in How-To Guides (in PDF 
format) from the Library (click the Library link from any Edusoft page). 
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About Rosters
Edusoft imports roster information from your school information system 
(SIS) and from state test rosters. Your SIS file lists each student’s name, 
student ID, and gender, as well as the teachers’ names and the grades or 
courses each student is enrolled in. State test files typically contain data on 
student ethnicity and educational programs. If your SIS also contains 

information on student ethnicity and educational programs, the district can elect to 
import that data from your SIS. And if state test data is not available, Edusoft gets 
demographic data from your SIS. 

The frequency with which you import new roster files depends on a variety of factors. 
Some districts import new rosters twice a year, at the beginning of each school term. 
Others import new roster files every few weeks to keep up with student mobility. 
Between roster updates, you can remove a student from the roster or move a student 
from one class or course to another. 

For more information, see Working with Student Rosters on page 7. 

About Grading
After you scan and upload a batch of answer sheets you can view the 
results in Edusoft. Depending on the number of answer sheets you are 
uploading, there may be a brief pause before your scanning results are 
available. 

Edusoft can display the results of scanning sessions for a single day, for the last week, 
for the last month, or for the last two months. If the session you want to view is not 
listed, you can search for it based on the type of answer sheets scanned, the time period 
when they were scanned, and the location of the scanner. 

For each scanning session, you see the number of students successfully graded, as well 
as the failed scans. From there, you can identify and sometimes resolve scanning errors. 
You can also view results for multiple scanning sessions for the same test. This allows 
you to see how many scores you have and determine if some scores are missing. 

For more information, see Grading Assessments on page 19. 
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About Settings
Edusoft maintains a number of settings that include account information, 
underperforming thresholds, and course information. Depending on your 
role (teacher or administrator), you can edit or view these settings. 

The types of changes you can make include:
Changing your password, Edusoft user name, e-mail address, or special 
identification question
Creating new administrative Edusoft users at the school or district level 
Resetting users’ passwords
Changing your user name
Changing underperforming thresholds for state analysis, teacher tools exams, and 
benchmark exams
Adding or removing standards alignment to courses

You may can also be able to view user information for other Edusoft users and print a 
list of users and passwords for easy distribution. 

For more information, see Managing Edusoft Settings on page 33. 
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About Multiple Measures
Teachers and administrators use many different types of assessments to 
measure student performance: state-administered exams, benchmark 
exams, and teachers’ classroom-based tests and quizzes. Edusoft provides 
tools that enable you to view and analyze the results for each kind of 
assessment. A single assessment, however, only provides a snapshot of 

student performance. To get a more complete perspective, you may want to view the 
scores from different types of assessments at the same time. For this reason, Edusoft 
Multiple Measures allows you to incorporate the scores from different types of 
assessment into the reports, intervention groups, and comparison tools you create from 
the State Analysis tab. 

Multiple Measures is a powerful Edusoft tool for getting the kind of “big picture” that 
results from a side-by-side analysis of relevant assessment scores from a variety of 
sources. When you define a multiple measure, you can include any type of scores that 
are available in the Edusoft database—state test results that have been imported, as well 
as benchmark and teacher tools exams that have been scanned and graded in Edusoft. 

The most common way to use multiple measures is to simply view the results of 
different types of assessments side by side. For example, you might want to look at 
scores from a state high school exit exam side by side with those from pre-test and post-
test benchmark exams. 

The multiple measures feature allows teachers and administrators to combine one or 
more tests scores into a composite score. You can also define performance bands for 
each test so that you can compare the results in a meaningful way. 

For more information, see Working with Multiple Measures on page 49. 
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About Custom Groups
There are many ways to arrange students into groups: schools, grades, 
classes, and periods are time-honored examples. Other ways to aggregate 
students include ethnicity, gender, and Ed programs. But there may be 
students who share none of these characteristics, but who have still other 
things in common—extra-curricular activities, performance levels, 

strengths, challenges—that make them a group that you want to track and assess over 
time. 

For this reason, Edusoft lets you define any collection of students as a custom group 
that you can track, report on, and give assessments to. Edusoft custom groups are 
similar to educational programs—you can use the custom group any time you select 
students for reports. 

Using custom groups, you can isolate a group of students so that you can take action. 
The students might be identified in an intervention group, be participants in a special 
instructional program or team, or simply part of any other group of students you select. 
You can track your at-risk readers, after school program, or even your football team. 
The action you take might be tracking performance, administering assessments, or 
generating custom instructional materials.

You create custom groups in one of two ways: from an intervention group (from either 
Benchmark Exams or State Analysis) or by directly selecting the students you want to 
include. 

Once you create a custom group, it appears as one of the demographic options you can 
use whenever you select students for reports or other Edusoft tools. 

For more information, see Creating Custom Groups on page 59. 

Intervention Group Custom Group

Reports

Print 
Answer 
Sheets

Instructional 
Tool
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About report options
Edusoft provides a group of options that affect the appearance and 
contents of reports. These are typically limited-access features that only a 
few individuals in a district will use. 

Default performance bands allow the district to define the names and 
values for a set of performance bands that can be used throughout the district. They are 
the default values that appear when other Edusoft users create or align benchmark 
exams. Resetting the performance bands for existing exams is another way users can 
include the default performance bands. 

School groups enable larger districts to group schools for reporting purposes. This is 
both a way to report on existing subdistricts and to aggregate data for any collection of 
schools that share common characteristics. Any one school can belong to an unlimited 
number of school groups. 

For more information, see Setting Report Options on page 69. 
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If you are calculating an overall score, you can add an optional weighting factor for this 
assessment. A weighting factor is useful for placing more emphasis on certain scores. 
For example, you might believe that scores from the state assessment are twice as 
important as the scores from benchmark exams. If so, you would assign the state 
assessment a weight of 2 and each benchmark exam a weight of 1. 

Note: If you are calculating an overall score, it will be a weighted average of 
individual scores, and not a weighted sum.

10 When you have finished adding assessments, click Continue. 
The Select Students for Calculation page appears. 

11 To calculate this multiple measure for the broadest possible population of students, 
select a school and grade (or leave the preset values of all school and all grades). 

12 To filter the list of students before making your selection, click one or more links to 
select specific groups of students.

Only administrators can select students based on teachers or courses.
Only teachers can select students based on periods. 

Each score has a preset 
weight of 1. 

Only administrators can select students 
based on teachers or courses. 

You can choose a grade, or include all grades. 

If you have access to more than one school, 
you can choose a school.

Only teachers can select students 
based on periods. 
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Tip: For more information about selecting students for reports, click the Tell me more 
link. 

13 Click Continue. 
After a brief pause, Edusoft displays the new multiple measure in the list.

Managing multiple measures
After you create a multiple measure, you can edit it, share it with other users in your 
district, and allow other users to edit it. If another user has created a multiple measure, 
you can view its details. 

To view the details for a multiple measure, click the Edit or View link in the Multiple 
Measures home page. 
A View link appears when the multiple measure cannot be edited. 

This is the new multiple 
measure. 

Be sure to update the 
multiple measure each 
time there are new scores 
or students in the group. 



Managing multiple measures  57

Guide

If you created the multiple measure, or if other users have allowed editing on multiple 
measures they created, you can edit the multiple measure in these ways. 

If you are a district administrator, you can share or allow editing for a multiple measure 
to all Edusoft users in your district (both teachers and other administrators). If you are 
a school administrator or teacher, you can share or allow editing by any Edusoft users 
at your school. 

To Do this

Delete a multiple measure Click the Delete link for the multiple measure. 
You can only delete a multiple measure if the Delete 
link appears. 

Share a multiple measure with 
others in your school or 
district.

1 Click the Edit link for the multiple measure. 
2 Click the Share link. 

Allow a multiple measure to 
be edited by others in your 
school or district

1 Click the Edit link for the multiple measure. 
2 Click the Make Editable link. 

Add a test to a multiple 
measure

1 Click the Edit link for the multiple measure. 
2 Click the Add a Test link.
3 Select the type of test, the specific test, the category, 

and the type of scores. 

Change the order in which 
scores are displayed in a 
multiple measure

1 Click the Edit link for the multiple measure. 
2 Type numbers in the boxes to the left of the assessment 

names to change the order.
3 Click the Reorder Tests link. 

Add students to a multiple 
measure

1 Click the Edit link for the multiple measure. 
2 Click the Select New Students link.
3 Select the students and click Continue. 

Update a multiple measure to 
include the most recent scores

1 Click the Edit link for the multiple measure. 
2 Click the Update Multiple Measure Data link. 
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Creating Custom Groups

There are many ways to arrange students into groups: schools, 
grades, classes, and periods are time-honored examples. Other ways 
to aggregate students include ethnicity, gender, and Ed programs. 
But there may be students who share none of these characteristics, 

but who have still other things in common—extra-curricular activities, 
performance levels, strengths, challenges—that make them a group that you 
want to track and assess over time. 

For this reason, Edusoft lets you define any collection of students as a custom 
group that you can track, report on, and give assessments to. Edusoft custom 
groups are similar to educational programs—you can use the custom group any 
time you select students for reports, benchmark assessments. 

You create custom groups in one of two ways: from an intervention group (from 
either Benchmark Exams or State Analysis) or by directly selecting the students 
you want to include. This chapter covers creating a custom group directly. 

These are the topics in this chapter:
About custom groups on page 60
Creating a custom group on page 61
Editing a custom group on page 65
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About custom groups
Using custom groups, you can isolate a group of students so that you can take action. 
The students might be identified in an intervention group, be participants in a special 
instructional program or team, or simply part of any other group of students you select. 
The action you take might be tracking performance, administering assessments, or 
generating custom instructional materials.

Once you create a custom group, it appears as one of the demographic options you can 
use whenever you select students for reports or other Edusoft tools. 

For example:
If your school sponsors an after school writer’s club to help students on the cusp of 
advanced performance improve their writing skills, you might want to look at 
benchmark or state assessments to see if they improve. 
If you coach a team and put a lot of emphasis on academic achievement, you might 
want to compare your team members to the rest of the students in their grade level.
If you have set up a peer-tutoring program for math students at your school, you 
might want to see if their performance improves from one benchmark exam to the 
next. 

Custom groups are useful for tracking educational programs over time. For example, 
you can compare the results of this year’s after school program with last year’s.

Intervention Group Custom Group

Reports

Print 
Answer 
Sheets

Instructional 
Tool
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This illustration shows a custom group that includes students who are struggling with 
reading based on recent benchmark exams. These students were identified in an 
intervention group. Using the custom group tool, three more students were added to be 
the peer tutors. They are students in the same grade who are in the gifted and talented 
program.

Creating a custom group
All users can create a private custom group for their own use. In addition, school 
administrators can create public custom groups that are available to all users in any one 
school. District administrators can create public custom groups that are available to the 
entire district. You can create a custom group from the Admin tab, or from any 
Benchmark or State Analysis intervention group. This chapter covers creating a custom 
group from the Admin tab. To create a custom group from an intervention group, read 
the appropriate chapter in the Benchmark Exams guide or the State Analysis guide.

To create a custom group:
1 Click the Admin tab. Click the Custom Group link or icon. 

This custom group originally included seven students 
struggling with reading. Three additional students 
were added to create a peer-tutoring group, for a 
total of 10 students.
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The Custom Groups Home page appears. 

2 Click New Custom Group. 
The Create Custom Group page appears. 

3 Type a name for the group and a description. 
You must give the group a name, but the name does not have to be unique. The 
description is optional, but might be useful to distinguish a group from another group 
with the same name.

4 If you’re an administrator, choose a privacy setting. 
Choose Private to create a group for your own use. 
Choose Public to create a group that others in your school or district can view (they 
won’t be able to make changes to the group). 

Click to create a new 
custom group.

A check box means 
that you own the 
custom group and can 
delete it or change 
who can use it. 

These are your private 
custom groups. 

These custom groups 
are available for 
teachers and 
administrators at one 
school. 

These custom groups 
are available for the 
entire district. 

Give the custom group a name. 

Type a description for the group. 

If you’re an administrator, select 
a privacy setting. 
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If you are a district administrator, making the group public allows other Edusoft 
users in your district to use the group for reporting and analysis. If you are a school 
administrator, making the group public allows everyone in your school to view the 
group. If you are responsible for more than one school, select the school for this 
custom group.

5 Click Continue.
The Custom Group Details page appears. From here, you can add new students or 
change the group properties (name, description, and privacy settings).

6 To add students, click Add new students. 
The Select Students page lets you filter the students before adding to the group. See 
Adding students to a custom group, next. 

Adding students to a custom group
You can add new students to a custom group when you first create it, or at any point 
later on. You can only add students to a custom group that you own. You use the Select 
Students page to filter the students before adding to the group. If you’re a teacher, you 
can simply choose from among the list of students you teach. 

To add students to a custom group:
1 If you are creating a new custom group, click Add new students. If you are adding 

students to an existing custom group, open the custom group and click Add new 
students. 

This group does not yet 
have any students.
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If you’re a teacher, the Select Students page lets you filter the list of students before 
selecting individual students. If you’re an administrator, you must filter the list before 
you can select individual students. 

2 To filter the list of students before making your selection, click one or more links to 
select specific groups of students. 

Only administrators can select students based on teachers or courses.
Only teachers can select students based on periods. 

Tip: For more information about selecting students, click the Tell me more link. 

3 If you’re an administrator, click Continue to filter the list based on your choices. 
4 To select students by name, click the check box beside the name of each student you 

want to include.
5 Click Add students to group. 
6 Click Finish at the top of the Custom Group Details page.

Note: Click the Clear Page link to erase all checkmarks on the page, or click the Clear 
All Pages link to erase checkmarks from all pages.

Removing students from a custom group
Custom groups are flexible in that you can remove students at any time after you create 
the group. 

To remove students from a custom group:
1 Click the Admin tab. Click the Custom Group link or icon. 

Click a link to select 
students to add.

Click check boxes to 
select as many students 
as you wish. 

If you’re an 
administrator, only the 
top section of this page 
appears. 
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2 Click the link for the custom group that you want to work with. 
3 In the Members section on the page, select the students you want to remove.

4 Click the Remove Selected button at the top of the Members section. 
Edusoft asks you to confirm the removal.

5 Click Yes to confirm the removal of the students.

Editing a custom group
Once you create a custom group, you can change its name, description, or privacy 
setting. You can only make changes to custom groups that you own, even if a custom 
group is public. You own all custom groups listed in the My Private Custom Groups 
section. If you’re an administrator, you also own any custom groups where you see You 
own this group listed as the owner. 

To edit a custom group:
1 Click the Admin tab. Click the Custom Group link or icon. 

Select the students you 
want to remove from 
the group.

Click to remove the 
students you’ve selected. 

Click Yes to confirm.
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2 Click the link for the custom group that you want to work with. 

The Custom Group Details page for the selected group appears.

3 Click Edit Properties at the top of the Custom Group Details page.

You can edit any custom 
groups where you are 
listed as the owner.

You can edit any custom groups in this section. 

Only administrators can edit district-wide custom groups. 

Click to change the 
custom group’s name, 
description, and privacy 
setting.
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The Edit Custom Group Properties page appears.

4 Make changes to the name or description by editing the text in the boxes.
5 If you’re an administrator, change the privacy setting by clicking the appropriate 

button.
If you’re an administrtaor, you can also change the privacy setting on the Custom 
Group Details page.

6 Click Finish after you have made your changes.
You return to the Custom Groups Home page with your updated changes.
Note: If you’re an administrator, you can also change the privacy setting from the 

Custom Groups Home page. First select the check box next to the group whose 
setting you want to change. Click Make Selected Public if the group is private, or 
click Make Selected Private if the group is public.

Deleting a custom group
If you find that you no longer need to track or report on a custom group that you created, 
you can delete the customer group.

Note: If you have administered and graded an assessment, the scores for the custom 
group will be deleted when you delete the custom group. 

To delete a custom group:
1 Click the Admin tab. Click the Custom Group link or icon. 

Change the name or description.

If you’re an administrator, change 
the privacy setting here.
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2 To delete a custom group, click the checkbox next to the group you want to delete.

3 Click Delete Selected at the top of the page.
Edusoft asks you to confirm the deletion.

After confirming, you return to the Custom Groups Home page. The group you deleted 
no longer appears in the list.

Click after selecting the 
group.

Click a check box to select the custom group to delete.

Click Yes to confirm that you want to delete the group.
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chapter 7

Setting Report Options

Edusoft provides a group of options that affect the appearance and 
contents of reports. These are typically limited-access features that 
only a few individuals in a district will use. 

Default performance bands allow the district to define the names and values for 
a set of performance bands that can be used throughout the district. They are the 
default values that appear when other Edusoft users create or align benchmark 
exams. Resetting the performance bands for existing exams is another way 
users can include the default performance bands. 

School groups enable larger districts to group schools for reporting purposes. 
This is both a way to report on existing subdistricts and to aggregate data for any 
collection of schools that share common characteristics. Any one school can 
belong to an unlimited number of school groups. 

These are the topics in this chapter.
Setting default performance bands on page 70
Setting up a school group on page 71
Managing school groups on page 72
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Setting default performance bands
Each state has its own preferred terminology and performance banding for evaluating 
tests results. Within a state, individual districts may also choose to have different 
terminology and banding that they prefer to use. For this reason, Edusoft lets you define 
a set of default performance bands that are automatically added to all benchmark 
assessments you align. They are used throughout the district for overall, per standard, 
and per question group scores.

If they wish, users can override the district defaults and define their own performance 
bands for the benchmark assessments they align. 

Edusoft is preset with a generic series performance bands: four bands for overall scores, 
two for per standard scores, and two for question group scores. The bands are named 
Band 1, Band 2, and so forth. 

When you define your district’s default performance bands, you specify the number of 
bands, their names, and their percent ranges. The color scheme for highlighting is fixed 
based on the number of bands you choose. Other Edusoft users in your district will see 
these bands when they create selected reports and use the various analysis tools. 

Note: If a test already has performance bands defined, those bands stay in place until 
someone resets the test’s performance bands. Resetting performance bands sets 
them to use the district defaults. 

To set performance bands:
1 Click the Admin tab. Scroll down to the Reporting Options area and click the Set 

Default Performance Bands link. 
The District Performance Band Defaults page appears. 

Click to choose the 
number of bands. 

These are the default 
highlighting colors for 
each band.

Enter the ranges (in 
percentages) for each 
band.

Enter labels for each 
band.

If you select an At Level band you will see 
the percent of student scores at this level or 
highter on the Performance Band Report.
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2 Choose the number of bands to be used for overall scores, per-standard scores, and 
question group scores. 
You can choose up to seven performance bands for each type of scores. The number of 
bands you choose determines the colors used for highlighting. 

3 For each band, enter a name. 
4 For each band, enter a percent for the low end of the range.

Edusoft uses this percent to calculate the upper end of the preceding band. This is to 
insure that there are no gaps between bands. 

Note: Edusoft only displays two decimal places, so the actual gap between bands is 
much narrower than it appears. Since test developers can only assign whole point 
values to questions, scores for individual students will always fall within a range. 

5 To set an At Level band, select it from the drop-down list.
If you set an At Level band, you will see the percent of students scoring at this level or 
higher on the Performance Band Report.
Note: You can only set an At Level band for Overall Performance.

6 Click Save. 

Setting up a school group
For larger districts that consist of dozens, or even hundreds, of schools, school groups 
are a way to manage the sheer volume of data associated with a grading wave. Some 
districts use school groups to divide schools by geographic areas. Other districts use 
school groups to differentiate between underperforming or high-performing schools. 
Because a school can belong to more than one school group, you might want to set up 
schools groups that accomplish both goals. 

When you set up a school group, you supply a name, an optional description, and select 
the schools that belong to the group. You can create as many school groups as you wish. 
Then, when you analyze or report on benchmark data, you can select students based on 
school groups.

When you enter a new percent here...

...Edusoft recalculates this 
percent. 
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Note: If school groups are enabled for your district, Edusoft creates a default school 
group—All Schools—that consists of all schools in your district. You can delete this 
group if you wish. However, you must have at least one school group defined before 
you can createa School Comparison report. 

To set up a school group:
1 Click the Admin tab. Scroll down to the Report Options area and click the Set up 

school groups link. 
The School Groups page appears. 

2 Click Create New. 
The Create New School Group page appears. 

3 Type a name for the school group and a description if you wish. 
4 Click check boxes to select schools. Click Add to move all selected schools to the 

Schools in this school group list. 

5 When you have finished selecting schools, click Save. 

Managing school groups
After you create school groups you can view the list of schools, edit the school group, 
or delete it. You can also view a list of all schools in your district to see which groups 
they belong to. 

Click this link to view a list of all 
schools in the district. This is a default school 

group that Edusoft 
creates for you. 

Type a name.

Type a description if you wish. 

Click to add selected schools to the school group. 

Click schools to select 
them. 

Click to remove selected 
schools from this list. 
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To manage school groups:
1 To view the schools that make up a school group, click the link for the school group in 

the School Groups page. 
The School Group Properties page appears. 

2 To edit a school group, click the Edit link. Make any changes required in the Edit 
School Group page, and click Save. 
You can change the school group name or description. You can also add or remove 
schools. 

3 To view a list of all schools, click the All Schools link. 

Click a link to view 
the details for a 
school group. 

You can change the school group name or 
description. You can also add or remove schools. 
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The All Schools page appears. 

Click a link to view all 
the schools in a school 
group. 

This page lists all schools in your district. 
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