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NECAP Test Schedule Tool
1. Login to eRIDE using your district account. 

2. Click on the “NECAP Test Schedule Tool” icon.

3. The next page should display your district/LEA’s name and the testing window (Month Year) in the top center of the page.  
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First, check to be sure the correct testing window is listed.  If not, select the correct window from the drop-down menu; the screen will refresh.  [image: image2.png]land
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Next, make sure that the schools in the “Main Schedule Group” are the schools in your district.  
If you previously began to schedule your sessions but did not submit, you may see a red “Not completed” note below the list of your district’s schools. 
6. In the box below the schools group, enter the district testing coordinator’s name, email, and phone number and click ‘Save’.  This must be completed before you can submit your schedule!  
To make changes, please click the “Change Contact…” button.  NOTE: If you have already submitted your schedule, you will need to click the “Edit Submitted Schedule” button before the “Change Contact…” button will become active and the information able to be edited. 
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Then click “Schedule…” to enter your district’s testing schedule.
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PLEASE NOTE:

= ALL students atthe same arade level within 3 district must be tested at the same time

= Please see Test Coordinalor's Hanual for guidance on scheduling test sessions.

Ifyou have any questionsabout testing session times, please contact Dr. Phylis Lynch at Phyllis Lynch @rde r gov.

Please indicate the date (.., 10/01/2012) and time (e.g. 9:00-10:30am) for each test session:
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Note: Always use the “Back” link in the tool (usually at the bottom of the page) – do not use the “Back” button on your browser!
9. A page similar to the PDF form from previous sessions will appear.  The form will be for grades 3-8 and 11 (completed/submitted example below) or grades 4, 8, 11 (on next page).  
NOTE: All schools are in the system, though they may not be listed (due to space) on the form.  We will update this so all school names are visible.

[image: image9.png]Back

Support Contacts: For technical support, please contact the Helpdesk- 401-222-8400, helpdesk(@ride i gov. For test schedule-related
inguiries please contact Kamlyn Keith (401-222-8465), Kevon Tucker-Seeley(401-222-8434) or Phyllis Lynch (401-222 8490)



**If your district/LEA does not contain certain grades, please click the “ignore” button next to that grade to enter “N/A” into the sessions for that grade and turn the box green (indicating no errors).  All boxes must be completed before the schedule can be submitted.  
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The form for Science (grades 4, 8, 11) is below:
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Click in a test session box to edit the date and time for that box.  An alert box will appear.  
11. Click in the date box to pick a day from the calendar that pops up.

12. Click in the time box and edit the time.  You will need to enter ‘0’ first for any single-digit hours (e.g., 08:40, 09:10, 01:00, 02:34, 03:02) and the box fills from left to right.  Please note that you cannot type in the end time box: the application will automatically set the session time for 90 minutes.  

13. Click “Update”.  To exit the box without saving your changes, click “Cancel”.

14. Enter all session dates and times.  If there are any errors, the box will turn red or yellow, and the errors will need to be corrected before submitting.  Hover the pointer over the box for an explanation of the error.  Errors: time conflicts with the previous session (e.g., time overlap between sessions, sessions given out of order), ends after 3:30pm.  
15. If no errors exist (all fields are green), click the “Back (Changes Saved)” link below the test schedule table.  When it returns you to the main page, scroll to the bottom and submit your schedule by clicking “Submit to RIDE”. 
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16. After submission, RIDE will review submitted schedules for approval.  If the schedule is in accordance with NECAP guidelines, the schedule will be approved and you will receive a confirmation email.  If RIDE has any questions about the schedule, they will contact you directly via phone call or email.

17. If you have submitted the schedule, and you need to make a change to the schedule (OR to the testing coordinator information), click the “Edit Submitted Schedule” button on the main page to unlock the schedule page, make the changes, and re-submit the schedule.  RIDE will then review changes for approval.  It is important for RIDE to have the correct schedule on hand for our staff to be able to find and schedule a time for a possible NECAP Monitoring Visit to observe testing procedures for best practices and gather information about district recommendations and lessons learned for any updates needed to supporting materials.  
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