STATE DEPARTMENT OF EDUCATION

IPASS Quick Guide
Science Alternate Assessment

Portfolio Application

STEP 1I: New Users Register for ISEE Applications

Teachers that are new to a school or district should register for the ISEE
Application.

Registering as a New User on ISEE  https://isee.sde.idaho.gov/

For details instructions to complete registration, please refer to the Registering Guide at:
https://www.sde.idaho.gov/tech-services/isee/roadshow/archives/2014/Registration-System-

Access.pdf

If your staff experiences any problems registering, please do not hesitate to contact SDE
Support at (208) 332-6987 or support@sde.idaho.gov



https://isee.sde.idaho.gov/
https://www.sde.idaho.gov/tech-services/isee/roadshow/archives/2014/Registration-System-Access.pdf
https://www.sde.idaho.gov/tech-services/isee/roadshow/archives/2014/Registration-System-Access.pdf
mailto:support@sde.idaho.gov
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Assign Appropriate IPASS Roles

STEP II:

Once staff have registered for the ISEE Applications, The District Admin Tool

user (usually the Technology Director) will assign the appropriate IPASS roles to

the appropriate staff.

The chart below shows the three roles applicable in the IPASS Application, the responsibilities

associated to each role and the staff typically assigned to the specific role.

IPASS Application
Role

Responsibilities

Staff typically
assigned this role

Permission Level

IPASS Test Coordinator

Assigns students to
appropriate staff,
(Teacher and/or para)
responsible for
submitting student
portfolio artifacts.

Test Coordinator
Special Education
Director

Curriculum
Coordinator/director

District Level

Students are assigned
to a teacher in their
enrolled school

IPASS Teacher

Allows teacher to
upload artifacts and
submit student
portfolio.

Special Ed Teacher
Special Ed Para

School Level

*teachers assigned to
multiple buildings will
need the IPASS
Teacher role in all
buildings

IPASS Report Viewer

Special Ed Teacher
Special Education Para
School Principal
District Special
Education Director

Test Coordinator

Assigned at either
district or school level,
depending on the user
and their job
responsibilities
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STEP I1l: Assign Students to Teachers

Go to: https://apps.sde.idaho.gov/iPass
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Welcome to I-PASS (Individual Portfolio Click Student Assignment
Artifact Submission System)

|I-PASS is the Idaho State Department of
Education’s (SDE) digital portfolic system.
Please visit the “More Info" section below to
learn more about the I-PASS system.

Important Application
Information

Click here for Login Help

Forgot Password?

Contact your Test Coordinator to Add or
Remove students

Java and Flash Player need to be installed
in order to upload files. Please consult
with your school or district IT (Information
Technology) people to request permission
or for assistance to download these files

(Elach Adnha ot )

2.idaho.gov/sitefprograms. htm \-j Local intranet

2) Select A School
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@ Convert + PR select

tudent Assignment ] I -8
Links Select a District or School
Fome Paze Assigning Students and Teachers — Summary of Steps
I-PASS Reporting Site 1. Selecta School - Type in the name of a school (below) and select the school (not the district)

from the drop down list

2. Verfy Students - Wake sure that all students eligible to take the ISAT-Alt are visible in the
assignedtable

3. Assign Students Not Listed — Select students from the drop down list within the “Add Missing

Students” table atthe bottom ofthe page and assign to a teacher from the teacher drop down Sta rt typ i ng SChOOI name. The

list by clicking an Assign.
4. Unassign - If you make an error click Unassign. This anly removes the student from that .

assigmmn et tescnar box will generate a drop

Important Note: More than one teacher may be with a particular Testing

Coordinators should check ta make sure that very student eligible to take the ISAT-4lt within their district down menu with a list of

is assigned to the special education teacher responsible for submitting the ISAT-Alt data into I-PASS. Itis

parmissible for other grads level teachers smployed at the same school to appsar on this list ftis not

Recessary 0 Unassign hem or o Contac T or Assessme, 3 his s  normal sston. Mnere s 5 schools that best match the

Teacher listed within particular class that should not be listed for any students in that particular class
grade, please inform the Support Team at support@sde.idaho.gov to have it manually removed,

first few letters.

Name: /

Please refer to the directions at the top of this screen. Click Select



https://apps.sde.idaho.gov/iPass

3) Assign Students To Teachers

Student Assignment

MIDDLETON HIGH SCHOOL
Assigning Students and Teachers — Summary of Steps

1. Werify Students - Make sure that all students eligible to take the ISAT-Alt are visible in the assigned table.

2. Assign Students Mot Listed — Select students from the drop down list within the “Add Missing Students” table at the
bottom of the page and assian to a teacher from the teacher drop down list by clicking on Assign.

3. Unassign - If you make an error click Unassign. This only removes the student from that assignment, not the teacher.

Important Note: More than one teacher may be associated with a particular student/class. Testing Coordinators should
check to make sure that every student eligible to take the ISAT-Alt within their district is assigned to the special education teacher
responsible for submitting the ISAT-Alt data into I-PASS. |t is permissible for other grade level teachers employed at the same
school to appear on this list. It is not necessary to unassian them or to contact IT or Assessment, as this is a normal situation. If
there is a3 Teacher listed within particular ¢lass that should not be listed for any students in that particular class grade, please inform
the Support Team at support@sde.idano.gov to have it manually removed.

Use the drop down
Unassigned menu to assign teacher
Student Name Birthdate Current Grade Teacher from list
Assigned

Student Name Birthdate Current Grade ISAT ALT Grade Teacher(s) Action
O - Fenme, Weoe
10 - Jackson, Anthonie Lee AP Tenth Grade Hanshew, Brandy Ann
10 - Kanrich, Jordyn Hailey
10 - Koroniwsky, April I Tenth Grade Hanshew, Brandy An
10 - Lopez, Lizbet Love

10 - Mack, Tyler
10 - Martinez, Mathew Robert i Tenth Grade | Hanshew, Bran

Ready for Scoring
Ready for Scoring

Ready for Scoring

10 - Mieglsen, Sarah Anne Marig i

10 - Page, Cheyenne Add Missing Students
10 - Paz, Aurora Jasmine
10 - Ramirez, Sofia

Click Add
Action

10 - Rivas, Victor Miguel

10 - Robison, James Wesley I —] [

10 - Stewart, Caitlyn L

10 - Stewart, Nickolas Dean

10 - Thueson, Breanna Linn

10 - Walsh, Ashtyn Scott

10 - Walsh, Austin Leon rees  State of ldaho  Privacy Policy Contact Us

12 - Abrao, Baily Joseph

12 - Anthony, Terra Ann Bioo: 83720 Boise, ldaho 82720-0027

11 - Aquino, Leah Jo jal: (202) 232-8200 Fax: (208) 224-2228

06 - Aultman, Brighton Matthew

11 - Baird, Marquise Anthony

12 - Berendt, Tyler Andrew

12 - Berks, Joseph Travis

11 - Beverlin, Cassidy Lee Ann

0% - Cardona Villa, Maria Guadalupe

09 - Carlile, Sylvia Ann

|12 - Caruthers, Cameron David W # 100°

E12 - Clark, Hailie it
PP S e s

Please refer to the directions at the top of this screen
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Use drop down menu to select

4) To Add Missing Students
missing student

Use drop down menu to assign
teacher from list

Add Missing Students

Student Name Teacher

- select— v| ‘—select—

<

% Local intranet H100% <

Click Add

If student is missing from drop down menu, contact your district’s ISEE manager to verify ISEE

information



STEP IV Collect Ewdence and Submit to IPASS

(Available JANUARY 1°T-MARCH 31°7)



