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Introduction/Important Information 
Important Dates 

 

Ongoing Order Testing Materials online to receive a shipping and handling 
discount. 

Sept 15, 2019 – May 1, 2020 Complete the Order for Scoring Services (OSS) to register for machine 
scoring. 

Within 5 business days of OSS New testers will receive a DataManager welcome email within five (5) 
business days of completing OSS. 

Within 10 business days of OSS Test Coordinator will receive an email from 
ryan.cartwright@riversideinsights.com, if “Yes” or “Unsure” was 
selected on the OSS for Barcode Labels (see page 9 for more 
information about barcode labels). 

March 1, 2020 For schools who have completed OSS by March 1, 2020, Riverside will 
begin shipping Scoring Services Packets. 

 
After March 1, 2020, schools will receive the Scoring Services 
Packet within ten (10) business days after completing the OSS, 
or within fifteen (15) days if ordering barcode labels. The Scoring 
Services Packet is shipped separately from the barcode labels. 

March - May 2020 Spring Testing Window 

May 31, 2020 Deadline to ship scorable materials to the Riverside Scoring Center. 

Within ten (10) business days of 
material receipt 

Test Coordinators will receive an email with access to DataManager 
results 

Within fifteen (15) business days 
of material receipt 

Optional paper reports (separate purchase) are shipped, if ordered 

May — July 2020 Scoring invoices emailed to schools by ACSI. 
 

Important Contact Information 
If you have any questions, you may contact ACSI Care Team by any of the options below. Before 
contacting ACSI Care Team, see “Appendix A. Customer Checklist.” This checklist will help you prepare 
information before contacting us and will also help us answer your questions quickly and accurately. 

 
ACSI Care Team 
Email: careteam@acsi.org 
Phone: 800-367-0798 
Fax: 719-531-0716 
Website: www.purposefuldesign.com 

http://www.purposefuldesign.com/
https://your.acsi.org/pdp-store?maincat=ASSESSMENTS&subcat=HMH-IOWA-ASSESSMENTS&keyword&action=filter
https://your.acsi.org/PDP-Store/Assessment-Support/Iowa-Assessments-OSS
https://your.acsi.org/PDP-Store/Assessment-Support/Iowa-Assessments-DataManager
mailto:ryan.cartwright@riversideinsights.com
mailto:careteam@acsi.org
https://acsiorg-my.sharepoint.com/personal/gina_kinnard_acsi_org/Documents/Iowa%20Resources/www.purposefuldesign.com
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Accessing DataManager 
DataManager is the portal in which schools will 
access their Iowa Assessments/CogAT individual 
and group score results as well as numerous 
resources. 

New testers will receive a DataManager welcome 
email within five (5) business days of completing 
OSS. Paper testers do not need to roster students 
in DataManager or create Test Events. You will 
only need to access the Resources and Reporting 
sections of DataManager if you are using 
paper/pencil tests. 

Accessing Resources in DataManager 
To find and download the document you need: 

1. Sign in to DataManager with your unique 
username (email address) and password. Your 
Overview page will vary according to your user 
role. 

2. Select Resources from the banner, the right- 
column box (Open Resources), or the Site Map. 

3. From the dropdown box, select your test, or 
select DataManager if you need a resource 
specific to a feature in the DataManager 
platform. Document folders and files below the 
box change according to your selection. 

4. Scroll, as necessary, and browse the folders 
and files until you find the document you need. 

5. Click the name of the document to open or 
save the PDF file. 

Most Helpful Resources 
• Planning & Implementation Guide (Iowa 

Assessments & CogAT) 
• Score Interpretation Guides (Iowa 

Assessments & CogAT) 
• Content Classification Guides (Iowa 

Assessments) 
• Practice Activities (CogAT) 
• Supplemental Coding Guide (Iowa 

Assessments/CogAT) 

http://www.purposefuldesign.com/
https://your.acsi.org/PDP-Store/Assessment-Support/Iowa-Assessments-DataManager
https://www.riversidedatamanager.com/balancedmanagement/Login.aspx
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Important Information About Test Security 
The Test Coordinator must take full responsibility for security of all test materials and for 
communicating security requirements to appropriate staff. A breach of security carries significant 
consequences. Depending on the nature of the breach, your school, class, or student(s) may be 
disqualified from testing. Your school may be allowed to purchase an alternate assessment for the 
breach population. If you feel there may have been a breach of security, please contact ACSI 
Care Team immediately at 800-367-0798. 

Before Testing 
• Test materials (Directions for Administration, test books, and answer documents) must always 

be kept in a secure location. Students should never have prior knowledge of test content or 
have access to test books. 

• Iowa Assessments test materials are copyrighted and may not be reproduced or disclosed in any 
format. 

• To review the alignment of the school’s curriculum to the test’s objectives, the school should 
use such resources as the Content Classification Guide, which can be accessed in DataManager. 
The school should never use actual test books/items for this purpose. 

• Do not use the actual test book for practice test items. Practice test books are available for 
purchase from ACSI at www.purposefuldesign.com.  

• Materials should be distributed to teachers/proctors just prior to testing, providing just enough 
time for them to become familiar with directions, testing format, and how the directions and 
test book correlate. 

• Teachers/proctors may also need to complete student demographic information on the test 
books and generally organize materials. They should also make sure materials are kept out of 
sight and in a secure location. 

During Testing 
• Make sure that students have cleared their desks of all materials except their test book and 

answer document (Grades 4-12) as well as No. 2 pencils. For the Mathematics test, students 
may also have scratch paper. 

• Except for appropriate use of calculators (see Planning and Implementation Guide), do not 
allow electronic devices of any kind (including cell phones, smart watches, e-readers, etc.). 

• Be certain that students are working quietly and independently in the correct section of the test 
book. Make sure that they are marking their answers in the correct subtests. 

• Encourage students to do their best. If a student asks for assistance, encourage the student to 
continue working. As appropriate, suggest that they go back and check their work if they have 
finished early. 

• Do not discuss test questions or answers. 
• Begin a subtest only if there is time for its completion. Never break up the administration time 

of a single subtest. 
• Collect and securely shred any scratch paper students used during testing. 

After Testing 
After testing, teachers/proctors should package test books according to the Directions for 
Administration and Scoring Services Packet. All test materials must be kept secure at all times. 

http://www.purposefuldesign.com/
http://www.purposefuldesign.com/
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Before Testing 
Order testing materials 
October 2019—April 2020 

a. Order at www.purposefuldesign.com to save on shipping/handling costs. 
 

b. Or complete the Pricing Tool/Order Form on the Iowa Assessments order forms page and email, fax, 
or mail the completed order form to ACSI Care Team. 

 
 

Important Grade 3 information 
Level 9 (Grade 3) Directions for Administration 
Riverside publishes two formats of Level 9 (Grade 3), a consumable test book, like Grades K-2, and a 
non-consumable test book and answer document, like Grades 4-12. ACSI only utilizes the consumable 
test book for Level 9 (Grade 3). 

Riverside has two sets of Directions for Administration for Level 9 (Grade 3). One set is for the 
consumable test book. “Machine Scorable” is printed on the cover of this book to clarify that it is for test 
books that are consumable and are run through the scoring machines. Schools in the ACSI program 
should use these directions for third-grade students. 

Riverside also created directions that have Levels 9-14 (Grades 3-8) printed on the cover. Riverside 
created these directions for non-consumable test books, grades 3-8. Schools in the ACSI program should 
only use these directions for Levels 10-14 (Grades 4-8) and not for Level 9 (Grade 3) since ACSI does not 
utilize the non-consumables at Grade 3. 

 
 

Level 9 (Grade 3) Practice Tests 

Levels 9-11 (Grades 3-5) practice tests are formatted like non-consumable test books with answer 
documents. However, ACSI’s assessment program utilizes consumable test books, in which students 
write in the test book, at Level 9 (Grade 3). Schools need to adjust their practice test instructions to 
accommodate this difference in format. 

http://www.purposefuldesign.com/
https://acsiorg-my.sharepoint.com/personal/gina_kinnard_acsi_org/Documents/Iowa%20Resources/www.purposefuldesign.com
https://your.acsi.org/PDP-Store/Assessment-Support/Riverside-Insights-Order-Forms
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Order for Scoring Services (OSS) 
Once you have submitted your materials order, ACSI will email you instructions for completing the Order 
for Scoring Services (OSS). This registration process is required for schools wanting machine scoring. For 
additional instructions visit the Iowa Assessments Order for Scoring Services & Barcode Labels page or 
follow navigation in footnote. The OSS window for spring administration is currently open and continues 
through May 1, 2020. International schools are encouraged to complete the OSS as early as possible. 

Please contact ACSI Care Team at 800.367.0798 or careteam@acsi.org if you need assistance 
in completing the OSS form. 

During the OSS process, you will be asked to enter the school account number and contact information, 
verify the school address, and supply the approximate number of students that will be tested. This 
procedure provides the Riverside Insights scoring center with vital information, so they can customize 
and ship you the Riverside Insights Scoring Services Packet. It also allows for quality control, accurate 
processing, and a timely turnaround of scoring. 

You will also be asked if you have any of the following special circumstances: 

• multiple campuses/buildings/grade groups 
• homeschool group(s) 
• scholarship/voucher students (i.e. state and federal programs) 
• special populations (i.e. ELL, IEP, 504, GATE, and/or other groups) 

Please refer to Appendix B for details about these special circumstances. 

Please note that all schools that will have their tests machine scored must first register for machine 
scoring by completing the Riverside Insights Order for Scoring Services. If there is any reason your 
school cannot fulfill that essential prerequisite, please contact ACSI Care Team at 800.367.0798 or 
careteam@acsi.org. 

 

Optional reports at an additional cost are not ordered during OSS; rather, they are ordered when 
preparing your test material to be packaged and shipped to the Riverside Insights Scoring Center. You 
will complete the Order Form for Riverside Scoring Services form (pink), which is included in your 
Riverside Insights Scoring Services Packet. 

Scoring Services Packets will begin to ship March 1. 

http://www.purposefuldesign.com/
https://your.acsi.org/PDP-Store/Assessment-Support/IA-OSS-Order-Form
https://your.acsi.org/PDP-Store/Assessment-Support/IA-OSS-Order-Form
https://your.acsi.org/PDP-Store/Assessment-Support/Iowa-Assessments-OSS
mailto:member_care@acsi.org
mailto:member_care@acsi.org
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Barcode Labels 
Barcode labels include individual student demographic information including name, grade level, gender, 
birthdate, and other optional information about the student. This label can then be adhered to the test 
book/answer document. The school will not need to complete and bubble the student demographic 
information manually. 

Schools may confirm their intention to order and purchase these optional barcode labels while 
completing OSS. If you would like to order Barcode Labels, you must select "Yes" or "Unsure” during the 
OSS process. If you selected “No” and would like to order Barcode Labels, please email 
ryan.cartwright@riversideinsights.com and he will set-up your account. 

All Barcode Label Users: The Test Coordinator will receive an email from 
ryan.cartwright@riversideinsights.com. An email will be sent within 10 business days after 
completing OSS, if “Yes” or “Unsure” was selected on the OSS. 

• The email will contain the school's unique username and a link to the secure Online 
Barcode Ordering system website to upload Student Roster data.  

• If it has been at least 10 business days from the date you completed OSS and you have not 
received the email, check your Spam/Junk folder, or search for 
ryan.cartwright@riversideinsights.com to locate the email. 

• If the email cannot be located, please email ryan.cartwright@riversideinsights.com. 

To access the system, log into:  https://barcode.riversideinsights.com/  
• Click on “Password Reset”  
• Enter the username provided by Riverside Insights 
• Enter the email address of the person who received the barcode email  
• Click “Reset Password”  
• Test Coordinator will receive a time sensitive (24 hours) reset password email  

 

Student IDs are not required for paper testing. Longitudinal data is tracked using last name, first name 
and birth date. 

For additional details refer to the Barcode Ordering Guide in DataManager. 
 
 

Receive and inventory testing materials from ACSI 
• Please take the time to check your packing slip and make sure all items are included in your 

shipment. If you are missing any part of your shipment, please contact ACSI Care Team within 10 
days. 

 
• Make sure you have ordered enough testing materials for all students. Order additional 

materials, if needed. 
 

• Teacher/proctor should confirm correct test/grade levels on test books and answer documents. 
(All materials for each test/grade level are color coded.) 

 
• Keep the invoice for your records. 

http://www.purposefuldesign.com/
mailto:ryan.cartwright@riversideinsights.com
mailto:ryan.cartwright@riversideinsights.com
mailto:ryan.cartwright@riversideinsights.com
mailto:ryan.cartwright@riversideinsights.com
https://us-east-2.protection.sophos.com/?d=riversideinsights.com&u=aHR0cHM6Ly9iYXJjb2RlLnJpdmVyc2lkZWluc2lnaHRzLmNvbS8=&e=cnlhbi5jYXJ0d3JpZ2h0QHJpdmVyc2lkZWluc2lnaHRzLmNvbQ==&h=9c88163e50df4839bb50bd5504de3ecc&t=Nm5UZjFRa0RYM1Z0ZEJwSW9HdTZmMWgzbmZDZjA1K0xBdk9RN2U3MHdzUT0=
https://us-east-2.protection.sophos.com/?d=s3.amazonaws.com&u=aHR0cHM6Ly9zMy5hbWF6b25hd3MuY29tL2Fjc2lwZHAvTmV3V2Vic3RvcmUyMDE4L0Fzc2Vzc21lbnQvQmFyY29kZV9PcmRlcmluZ19HdWlkZS5wZGY=&e=cnlhbi5jYXJ0d3JpZ2h0QHJpdmVyc2lkZWluc2lnaHRzLmNvbQ==&h=2e438cc2ad9247d3b78ad98db0f9e5c5&t=Zlhxall5d09BN3dVSEZOWjJ3bzViYmpZZXJTQlZnUkV3T005WkRqTURoaz0=
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Receive Scoring Services Packet 
For schools that have completed OSS by March 1, 2020, Riverside Insights will begin shipping the Scoring 
Services Packet. After March 1, 2020, schools will receive this packet within 10 business days of 
completing OSS. The packet includes instructions, documents, and labels used to package and ship test 
documents to the Riverside Scoring Center. Only current year’s forms may be used. The following items 
are included in the packet: 

• Key test dates and
information/scoring letter

• ACSI Test Coordinator's
Manual - Spring 2020

• Order Form for Riverside
Scoring Services-pink
(optional reports are
ordered on this form)

• Pre-marked Building
Identification Sheet

• Class Identification Sheets

• UPS labels (for shipping
test documents to the
scoring center)(US
schools only)

• Green processing labels (with Riverside Scoring Service address) to be affixed to each box

If you completed the online OSS and did not receive a Scoring Services Packet like the one pictured 
above, please email assessmentsupport@acsi.org. 

Scheduling Test Administrations 
Iowa Assessments/CogAT Testing Times and Testing Schedule Worksheets can be found on the 
Purposeful Design website here. 

For detailed instructions about scheduling test administrations, refer to the Iowa and CogAT Planning 
and Implementation Guides in DataManager. Iowa Assessments users see Part 5 and Appendix C of 
guide. CogAT users see Part 5 and Appendix D of guide. 

http://www.purposefuldesign.com/
mailto:assessmentsupport@acsi.org
https://s3.amazonaws.com/acsipdp/NewWebstore2018/Assessment/IA-CogAT_Testing_Times_and_Schedule_Worksheet.pdf
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During Testing 
Refer to Planning and Implementation Guide (accessed in DataManager) for Test Coordinators and 
Directions for Administration (purchased with test materials) for classroom teachers and test 
administrators for instructions concerning the following activities: 

• Pre-, during and post-test checklists 
 

• Accommodations and modifications 
 

• Scheduling test administrations 
 

• Communicating test information 
 

• Training staff 
 

• Distribution of test materials, including test security measures 
 

• Completing identification information (with and without barcode labels) 
 

• Preparing materials for scoring 

http://www.purposefuldesign.com/
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After Testing 
Preparing Materials for Shipment 

 
To ensure prompt scoring of test book and answer documents, it is imperative that you record complete 
and accurate information. 

 
Filling Out a Student’s Test Book or Answer Document 
If barcode labels are not used, the student test book or answer document must be completed with the 
following information. Box 5 must be completed even if barcode labels are used. Please refer to image at 
right and corresponding numbers and be certain that the: 

 
1. Student’s name is spelled correctly and the 

corresponding bubbles are darkened 
 

2. Correct birth date (month, day, year) is bubbled 
 

3. Correct Form is bubbled for the Iowa Assessments 
- Not applicable for Levels 5/6-9 (Grades K-3) 
- Bubble “G” for Levels 10-14 (Grades 4-8) 
- Bubble “E” for Levels 15-18 (Grades 9-12) 

 
4. Student’s gender is correctly bubbled 

 
5. Information on the right edge is written: (white 

printed labels may be used). This box needs to be 
completed even if barcode labels are used. 

- Teacher’s name 
- Grade of student taking the test 
- School name 
- For System/District: write “ACSI” 
- City/State: where your school is located 

 
6. For the Iowa/CogAT combined answer document only, bubble Form 7 on the top right of the 

inside of the answer document for Levels 10-18 (not shown on image). 
 

7. If you would like to print or order optional home reports in Spanish, bubble “2” for Home Reports in 
Spanish in the Home Reporting box. 

http://www.purposefuldesign.com/


Iowa Assessments/CogAT Test Coordinator Manual After Testing 

pg. 13 
For program information go to www.purposefuldesign.com, select Assessment Support, then select the 

Iowa Assessments/CogAT logo, then select Spring Testing. 

Completing Grade/Class Identification Sheet (blue) 
1. In the Information Box, enter April 15, 2020 for

Test Date (regardless of your school’s actual test
date); your school’s name for Building Name; ACSI for
System; and the city where your school is located for
City.

2. Enter the name of the teacher under Class Name.

3. Leave Class Code blank.

4. Enter correct corresponding grade for Grade.

5. In the Form box: If administering Iowa Assessments
with or without CogAT, bubble Iowa Form E or Form
G (depending on the grade) and ignore the numbers
on the left. If administering CogAT as a standalone,
bubble only Form 7 and ignore the letters on the
right.

6. In Answer Document Count, indicate the number of answer documents or test books you have
under the Grade/Class Identification Sheet for the grade, not the number of students. (If
administering CogAT in Grades K-3, 1 Iowa Assessments test book and 1 CogAT test book equals 2
test books.)

Building Identification Sheet (purple) 

• Use only one (1) Building Identification Sheet (purple).
If you are shipping more than one box, place this sheet
on top of the documents in box #1. This identification
sheet has been premarked for your convenience. Your
school code (ACSI account number) appears on this
sheet.

• If you have multiple campuses, and if you would like to
view score results as individual campuses/buildings and
as entire school district, you will confirm this during
OSS. Riverside will then include instructions and a
Multiple Campus ID Sheet for you to complete in your
Scoring Services Packet. If you have questions
regarding this, please contact
assessmentsupport@acsi.org.

1. 

2. 3. 4. 

5. 

6. 

http://www.purposefuldesign.com/
mailto:assessmentsupport@acsi.org
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Order Form for Riverside Scoring Services (pink) 
•  Use the special (pink) Order 

Form for Riverside Scoring 
Services. This document has 
a Dataset ID Number in the 
upper right corner. This 
number has been assigned to 
your school and is used to 
track your answer documents 
and identify you as a 
participant in the ACSI student 
assessment program. It is 
imperative that you use this 
pink form. This form, as well 
as your Building Identification Sheet, must be placed on top of all documents in box #1. If you 
misplace the pink form, please immediately contact ACSI Care Team at careteam@acsi.org, or 
800.367.0798. Returning answer documents without this pink form will result in scoring delays. 

 
• When you are collecting answer documents, be sure that you receive one from each student. 

Occasionally, a student will insert his or her answer document into the test book, and the document 
never arrives at our scoring center. If you send a document late, you run the risk of the student’s 
scores not being included in building and system averages. Late fees may apply. 

 
• Optional reports are ordered using the 

back side of the Order Form for 
Riverside Scoring Services (pink). When 
you check the box next to a report for a 
specific grade, this indicates that you 
would like to receive the report for all 
students tested in that grade. If you 
want the report for all students tested, 
check the “ALL” box for that report. 
Pricing for additional, optional reports 
are indicated at the right of the 
ordering boxes. Click here for more 
information about Optional Paper 
Reports. 

http://www.purposefuldesign.com/
mailto:careteam@acsi.org
https://your.acsi.org/PDP-Store/Assessment-Support/Iowa-Assessments-DataManager-Reports
https://your.acsi.org/PDP-Store/Assessment-Support/Iowa-Assessments-DataManager-Reports
https://your.acsi.org/PDP-Store/Assessment-Support/Iowa-Assessments-DataManager-Reports
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PLACE ON TOP OF STACK 1 in BOX 1 

Packaging Test Books and Answer Documents 
• Stack all answer documents for each teacher 

by grade. There is no need to alphabetize the 
documents. 

 
• Place one (1) Grade/Class Identification Sheet 

(blue) on top of each teacher group. 
 

• In box #1, place completed Order Form 
for Riverside Scoring Services (pink) and 
Building Identification Sheet (purple) on top. 

 
• Optional: You may place the answer 

documents in an envelope with your 
Grade/Class Identification Sheet on top of 
answer documents inside envelope. This will 
help keep answer documents from tearing. 
Stack the envelopes in the return box with 
other test books and answer documents. Do 
not mail envelopes separately. 

 

 
 
 
 
 
 
 
 
 

PLACE UNDER PINK SHEET 
 

 

http://www.purposefuldesign.com/
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Shipping Test Books and Answer Documents 
Once you have organized your answer documents, you are ready to package them in sturdy boxes. The 
boxes in which your materials arrive to your school should be kept and, if not damaged, can be reused 
to ship your scorable documents to Riverside Insights for processing. Make sure to pack the boxes 
securely to avoid shifting of documents in transit. 

Documents will be returned via UPS. Included in your packet 
are UPS® shipping labels for use in shipping your test 
documents to Riverside Insights Scoring Center. Place one 
(1) label on each box you are shipping to Riverside Insights 
Scoring Center. Contact ACSI Care Team if you need 
additional UPS shipping labels. 

1. Detach the shipping label and affix it to the box or 
boxes that will be sent to Riverside Insights Scoring 
Center. The second portion of the label is your 
shipping receipt. It includes the ship-to information 
as well as your tracking number. Please keep this for 
reference. 

 
2. Pack items in a sturdy box. Use additional cushioning 

materials to secure items. This will prevent shifting in 
transit. 

 
3. Tape the box(es) securely with shipping tape. 

 
4. If you have a regular/daily UPS pickup, give the boxes to your regular driver, or take box(es) to a 

local UPS drop-off location. 
 

5. If you do not have a regular UPS pickup, or local UPS drop-off location, follow the steps below: 
• Have your preprinted UPS Shipping label(s) in hand 
• Call UPS to arrange a pickup at your school. Call 1.800.742.5877 and follow the automated 

prompts. 
• Select voice option “Send a package” 
• Select voice option “Schedule a pickup” 
• When asked if you would like information on the nearest UPS location, to continue 

scheduling a pickup, indicate “No” 
• When asked if you have a tracking number, indicate “Yes” 
• Provide the required information and the number of packages to be picked up 
• Select the date, time, and location for your pickup 
• Verify the details of your pickup request 
• You will receive a pickup confirmation and a pickup request number. Please write 

down this information for future reference. The pickup request number is needed to 
modify, track, or cancel your pickup. 

http://www.purposefuldesign.com/
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6. Along with the UPS shipping labels, green 
“Special Processing” labels are included in your 
packet. It is very important that you place one 
green label on the outside of each box that you 
return to the scoring service along with the 
UPS shipping label. These identify you as a 
participant in the ACSI student assessment 
program. Be sure to check the box on the label 
indicating “This box includes the pink OSS 
(check here)” and affix it to box #1. If you are 
shipping more than one box please label each 
box 1 of  , 2 of  , 3 of  , etc., in the 
space provided. 

 
 

Ship all documents to be received on or before May 31, 2020, to Riverside Insights Scoring Center, 
761 District Drive, Itasca, IL 60143-1319. 

http://www.purposefuldesign.com/
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Reports/Billing 
ACSI Basic Scoring Package 
All ACSI Basic Scoring Reports for Iowa Assessments™ and the Cognitive Abilities Test™ are delivered 
through DataManager, which includes: 

• PDFs of school, class, and individual reports, which can be printed at your school 

• Student Data File 

• Interactive dashboards to view individual and group data 

• Ability to disaggregate data and create custom reports 

• Management of school users 

Test Coordinators will receive an email from riversideinsights.com within ten (10) business days of 
processing the answer documents, notifying you that your score reports for the ACSI Spring 2020 Iowa 
Assessments/CogAT administration are now available in DataManager. The email will contain the “top- 
level” web reporting key (video, handout) you will need to access your score reports. If you do not 
receive the email within 10 business days, please check your SPAM folder and search your inbox for 
@riversideinsights.com. 

Adding Staff/Users to DataManager 
To share test results with other staff members at your school, you will need to first create a 
DataManager account for them by following these instructions. You will then share the appropriate 
web reporting key with them. Further instructions about web reporting keys can be found in this video 
and handout. 

Optional Paper Reports 
Some reports can be purchased as optional paper reports if desired using the Order Form for Riverside 
Scoring Services (pink) when returning materials for scoring. 

Optional paper reports (see scoring tool for pricing) will be shipped within fifteen (15) business days of 
processing the answer documents. 

If you would like to order optional reports after you have shipped your materials, contact 
assessmentsupport@acsi.org. 

Billing 
ACSI emails scoring invoices to schools in late spring/early summer. 

http://www.purposefuldesign.com/
https://acsipdp.s3.amazonaws.com/NewWebstore2018/Assessment/DataManager%2BAccess%2BLetter%2BSample.pdf
https://your.acsi.org/PDP-Store/Assessment-Support/www.riversideinsights.com
https://your.acsi.org/PDP-Store/Assessment-Support/Iowa-Assessments-DataManager
https://acsipdp.s3.amazonaws.com/AsmtPgs/Webinar%2BFiles/DataManager%2BWeb%2BReporting%2BKey%2BOverview.mp4
https://s3.amazonaws.com/acsipdp/AsmtPgs/Webinar%2BFiles/DM_Managing_Web_Reporting_Keys.pdf
https://acsipdp.s3.amazonaws.com/AsmtPgs/Webinar%2BFiles/Riverside_DM_Adding%2BUsers%2B2019-2020.pdf
https://acsipdp.s3.amazonaws.com/AsmtPgs/Webinar%2BFiles/Riverside_DM_Adding%2BUsers%2B2019-2020.pdf
https://acsipdp.s3.amazonaws.com/AsmtPgs/Webinar%2BFiles/Riverside_DM_Adding%2BUsers%2B2019-2020.pdf
https://acsipdp.s3.amazonaws.com/AsmtPgs/Webinar%2BFiles/DataManager%2BWeb%2BReporting%2BKey%2BOverview.mp4
https://acsipdp.s3.amazonaws.com/AsmtPgs/Webinar%2BFiles/DataManager%2BWeb%2BReporting%2BKey%2BOverview.mp4
https://s3.amazonaws.com/acsipdp/AsmtPgs/Webinar%2BFiles/DM_Managing_Web_Reporting_Keys.pdf
https://your.acsi.org/PDP-Store/Assessment-Support/Iowa-Assessments-DataManager-Reports
https://your.acsi.org/PDP-Store/Assessment-Support/Riverside-Insights-Order-Forms
mailto:assessmentsupport@acsi.org
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Appendix A. Customer Checklist Before Contacting ACSI Care Team 
Having information prepared before contacting ACSI Care Team will help the representatives answer 
your questions quickly and accurately. Please have the following information available when contacting 
ACSI: 

□ School Account Number                                                                                                                           

The category(ies) of help you need: 

□ Testing schedules □ Status of reports 

□ Materials received □ DataManager 

□ Filling out information on materials □ Explanation of scores and score reports 

□ Shipping answer documents to Riverside Insights Scoring Center 

 
Test Materials 

If you have questions regarding test materials, please prepare the following information: 

□ Materials title    

□ Materials code number    

□ Grade level   □ Quantity needed (if there is a shortage)    
 

Test Coordinator Materials 

If you have questions regarding materials used to ship answer documents to Riverside Insights Scoring 
Center, please prepare the following information: 

The material(s) you have questions regarding: 

□ Grade/Class ID Sheets 
□ Building ID Sheets 
□ Green Scoring Center labels or UPS return shipping labels 
□ Order Form for Riverside Scoring Services (pink) 
□ Boxes for shipping 
□ Quantity needed (if there is a shortage)    

 

Score Reports 

If you have questions regarding score reports, please prepare the following information: 

□ Report title    

□ Group or class name (name of teacher)    

□ Grade level    
 
 

ACSI Care Team: Email: careteam@acsi.org Phone: 800-367-0798 

http://www.purposefuldesign.com/
mailto:careteam@acsi.org


 

 

Appendix B. Special Circumstances 
Multiple Campuses 

If your school has multiple campuses/buildings, and you would like to view score results as 
individual campuses/buildings and as entire school district, you will confirm this during the OSS 
process. Riverside will then include instructions and a Multiple Campus ID Sheet for you to 
complete in your Scoring Services Packet. If you have questions regarding this, please contact 
assessmentsupport@acsi.org. 

Homeschool Group 
When you complete the online OSS form, select “Yes” for “We have a homeschool group in 
addition to our traditional school, and we want to keep the two group's data separate.” You will 
receive a Multiple Campus ID Sheet to list your traditional campus(es) and homeschool group(s). 

Special Coding 
If you would like to disaggregate your test data for any reason, including special populations 
(e.g. special programs, international, homeschool) or scholarship students, refer to the 
Supplemental Coding Guide in DataManager for detailed instructions. 

Excluded Students 
If you have students for whom you would like to exclude all scores from the aggregate/group, 
bubble “Z” in the OFFICE USE ONLY section. The Z code in the OFFICE USE ONLY box is used to 
exclude a student’s scores from group totals. The school can then decide whether or not to 
disaggregate this student when running results in DataManager. 

Do not separate the student’s documents from his/her class. Simply mark the Z code on the 
specific students’ answer documents to have the option to exclude that student in 
DataManager reports. Any time the Z code is used, the student is still reported on individual 
paper reports. However, that student is not included in the printed group/summary reports. 

Although this option is available, we recommend schools use special coding per the 
Supplemental Coding Guide in DataManager. 

Off-Grade Level Testing 
Answer documents for students who take an off-grade level test should be submitted under the 
Grade/Class ID Sheet that represents the grade, not the test level. For example, if a 7th grade 
student took Level 12 (6th grade test), the school should submit the test with the rest of the 7th 
grade students. Nothing will need to be coded on the answer document. Riverside Insights 
Scoring Center will apply the correct scoring tables to the test. When the school views reports in 
DataManager, it will see Grade 7 (Level 13/14) and Grade 7 (Level 12) under the grade 
dropdown menu. Please note: If testing off grade level and also administering CogAT, the CogAT 
test level must match the Iowa test level. 
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