
  

 

Creating Online Global Assessment Keys for Students 

Before you begin… 

 Make sure that you have the assessment ID to administer 

Follow these steps to modify keys:  

Step   Action  

1. Launch the Application Switcher and select Assessments module.  

2. Use filters and/or folders to locate the appropriate assessment. 

3. Click on the blue link called: Online 
Assessment has been configured in the 
middle of the assessment overview page.  

4. Select Manage Students & Keys 

 

 

5. After clicking on the link you will be brought to the Online Assessment Administration Page. On the 
the middle of the page from the type drop down, select SCHOOL

  

 

https://www98.achievedata.com/wbsd/?id=2208&ass_id=2208&page=OnlineTestTeacherEdit
https://www98.achievedata.com/wbsd/?id=2208&ass_id=2208&page=OnlineTestTeacherEdit


  

Step   Action  

6. From the school drop down box select your school.

 
7. Use the selection fields to choose a class. The options are dependent upon the school’s roster 

information. Click Submit. If you are administoring a math assessment you would select the 
course Math, if you were giving the lieracy assessment you would select reading. 

  

  



  

Step   Action  

8. 

 

After you click Submit, scroll down, and you will find a list of your students and their test key.  The 

list also includes the student ID that they need to gain access to the assessment. 

 

The recommendation would be to print the PDF version of list and have it accessible when 

administering the assessment.  

 

 

 


