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Illuminate Step by Step Guide to Creating & Administering PUHSD Assessments 

https://phoenixunion.illuminateed.com 

Login:  your school computer login 

Illuminate log in site for students: https://phoenixunion.illuminatehc.com 

Their student ID number is their username and their password.  Once they log in they 

will be prompted to change their password. 

“Take a Tour” – top right of the dashboard 

 

  

https://phoenixunion.illuminateed.com/
https://phoenixunion.illuminatehc.com/
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Creating a Manual Setup Assessment 

Navigation: Assessments > Create a New Assessment > Select Manual Setup > Type the number of 

questions > Select Okay 

 Assessment can be administered online if students have access to Illuminate Home Connection 

Student Portal or administered by scanning using a bubble sheet 

 Manual Setup is not an itembank assessment using pre-constructed items, but an assessment that is 

already completed and users have the answer key or information ready in-hand 

 Examples would include teacher-made quizzes, curriculum assessments, etc. 

The number of assessment items must be entered here - Click OKAY when finished. 
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**See example of New CTE District Assessments on page 5.** 
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The following information is required when creating an assessment: 

 Title (1) must be entered in order for assessment to save and be stored in the Assessment List 

Follow the naming conventions below.   

District CRTs/Pre-Posttests: DPT for District Pre-Test, DFE for District Final Exam 

 Department.course.exam.semester.year   

Ex.  CTE.ACCT1-2.DPT.S1.F15 

Teacher-created Assessments: 

 Email login name.course.exam.semester.year 

 Ex. Yocum.BTE1.Chapter1Quiz.S1.F15 

All other options are considered optional, but helpful in organizing and locating the assessment in the 

Assessment List: 

 Assign a Local Identifier (2) which would be a unique code, serial number or character such 1201 or 

HIST4 

 Provide a Description (3) about the assessment, goals, administration instructions, etc.; This is 

especially helpful if sharing the assessment with others and communicating assessment procedures and 

directions; This also displays on the student's landing page in the student portal prior to beginning the 

assessment. 

 First Date Administered (4) and Academic Year (5)* will generate by default to the date and year the 

assessment is being created 

 Apply a Subject (6)*, Scope (7)*, and Grade Level(s) (8)* to the assessment based on the assessment's 

design 

 Authors or those who created the assessment, or with permission to edit, can Lock Assessment (9) and 

its features from users its shared to 

 Illuminate Home Connection Portal users can choose if the assessment is available and displayed in 

the Student and Parent Portal (10) 

 Select a Performance Band Set (11) to apply to the assessment. The district default will always apply 

unless changed 

 Save (12) once completed and ready to move forward preparing the assessment for administration 

*Illuminate Best Practice is to select tags to the assessment to maximize the use and efficiency of the search 

within the Assessment List 
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Manage Lockdown Preferences 

Lockdown Preferences help manage the assessment information to which teachers & 

students can view and have access.  The checked box items are locked for users once the 

assessment is shared to them. 

Use the following screenshot as a guide for creating district assessments: 

 

Once the user clicks SAVE, the standards to be assessed must be added.   

**NOTE:  DO NOT add the answer key prior to adding the standards.  If so, users will have to 

enter the answer key twice. 
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See the screenshot below, showing the Assessment Dashboard. 

Click Setup – Click Standards 

 

After the Assessment Information has been saved, by default you will directed to Questions (13) to enter an answer key. 

The following is available in the Assessment Dashboard and are optional to add to the assessment: 

 For more in depth data analysis, select Standards (14) that are being assessed and align the standards to items or 

questions in Standards Alignment (15) 

 Have a digital copy of the assessment available and upload to attach a copy of the assessment using Materials (16) 

 Share (17) the assessment with colleagues based on your visibility and if they can view and download, can administer, 

and/or can edit the assessment you are sharing 

To start administration, select Administration (18). This is where you can print answer sheets, enter/edit scores manually, or 

assign the assessment online 

Once the assessment has been created, visit Overview (19) to see the assessment's design and various Reports when student 

data is available. 

For more information, visit the lesson Create a Manual Assessment in our Assessments help manual. 

  

http://help-dna.illuminateed.com/m/2974/l/17218?data-resolve-url=true&data-manual-id=2974
http://help-dna.illuminateed.com/m/2974?data-resolve-url=true&data-manual-id=2974
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The following screen allows users to choose ALL standards assessed on this test. 

Choose the appropriate CTE Technical Standards, listed under the PUHSD from the 

subject area dropdown menu. 

 

Click “Link selected standards” to link the standards to the assessment. 
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From the Assessment Dashboard – Click Setup – Click Standards Alignment 

Using the next screen, users indicate those standards (columns) assessed by each individual 

item (rows). 

 

Click SAVE 

Next, the answer key must be added.   

If the screen does not automatically pop up, follow this navigation on the Assessment 

Dashboard - Click Setup – Click Questions 
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Enter each correct answer as it corresponds to the item number. 

Click SAVE 

Next, the Materials (PDF or other file of the actual assessment) must be added. 
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From the Assessment Dashboard – Click Setup – Click Materials 

 

Click Upload 

      

Drag & drop the file from your computer – click Attach 

 

The assessment materials are now associated with this assessment.   
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Share the assessment with appropriate users: 

From the Assessment Dashboard, click Setup – Click Share 

Here, users can determine to whom the assessment is shared, how it is shared, and 

how those users can utilize the assessment.   Share with a specific site, user, 

department, etc.  
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Choose which capabilities the users will have with the assessment.  

Ex.  These two users will have the ability to view, download, and administer this 

assessment. 

Next, check to ensure the assessment looks correct. 

From the Assessment Dashboard, click Administration – Click Online Testing 
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Click Preview Online Assessment 

 

Make sure to add the Assessment Materials – Click the drop down menu next to Inline 

Booklet and choose the materials to add 

 

Other settings can be chosen from this menu, as seen on the following two screenshots. 
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Click Preview – The next screen looks blank, click Begin Test in top right corner to preview 
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Change the Assessment Author 

**It is necessary for teachers to use this tool to ensure test security when they are 

creating/entering district assessments.  Once the new author is selected, the individual who 

created the assessment no longer has access to it.** 

From the Assessment Dashboard, click Advanced – Click Change Assessment Author 

 

Enter the name of the person who will be the new author – either Amanda Yocum or Carmel 

Greenfield, for district level assessments 

 

Choose both YES boxes and click Change the Author to save.  
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For Teachers to Administer District Assessments 

CTE Illuminate Practice Quiz is listed under District Favorites on the home screen. 

 Click on the link… 

 

Click on Administer – Online 

 

 

 



18 

 

From this screen, teachers can Preview Online Assessment… 

 

***Teachers must select the Inline Booklet to attach materials, or there will be no test for 

students to see. 
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Teachers must +Add Roster to be able to administer the test to students 

 

And may choose several different options to administer the test. 

 

Choose Administration Settings to select the Inline Booklet (materials) to show the test. (see 

screenshot on next page) 
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Click SAVE and the screen shown below will appear, indicating the assessment was assigned 

to students and they are now able to access it. 

 

 


