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Introduction 
 
Welcome to the Administrator’s Guide to using iCue Tests & Assessments  
In this guide, you will learn how to: 

• Login and navigate the iCue environment 
 

In Tests and Assessments: 
• Access and manipulate One-Click Reports 
• Investigate student history for any student in a report with Student Link 
• Create reports on a single student 
• Create reports on a single test 
• Create custom reports 
• Use the Score Entry module  
• Change the Roster as of date to reflect enrollment at different time points 
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Logging In 
   
You can access this login screen from the TIES Enterprise Web Menu: 

• http://asp.ties.k12.mn.us 
• Select the “i-Cue” link toward the upper half of the page 

 
 
Login to i-Cue using your login information supplied by your district 

 
 

If you have access to multiple schools, you are taken to this screen after logging in.  
If not, you will be taken directly to the screen on the following page. 
If you decide to change schools after passing this page, simply mouse over “Tools” on the blue menu bar at 
the top of the page, and select “Change School”. 
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Tests and Assessments 
Hover on the Tests & Assessments menu item and click on “One-Click Reports” to bring you to the Tests & 
Assessments Home Page. 

 

 

Tests and Assessments Home Page 
This is the Home page for iCue Tests & Assessments. 
Notice the blue menu bar at the top of the page. 
The home page also contains the list of One-Click reports that have been set up for your school. 
To return to the home page from wherever you are, simply hover on “Tests & Assessments” in the blue 
menu bar and click on “One-Click Reports”. 
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One-Click Reports 
Clicking on one of the One-Click report buttons  (for example) will bring you directly 
to the corresponding pre-designed custom report 
 
This example provides longitudinal performance on the Measures of Academic Progress (MAP) in Math. By 
default, the report will display the entire class, sorted by student name.  You are also provided a set of 
filters, including gender, as well as all of the No Child Left Behind subgroups. 
 

To filter your report, select the   link and choose the filters you would like, and click on the 

 button.  
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Roster date 
If you click on the yellow  area, you will be brought to a calendar that you can change 
the date to view students enrolled on a particular date.  This date always defaults to today. 
For optimal results, you should select information in the following order: 
Month, Year, then choose the Day. 
 

 
 
If you have not run a report yet, you will see the roster of students when you run a report.  If you have run 
a report, changing the date will automatically re-run the report if the filter list is not expanded, otherwise 
you will need to select the  button to view the results. 
 
 

Report footer 
 

 
 
The report footer will let you know how many total students are in the list, plus if there are multiple pages, 
you will know how many pages you have to view.  You can change pages by clicking on the arrows, or 
select the number of students you wish to view on each page (max is 100).  
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Report options 

 
 

1a.     - this will remind you what One-Click report you are viewing and allow 
you to show all columns in the report (blank columns are suppressed). 
 
1b.    - This means one or more columns have Resource links (e.g. DesCartes) 
and is denoted by a blue shaded column header cell. 
 

2.     - this allows the user to turn off any colors based on test scores in the report. 
 

3.     - checking any of these boxes (all on by default) will filter out any student that does not 
have at least one score in the selected colors. 
 

4.    - you can export any list of students to a PDF (printer friendly) or MS Excel format. 
 

5.    - you can view the results without seeing student names in a Box Plot graph. 

 
 

6.    - you can view the results without seeing student names in a Stacked Bar graph. 
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Sorting 
To sort this report, simply click on the column header for the column you would like to sort by. 
Clicking the first time will sort results from lowest to highest, with blank cells appearing at the top. Clicking 
a second time will sort results from highest to lowest.  This will be denoted by a  with the triangle 
indicating the sort direction. 

 
 

Summary Statistics 
To generate summary statistics for a column, simply click on the  icon to display.  It will look like the 
sample below.  No  icon means that there is not summary data available.  To close, click on the X in the 
summary window. 
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Pin (freeze) columns 
You can pin (freeze) columns by clicking on the   icon.  When that is clicked, all columns to the right will 
still scroll left to right, but the columns to the left of the pin (including the one with the pin) will not move. 
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Custom Report 
Clicking on “Custom Report” from the Main menu will take you to the screen shown. 
This option will allow you to select a custom set of test results to view, see the following pages for more 
information on how to use this screen. 
 

 
 

 
The list below “Tests/Strands” provides available tests to select for your custom report. 
You can filter by “Tests Subjects”, “Test Kinds”, and “Within the last __ years” to limit the number of tests 
and strands in this list. (Using the “Grade Levels” filter is not recommended, except by users experienced 
with the setup of their school’s Test Definitions in GS251) 
Choose the desired filters, and click   , to update the available list of tests and strands. 
Note that multiple Tests and Strands can be selected for your custom report. On a PC, hold the Control key 
while selecting. On a Mac, hold the Apple key while selecting. 
Select the desired Tests and Strands from the list provided – you may need to use the scroll bar to see the 
complete list.  
Then click on  to choose from specific scores within each test and strand (i.e., scaled 
scores, percentiles, etc.).  
Or click on  to choose from specific scores within each test and strand (i.e., scaled scores, 
percentiles, etc.). 
Or click directly on  to choose all scores for each test and strand selected. 
 
Clicking on “Select Scores” from the previous screen will take you to this screen. 
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Choose the desired scores by clicking on the checkboxes next to each score. Then click “Next”. 

 
If you selected the Select Filters option, you would be brought to this screen directly. 
Choose any filters for your custom report on this screen.  
These filters are the same as those shown earlier, in the One-Click reports. You may select a class, and you 
may select any of the filters for gender and the No Child Left Behind subgroups. 
Choose your desired filters using the drop down menus, and click “Next”. Clicking “Next” without choosing 
a filter will provide a report on all students in the class selected. 

 
Here is an example of a custom report. It is identical to the One-Click Reports in its appearance and 
available features. 
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Roster as of date 
All reports default to display data for all students enrolled in your class on the current date. In addition, 
characteristics of the students (i.e., grade, special education status) will reflect status as of the current 
date. 
However, there are times when you may prefer to view data as of a previous date. For example, perhaps 
you would like to summarize the performance of your class on a specific test, based on the enrollment of 
the class on the date that test was given, rather than on current enrollment. 
To do this, you must change the “Roster as of date”, by selecting “Roster as of date” at the top of the page. 
Enter the desired date in mm/dd/yyyy format, and click “Change Date”. You report will refresh to reflect 
the date you have selected. Note that the date you have selected will also appear next to “As of date:” at 
the top of the page. 
This will modify your report to reflect the enrollment of your class on the date selected. 
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Score Entry 
 

 
 

Two mass entry options are available: 
 

1. Multiple Student Single Test – This mode allows a user to enter scores for a complete test (and all 
applicable strands) in a roster format. 

 
2. Multiple Test Multiple Student – this mode allows a user to enter scores for tests comprised in a 

One-Click Report setup. 
 
*** in iCue – deletes are not allowed, only adds and changes.  If a record needs to be deleted, someone 
with access to TSIS would need to make this correction. 
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 Multiple Student Single Test 
When the Multiple Student - Single Test module is used, only the tests that are allowed for iCue score 
entry (based on GS251 setup) will be displayed. 
Once a test is selected, click on the View Test button to begin entry. 

 
In the Multiple Student - Single Test mode, you can also select (if applicable) Exclusion Reason, Test 
Problem and/or Test Version in addition to the test scores. 
When complete, select the Submit Scores button to save your work! 
Note: It is not recommended to have an exclusion reason AND a test score! 
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Multiple Students for Multiple Tests 
When the Multiple Student - Multiple Test module is used, a list of all One-Click Reports are displayed. 
Once a One-Click Report is selected, click on the View Test button to begin entry. 

 
Only columns that have light-blue boxes (see above) can be entered.  Tab and arrow keys work to navigate 
to subsequent entry boxes. 
When complete, select the Submit Scores button to save your work! 

 



iCue Tests & Assessments for Administrators 
 

Rev: 12/8/2011 Page 17  

StudentLink – Test History 
You can quickly access more detailed information about a specific student, from any report. 

Simply click on the small index card next to a student’s name to get more information on the student. 

 
The Test History report provides a list of all test data available for the student. This report defaults to show 
the “All” column sorted by school year descending.  All column headers can be clicked, to sort the report 
by that column.  You will also have up to 5 additional tabs filtering the tests by test kind (Math, Reading, 
Science, Language, and Other tests).  If the student is in Grade 9 or higher, you will also see a Grad Status 
tab showing the students status on the 3 subject areas (Math Reading and Writing) 

Overall 

 
 

• Colors (blue, green, yellow or red) on a score means that your district has applied target scores for 
the given assessment. 

• Hyperlinks on a score means that there is documentation available on the score given.  
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Strand Data 
In addition, tests that are accompanied by available strand data are expandable (+) links in this report. 
Click on the  next to the test to see the student’s strand performance on that test.  
You will see the complete test (overall and strands) when you click on the plus sign. 
 

 
 

Target Scores/Resource Links 
If you click on a score that either has a color or hyperlink, you will get a popup window. 

 
 If there are resource links available, you will see this link in the same window…Click on the link to 
open up the link (opens in a new window). 
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Printing 
You can print the complete students Test History by clicking the  button on the heading record 
 

 
 

Black & White - using Include Colors in Export?  
 

 
Color – using Include Colors in Export?   
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Questions? 
 
 
 

For more information: 
• Please contact your district support staff 
• Consult the online documentation in i-Cue  
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