
Logging into iCue Tests and Assessments – Admin access
1. Open up your web browser and go to www.hved.org
2. On the NEW main HVED page there will be a column of bulleted links on the left hand side of the page labeled “Main Menu.”  The 6th one down will be labeled “Data Management”.  Click on this link.
3. On the next page there will be a link in the center of the page at the top labeled “Data Based Decision Making Resources”.  Click on this link.
4. On the Data Based Decision Making Resources page, you will see a web address link in the upper lefthand corner under the title “ICue Tests and Assessments Teacher or admin access (all districts)”.  Click on this web address link.
5. A new window will open up titled “Enterprise Web Menu.”  Near the bottom of the page on the lefthand side is a section labeled “Administrative.”  Within that section, click on “i-Cue (formerly Administrative Tests and Assessments).” 
6. A logon screen will appear.  Log in using the information below.
· District number: your 4-digit district number.  Districts with only 3-digit district numbers must add a leading 0.  For example, an employee in district 239 would log in using “0239”.  
· User ID: your 6-digit Minnesota education license file folder number.
· Password: your password.  If you do not know your password, contact Dan Hyson at the HVED office at 507-452-1200 ext. 119 or via e-mail at dhyson@hved.org.
7. Only if you are logging in for the first time or if you haven’t changed your password in the past 365 days, you will now be prompted to change your password.  Be sure to follow the password rules at the top of the page.  Once you have changed your password, you will be asked to log in again using your new password.
8. The next screen that will show up after you log in is dependent upon whether you work in more than one school.  

· If you are only in one school, you can proceed directly to Step 10.  

· For those staff who work at more than one building, before proceeding you will need to select which building you are interested in looking at and click on the link corresponding to that building.
9. The next screen that will show up after you log in is dependent upon whether you have BOTH administrative and teacher access.

· If you have ONLY teacher access or ONLY admin access, go directly to Step 10.

· For those staff who have BOTH teacher and admin access (e.g., Special Ed teachers, principals or other student support service staff like counselors who also teach a class), before proceeding you will need to select which “role” (or type of access) you would like to use.


i. If you choose teacher access, you will only have access to data on students whom you are scheduled to teach in a class.

ii. If you choose admin access, you will have access to data on all students in schools in which you work.
10. The next screen you will view will be the Tests and Assessments Home screen from which you can access Individual Student Reports, iCue PLP and iCue 1-click reports.
11. If you would like to access Cognos, click on the “Data Warehouse” button in the blue menu bar at the top of the screen.
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Note:  Once you navigate away from the start screen, hovering over the button labeled “Tests & Assessments” in the blue menu bar and clicking on “One-Click Reports” will bring you back to the starting screen.  

