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Constructed-Response Assessments 
STIAssessment allows you, the educator, to create constructed-response items such as essays, 
short answers, and other types of written responses. 
 
This document provides a brief overview of how to create constructed-response items and 
incorporate them into an assessment.  It also explains the different options for administering tests 
that include constructed-response items and discusses how the items are scored.  Finally, it 
describes some TestSCOPE reports and shows how they capture the results for constructed-
response items.  

Creating a Constructed-Response Item 
From the Items page, select Constructed Response from the pull-down menu.  Select the source 
and folder from the subsequent pull-down menus.  Then click the gray Create Constructed 
Response button.  This will open the Item Creation: Constructed Response page in a new 
window. 

 
 
 

 

 
 
 
 
 
 
 
 

 

Entering the Constructed-Response Item 
Type the constructed-response prompt in the box provided.  The text editor feature allows for 
greater flexibility in editing items.  You may also simply copy and paste an item from a source 
file, such as Microsoft Word, into the text-entry box, as was done with the sample item shown in 
the screenshots that follow. 
 
Note: If you copy and paste an item from Word, make sure you are satisfied with the font style, 
size, and formatting.  Any special formatting used in item creation will override the usual settings 
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for both online and printed tests in STIAssessment.  In addition, some types of special 
formatting—for example, tables, line spacing, and certain kinds of bullets—cannot be edited at 
all.  (This phenomenon may be familiar to you from other programs you may have used, such as 
Microsoft Project.) 
 
HINT: You may strip out all formatting by pasting your item first into Notepad (a free accessory 
that comes with Windows operating systems) and then copying from Notepad and pasting into 
STIAssessment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
There are both Save and Save & Close buttons at the bottom of the page.  When creating long or 
involved constructed-response items, it’s a good idea to click the Save button often.  When you 
click Save, don’t be surprised if you see reminders appear in red type that instruct you to “tag” 
your item.   

“Tagging” a Constructed-Response Item 
Use the pull-down menus to enter information about your constructed-response item.  As shown 
in the inset, handy “mouse-overs” provide information about each tag. 
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Adding a Picture 
The Excel table shown in the example below could simply be copied and pasted directly into the 
constructed-response text-entry form, as could tables in Word.  In fact, for the screenshots shown 
in these constructed-response examples, a sample item was copied from a Word document and 
pasted directly into the text-entry box. 
 
Because pictures are seldom simple “text art” (i.e., tables), this section will show how to create a 
picture and attach it to a constructed-response item, using the Excel table as an example.   
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1) Select the picture you wish to copy. 

 

2) Paste the picture into your favorite picture-editing program.  This example shows Microsoft 
Paint, a program that comes pre-installed on most Windows machines.  Crop and edit the 
picture as needed. 
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3) Save the picture as a .gif, .jpg, or .pjpg.  Note that STIA accepts only these three file formats. 

Also, be aware that pictures to be uploaded cannot be larger than 75K. 

 

4) Upload the picture to STIAssessment.  From the pull-down menus on the Items page, select 
Pictures, then select the source and folder from the subsequent pull-down menus.  Then click 
the gray Add New Picture button.  This will open the Item Creation: Pictures page in a new 
window. 

 

(You may also upload a picture in the context of creating an item, by clicking the Add Picture 
link and then selecting Upload.) 
 
Browse your computer’s directory to locate the picture to upload.  Fill in the information about 
the picture in the form provided.   
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HINT: Fill in the keywords! This will help you to search for a picture later, in case you can’t 
remember what folder you put it in or what you named it. 

 

A confirmation page will appear.  Click the gray Return button to exit picture uploading. 
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5) Add the picture to your item. Place your cursor in the item where you want the picture to be 

inserted.  Click the blue Add Picture link, then select Browse Pictures. 

 

6) Click the gray Attach button next to your desired picture.  Clicking the thumbnail of a picture 
will enable you to see it in a small pop-up window. 
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7) The picture will be inserted into your item. 

 

Creating a Stimulus 
A stimulus may consist of a reading passage, a graphic, or a combination of the two.  A stimulus 
is often associated with multiple questions, and precedes them in the test.  To create a stimulus 
for a constructed-response item, click the blue Stimulus link on the Enter Item Information 
(Tags) tab.  Select Create New Stimulus from the pull-down menu, then fill in the stimulus-
creation form.  After you click the gray Save button, a confirming page will appear. 

 
 
 
 
 

 
 
 
 
 

STIAssessment - Constructed-Response Assessments.doc          STI_0909091653 Page 9 



  Constructed Response Assessments 
 
Following is another example of a stimulus, which appears in the sample test.  In this case, since 
the same Data section is used for several items, it is rendered as a stimulus, rather than being 
incorporated into the item’s stem (as was the case for the “Drilling for Oil” example, which was a 
stand-alone constructed-response item).  Note that even though this stimulus was copied and 
pasted from Word, only text can be transferred by Copy-and-Paste.  The line graph and pie charts 
had to be “added back” by saving the pictures as .gif files, uploading them to STIAssessment, and 
inserting them into stimulus. 
 
While this takes a little time, it also provides the user with a store of pictures that may be reused 
when creating other items. 
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Creating a Rubric 
You may create a rubric (scoring guideline) by clicking the gray Browse/Create Rubric button 
on the Constructed Response Index page.  Alternatively, when creating or editing a constructed-
response item, you may click the blue Rubric link on the on the Enter Item Information (Tags) 
tab, then select Create New Rubric from the pull-down menu. 
 

      
 
Type or paste the rubric into the text-entry box. 
 
Reminder: Text copied from Word contains formatting that cannot be edited in programs other 
than Word. This can cause odd things to happen with text appearance and layout. For best results, 
type directly into STIAssessment, or strip out the formatting by pasting into Notepad, then 
copying from Notepad and pasting into STIAssessment. 
 
Remember to save—and don’t be alarmed if you see reminders to fill in the tags when you’re 
saving the rubric text.  
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Enter information about your rubric on the Enter Rubric Information (Tags) tab. 

 

To make it easier for teachers to use the rubric when scoring online student responses, either type 
the rubric directly into STIAssessment, or make sure that your table or picture is at most 3.5 
inches wide.  This ensures that teachers who are scoring constructed responses will not have to 
scroll horizontally when viewing the rubric. 

Browsing and Creating Instructions 
Click the blue Instructions link on the Enter Item Information (Tags) tab, then select an option 
from the pull-down menu.  There are a huge number of pre-written instructions in 
STIAssessment—even blank instructions in case you want to group certain items together but 
don’t want instructions text to appear (items are grouped into subsections in a test according to 
their associated instructions). 
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If none of the pre-existing instructions are right for your item, you can create new instructions.  
Select Create New Instructions from the pull-down menu, then fill in the form.  You may use 
HTML to format your instructions.  Click the Add button to save your instructions and add them 
to your roster. 

   

Building a Test with Constructed-Response Items 
Constructed-response items are added to tests in exactly the same way as multiple-choice user-
created items.  On the Assessment-Creation page, click the Build link.  Next, enter the name of 
the test in the text-entry box and click the Create button. 

 
 
 
 

 
 
 
 
 
 
 

 
 
 

STIAssessment - Constructed-Response Assessments.doc          STI_0909091653 Page 13 



  Constructed Response Assessments 
 
From the pull-down menus, select the type of item you want to add to your test, the source of the 
item, and the folder in which it is located. 
 

 
 
 
 

 
 
 
 
 
 
The table that appears lists the items by standard and indicates the number of items per standard.  
Click the View Questions link to see the items. 
 
To select all items, click the Select All checkbox at the top of the index table.  To select an 
individual item, click the checkbox that appears in the item’s lower right-hand corner. 
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Viewing a Test with Constructed-Response Items 
From the Assessment | Manage page, select Source and Assessment Type. Select View/Print from 
the Manage Assessment Option pull-down menu. Click the View/Print link next to the name of 
the desired test.  This screenshot shows only a small part of the index, as this sample account has 
many associated tests.  To locate your tests in a very long list, click the blue column heading to 
sort by the column-head attributes: Assessment ID, Assessment Description or Date.  

 

.

 
 

♦ Clicking the Correct Answers checkbox causes the letter of the correct answers for 
multiple-choice items to appear in green. 
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♦ Clicking the Custom List checkbox puts the test in the custom list on your STIA 
homepage. 

 

♦ Clicking the Display Details checkbox shows information about the item.  Note that some 
of this information is not available until you complete Constructed-Response Settings. 

o Clicking the blue state-standards number causes the standard to display. 

 In many states, the academic standards may not have official numbers for 
strands, domains, and even some objectives/benchmarks.  You may still 
align items to these entries in the standards, but the state ID may display 
as an asterisk (*) or as “unnumbered standard.”  These, too, are 
“clickable,” so you may view the text of that entry in the standards. 

 While you may align items to any entry in the state standards that you 
like, it might be worth reconsidering aligning to very high levels in the 
hierarchy.  It’s not very useful to know that an item is aligned to 
“Number Sense” or “Biology I”—or that a student needs help on these 
topics. 

  

 
 
 
 

 
 

♦ The gray Back button returns you to the Assessment Management page. 

♦ Click the Printer icon in the upper right corner to create a customizable .PDF of the test. 
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Constructed-Response Settings 
Before a test with constructed-response items can be completed and assigned to students, you 
must “tell” STIAssessment how you want to weight the different constructed-response items and 
the multiple-choice portion of the test. 
 
Once you have double-checked your test and verified the item alignments, select Constructed 
Response Settings from the pull-down menu on the Assessment | Manage page. 

 

On the Constructed-Response Settings index page, click the blue Settings link next to the name 
of the desired test.  Alternatively, you can click the red minus icon in the CR Settings column. (A 
green plus icon means that the CR settings have been submitted, and the test is ready to be 
assigned.) 
 

 
 

The weighting for each portion of the test must be a whole number greater than or equal to one 
(1), and the total percentage weightings must add up to 100%.  To simplify this formula, the 
weighting for the multiple-choice portion is calculated for you as 100% minus the sum of 
constructed-response item percentages. For example, in the screenshot below, the user has set the 
weight of the CR item to 55%. STIA automatically divides the remaining 45% among the 
multiple-choice items. 
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When you have completed filling in the form, click the gray Set points and weighting button. 

 

After you click the button, a confirmation screen appears.  You’re now ready to assign the test, if 
testing online, or print it if you are using scan sheets! 
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Assigning Points to Constructed-Response Items 
When calculating the total score for a test, STI computes the percent-score equivalent for each 
constructed-response score (for example, 3 out of 4 possible points is 75%, and 4 out of 5 
possible points is 80%), multiplies this by the item’s weighting, and then adds all the weighted 
scores together to obtain a total score.  This means that each constructed-response item can have 
just about any number of points associated with it. 
 
For ease of use, the points for each constructed-response item should be the same as the number 
of score points or levels in its corresponding scoring rubric. 
 
Scoring rubrics are highly recommended to help ensure consistent scoring, especially in situations 
where there are multiple graders and inter-rater reliability is therefore a concern.  However, it’s 
also possible to score constructed responses without having a formal rubric. 
 
As a general rule, you should assign points to a constructed response according to how that 
constructed response is to be scored.  The following table provides some suggestions for the 
number of points to be assigned to a constructed-response item for different scoring methods. 
 
Scoring Method Suggested Point Value 
Rubric Constructed response’s point value equals the number of score points or 

scoring levels in the rubric 
Checkmark 1 point (give a point if student wrote a response; do not give a point if student 

did not provide a response) 
Modified Checkmark 3 points (3 = check-plus; 2 = check; 1 = check-minus; 0 = minus/zero 
Percentage 100 points 
"Whole" letter score 4 points (A = 4, B = 3, C = 2, D = 1, F = 0) 
“Plus-minus” letter score 12 points (A+ = 12, A = 11, A-=10, B+ = 9, B = 8, B- = 7, C+ = 6, C = 5, C- = 4, 

D+ = 3, D = 2, D- = 1, F = 0) 
 
You can adjust the number of points as desired, of course.  For example, at the Massachusetts 
Institute of Technology, A = 5, B = 4, C = 3, D = 2, and F = 0.  This method of calculation 
ensures that a student’s grade point average is seriously damaged by a failing grade.  (Two A’s 
and one F round to a B average in a 4-point grading system, but round to a C average in the M.I.T 
system.)  As a result, M.I.T. students have additional motivation to turn in all work and show up 
for all tests.   

Correcting Items in Tests: Recommended Procedures 

Best Practices 
♦  If you need to ensure that the content of your tests never changes, store items and other 

components (passages, graphics, instructions, rubrics, and so on) in a user folder, and do 
not touch them.   

♦ Since STIA Item Library items are updated regularly, do not use them on a “carved-in-
stone” test.  Copy them to your special “Do Not Touch” folder and build your immutable 
test using these protected copies. 
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♦ Create and save a .PDF version of a test each time it is administered so you have an exact 
copy for your records (see the next section, Printing a Test with Constructed-Response 
Items, for details). 

Explanation 
In order to operate quickly and efficiently, tests in STIAssessment do not contain copies of items 
per se.  Instead, they contain “pointers” to the items where they reside in your folders or in the 
STIA Item Library. 
 
This means that you can correct errors in items and stimuli at any time. However, for the sake of 
good testing practices and fairness, you shouldn’t touch the items on a test once students have 
started taking it. 
 
For example, an error in one item in a sample test wasn’t found until after the Constructed 
Response Settings had been submitted. 

 

This item is fine now, because it was corrected in the folder, and this correction transferred to the 
test. 

 

The self-correcting nature of the STIA system, however, means that you need to be very careful 
when it comes to deleting or changing items.  Alterations to a master item affect every test using 
that item, including past and present tests. 
 
Since most users are concerned only with the results of past tests, which aren’t changed by the 
correction of a typo, this is usually not a problem.  However, please follow the Best Practices 
outlined above for efficient, trouble-free assessment creation and management. 

STIAssessment - Constructed-Response Assessments.doc          STI_0909091653 Page 20 



  Constructed Response Assessments 
 

Printing a Test with Constructed-Response Items 
Clicking the Printer icon on the View/Print test page brings up the window for the Test-to-PDF 
options and PDF generator.  The following screenshot shows the page in its initial state.  The 
middle inset shows the bottom part of the page while the PDF is being generated, and the bottom 
inset shows the bottom part of the page once the PDF is ready for downloading 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
You may keep generating PDFs with different settings until you find a combination of settings 
you like (although the default settings usually work just fine).  Remember to save the PDF of the 
version you like best and rename the file so you’ll recognize it later.  The PDF generator creates 
unique names for each PDF it makes, such as 204880_-8590148847501121467. 
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Some sample test pages are shown here. 

       

Assigning a Test with Constructed-Response Items 
Select Assign from the pull-down menu on the Assessment | Manage page. 

 

On the Assign index page, click the blue Assign link next to the name of the desired test. 
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Click the radio button to indicate whether the test is to be assigned to classes or individual 
students (as for a make-up test). 
 
Different kinds of accounts on STIAssessment have different levels of access.  For example, a 
classroom teacher can assign tests only to his or her students and classes, and the choices on the 
Assign page reflect this. The demonstration account illustrated here is assigned to a District 
Administrator, who can assign tests to different schools.   
 
In this example, the test is being assigned to a class.  The name of the class is highlighted, and the 
Add button is then clicked for each class that is to be assigned the test.  (In this case, there’s only 
one class.)  The inset, bordered in red, shows the updated roster. 
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Choose the testing dates by clicking the dates on the calendar.  To advance to future months, click 
the right arrows (>).  To back up, click the left arrows (<).  
 

 
 
Set the other options if desired. 
 

 
 
When the Assign to Classes button is clicked, an important message appears.  Do not ignore it.  
 

 
 
In this warning, STIA engineers are advising you that tests are “locked down” by the process of 
assigning.  Of course, tests with constructed-response items are already locked down earlier in the 
process of submitting the CR Settings.  The timing of CR lockdown may change in the future—
but it’s certain that all STIA tests will continue to be locked when they are assigned. 
 
After clicking the OK button, you will receive confirmation that the assessment has been 
assigned. 
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Special Instructions for District Administrators 
Tests created by the district administrator and then assigned to classes, students, or mappings in 
the district must be marked as district assessments and must be published.  Otherwise, teachers 
will not be able to access the constructed-response items and score them. 
 
If you are a classroom teacher as well as a district administrator, you do not have to mark and 
publish tests intended for your own classes.  You must make the test a district assessment and 
publish it only if it’s being assigned to classes for which you are not the designated teacher. 
 
If you forget to mark and publish a test, and teachers start calling you to ask where their students’ 
responses are, don’t panic.  You can complete this process after the fact—even after students 
have taken the test. 
 
Marking a Test as a District Assessment 
Users may designate (or un-designate) tests as District Assessments with the click of a checkbox. 
 
A test may be designated as a District Assessment at the time of its creation by clicking the 
District Assessment checkbox. 
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A checkbox also appears on the View/Print page. To access this, click on the Assessment | 
Manage page.  Select Source, Assessment Type, and from the Manage Assessment Option drop-
down box, select View/Print. 

  

The District Assessment checkbox will already be checked off if the test was designated as a 
district assessment at the time it was created.   

 

Publishing a District Assessment 
To manage district assessments, select the district as the Source on the Assessment | Manage 
page.  (For example, the district name depicted below is _Presidential for STI.) This will reveal a 
list of special District Administrator options for assessment management. 
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Click the blue Publish Assessments link.  Click the checkbox next to the assessment(s) you 
want to publish, then click the gray Publish button. 

 

You will receive publishing confirmation at the bottom of the page. 
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Taking an Online Test with Constructed-Response Items 
Many districts that have adopted STIAssessment administer paper-and-pencil tests.  They print 
out the tests, prepare scanner forms, and then scan the students’ multiple-choice results into the 
STIA system.  Documents are available in the STIAssessment Resource Center that explain how 
to manage scanned tests. 
 
Districts lucky enough to have sufficient computer resources can save a great deal of paper and 
the headaches of scanning by administering tests online. 
 
Assigned tests appear on the student’s homepage.  When the student clicks the name of the test, 
which appears in blue, instructions for the test and a blue Begin button will appear.  
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The following screenshot shows the online version of the sample test.  Passages appear in a 
scrollable frame above their related items.  Each section of the test appears on a separate 
webpage; students navigate among sections by clicking the blue links on the “answer sheet” on 
the right-hand side of the page.  Clicking on the question numbers also allows for movement 
among sections. 
 

 
 
Clicking the gray Instructions button on the answer key shows the instructions for the section.  
The instructions here are exactly the same as on the print test, because we wanted to use exactly 
the same items for all samples for the purposes of demonstration.  For a real online test, you 
would choose or write instructions to match the format of the test. 
 

 
 
Notice that the stimulus and items portions of the page scroll separately.  This allows students to 
look at exactly the right part of the stimulus to respond to the item.  In this case, item 2 is about 
trends in drunk-driving arrests. 
 
The blue Save & Continue button allows students to save their multiple-choice responses as 
they’re working on the test, so they don’t have to worry about losing their work if an Internet 
connection should suddenly be lost.  If students forget to click this button, it’s not a problem—
there is also an autosave process working in the background. 
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On the constructed-response items, a blue Save Response button allows students to save their 
work at will.  Students complete their test by clicking the blue Submit Answers button.  To help 
prevent premature submissions, a warning message appears when the Submit button is clicked, 
as shown in the following screenshot. 

 

Another nice feature of online tests is that students (and educators) are able to see basic results 
right away.  This screenshot shows the results page for one student; the red-bordered inset shows 
the results for a different test. 
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More sophisticated reports for online tests are available overnight, after STIAssessment has time 
to process them.  The reports for tests that contain constructed-response items are dependent upon 
the teacher scoring the student responses and entering the scores into STIAssessment. 

Administering a Scanned Test with Constructed-Response Items 
Tests with constructed-response items can be administered with scanned forms.  These forms may 
also be pre-slugged.  STIAssessment pre-slugging automatically disables the answer choices 
corresponding to constructed-response items on the forms, as shown in the following picture of a 
sample pre-slugged form. However, this feature will work only for STI-supported printers. 

 

For more information, along with illustrated instructions on pre-slugging and scanning, please 
download the documents from the STIA Resource Center.  Click the button found at the bottom 
of the center column of your logged-in homepage to access the Resource Center. 
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Use the pull-down menu to find the category of resources you want to see (in this case, 
Scanning). Then click the Download link next to the desired document. 

 

Administering an “Offline” Test with Constructed-Response Items Online 
STIA’s Offline Scoring (OLS) allows teachers to take advantage of STI’s reporting capabilities 
without actually entering any test items into STIA.  This is done by creating a description of the 
test’s structure, then creating an answer key. 
 
As shown in the following screenshots, you can include constructed-response items along with 
selected-response (multiple-choice) items in an OLS test.  For each question number that 
corresponds to a constructed-response item, select CR Item from the pull-down menu. 
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After clicking the Continue button, you will create the answer key for your OLS test.  Note that 
the CR items are marked as such and, of course, no correct answer needs to be indicated for them. 

 

As is true with all OLS tests, item content does not appear on online views of the test; item 
content does not exist in STIA until you enter it.  To avoid calling into question the validity of a 
test due to the way it is administered, it is not possible to assign and administer an OLS test 
online. 

Scoring a Test with Constructed-Response Items 
If constructed responses need to be scored, reminders appear in strategic places, including the test 
reports. 
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The primary means of accessing the scoring page is via the Manage Assessment Option pull-
down menu on the Assessment | Manage page. In the following example, the source is selected 
because the test is a district assessment. 
 

 
 

The constructed-response scoring page is an index page that lists all the tests that need to be 
scored.  To choose a test, you click its blue Score link. 

 

 
Note:  If the test does not appear in the list, click the red link. 
 

 
 

Use the pull-down menu on the scoring page to select a student.  The menu lists only those 
students who have taken the test; in the example below, ten students have taken the test. 
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Enter the student’s score for each constructed-response item in the appropriate box.  Clicking the 
Save button allows the scoring-in-progress to be saved. 
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Clicking the View button allows you to easily refer to the item and its rubric. 

 

The frame on the right-hand side of the page is tabbed.  If students take the test online, their 
responses are saved and can be viewed while scoring.  The screenshot shows a long student 
response. 
 

 
 
Clicking the Review Scores button on the score-entry page brings up an easy-to-read verification 
page.  It is important to verify the scores because once they’ve been submitted they cannot be 
changed.  Scores for all students must be submitted at the same time. In the following view, one 
student still needs scoring. 
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Clicking the Submit Scores button reminds you of the finality of submitting scores. 
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Clicking the OK button on the popup causes the Confirmation page to appear. 

 

CR Scoring Assignment 
If the DA created a constructed response assessment, he or she may assign which teacher, DACur 
or SA accounts have rights to score the constructed response items for that assessment.  
 
To access this feature, navigate to Assessment | Manage, select the district as Source, choose 
the Assessment Type, and then choose Manage CR Scorers from the Manage Assessment 
Option drop-down list. This feature is only available to DA-level or higher and for both regular 
and offline tests. 
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After selecting Manage CR Scorers, you will see a list of tests. There is a column called CR 
Scorers which displays either a red icon (no assignments) or a green icon (has assignments). To 
alter the assignments for a given test click on either the icon under CR Scorers or the Assign 
Scorers link 
 

 
 
Once you select the test you want, you will be taken to the following page: 
 

 
 
This page has many options.  First, decide whether you want to assign scorers to classes or to 
mappings.  Once you have decided, use the drop-down and select the Class or Mapping you wish 
to assign to a scorer. 
 

STIAssessment - Constructed-Response Assessments.doc          STI_0909091653 Page 39 



  Constructed Response Assessments 
 

 
 
 
Once you have your Class or Mapping selected, use the tabs to Assign or Unassign scorers.  You 
may mark scorers on both tabs before clicking the Save Assignment(s) button. This button will 
perform both the assignments and un-assignments you make. 
 
Use the District / School / Class drop-downs under the Assign tab to filter for a teacher list. Once 
you find the teacher(s) you want to assign, click the box under the Assign column to put a check 
in it. You may mark as many as you like. You may also change your filtering parameters and not 
lose your marks. 
 

 
 
After making your assignments, you can click the Unassign tab to mark teachers or simply click 
[Save Assignment(s)] to save your changes. 
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The Unassign tab is simpler than the Assign tab. All teachers that have been assigned to the test 
for the selected Class or Mapping are displayed. If you want to un-assign a teacher, simply put a 
check next to the teacher’s name.  
 

 
 
Note: Assignments and unassignments may be made at any time. So if a teacher started scoring a 
test that was assigned and then is unassigned, the teacher will no longer see the test in his or her 
list of test to score. 
 
Also, when a teacher other than the owner of the test is assigned as a CR Scorer, then the owner 
no longer can score the test. 
 
Teachers who have been assigned scoring will be greeted by the following notice. 
  

 
 
 When a teacher selects the Manage Assessment Option Score Constructed Response, he or she 
will see a list of all tests that have been assigned to that teacher. 
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Offline Constructed Response Only Tests  
Teachers and District Administrators have the ability to create a Constructed Response-only test, 
assign that test to students who will be taking it, and then score that test immediately. These are 
the steps to follow: 
 
Log in to STIAssessment and navigate to the Assessment | Create page.  
 

 
 
Click the Offline Scoring menu item.  
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Enter the Number Of Items that will be on the test, give the assessment a Name, and choose a 
Subject for the test. Click the Continue button to proceed. 

 

 
 

Select the type of Answer Choices for each question on the Assessment by clicking the down 
arrow next to each box and selecting the answer choice to use. For an offline assessment 
consisting only of constructed-response items, you would select CR Item for all items. Click 
the Continue button to proceed.  
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The next page will display the Answers page for selecting the correct answer for each question. 
Since this is a Constructed Response only test there is nothing to choose here. Click the Continue 
button to proceed. 
 

  
 
Next is the Alignment page for aligning questions to Standards where applicable. Items may be 
aligned one at a time by clicking the blue Align text or by clicking the image in the Alignment 
column for the item to align. Align a group of items by checking the boxes in the Group Align 
column for each item to align and then clicking the Align Group of Items button. After 
alignments are completed, click the Finish Alignment button to proceed. At this point, the test 
will be stored in a temporary table. You may return at a later date to finish creating the test. The 
unfinished tests will be shown on the first page of offline test creation.  
 

 
 
Next, you have the option to create the assessment. To do this, click the Create Assessment 
button.  
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The confirmation page displays, showing the ID of the new offline assessment that was created 
and  the options to Set Cut Scores, View Assessment, or Return to Create Assessment menu. 
Since this test contains Constructed Response items, there is also an option to Go to Constructed 
Response Settings page. Constructed Response Settings must be completed before the test can be 
assigned. Users may also access the Constructed Response Settings page from the Assessment 
Management page. Click the Go to Constructed-Response Settings link to continue.  
 

 
 
Constructed Response Settings: This page allows users to set the points and weightings for each 
Constructed Response question on the assessment. It is important to fill in all boxes on this page 
accurately for the test to be scored correctly. If every question will be weighted evenly, just fill in 
the boxes in the CR Points column and click the Distribute 100% Evenly button to distribute the 
weight evenly. Click the Set points and weighting button to save and continue.  
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Next, the confirmation page for constructed response settings will display. Click Return to 
Manage Assessments to return to the Assessment | Manage page.  
 

  
 
To assign the assessment to students, select Source (in this case this would be the district, because 
it is a district assessment), select Assessment Type as Offline, and select the Manage Assessment 
Option as Assign CR Only Test from the drop-down box. Note:  Don’t forget to publish the test 
if is a district assessment. 
 

 
 

 
 
A list of assessments that are available for assignment will display. Click the Assign CR Only 
Test link next to the assessment name that was just created. 
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Use the radio buttons to select whether to assign the assessment by Students or by Classes.  Then 
use the drop-down menus to set the parameters for students/classes. (Note that different users will 
have different levels of control over parameters; for instance, a district administrator can specify 
school, teacher, class, and students, whereas a teacher can specify only class and students.)  A list 
of classes (or students) corresponding to the selected parameters will appear in the list on the left-
hand side.  Select the classes (or students) to which the assessment is to be assigned, then click 
the Add button.  The selected classes (or students) will “slide” to the right-hand list, indicating 
they have been assigned.  To remove a class (or student), select its entry in the right-hand list, 
then click the Remove button. 
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Click the Assign to Classes or Assign to Students button. A message will appear.  Click OK 
after reading the message carefully.  

 

 
 
Assignment confirmation will display. 

 
 
You can then return to the Assessment | Manage page by clicking the blue Manage link in the 
navigation bar.   

 
Once the offline assessment has been assigned, it can be scored. Navigate to Assessment | 
Manage. Select the Source, choose Offline as Assessment Type and select Score Constructed 
Response as the Manage Assessment Option. Select the assessment to score by clicking the Score 
link. Note:  District assessments must be published in order for the scorer to see the test. 
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The Constructed Response Scoring page will display.  Score assessments as described in the 
“Scoring a Test with Constructed-Response Items” section of this document. 
 

  
 

After scores are submitted, a confirmation page appears. Data for assessments will be processed 
overnight. 
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Reports for Tests with Constructed-Response Items 
To see the reports for tests in STIA, click the TestSCOPE Reports tab.  A menu showing the 
available reports will be displayed. 
 

 
 
Most assessment reports are not available until the day after the student takes them, or the answer 
sheets are scanned.  Clicking the blue When can I see my reports? link provides a printable 
table that summarizes when different reports become available. 
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Student Performance Report 
Clicking Student Performance on the TestSCOPE menu allows you to select a student whose 
test results you want to see. 
 

 
 
When you click the Submit button, a list of the student’s tests appears. 
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Click the blue View Report link to view the student’s report for a specific test. 
 
The Student Performance report contains many useful features, including summary information 
about the structure of the test and the performance level associated with the student’s test score. 
 

 
 
Blue links on the report allow you to view the class roster; a summary table of all the student’s 
tests to date; an online version of the test as a whole; the individual constructed-response items 
(along with their associated rubric and online student response); and the standards aligned to the 
items.  Standards are given in terms of both the student’s STI identification number, which is 
unique, and the ID number used in the state’s standards documents (which are often not unique). 
 
The student’s summary report, obtained by clicking the student’s name, is a particularly useful 
summary, as shown in the following screenshot. 
  

 

Overview Report 
The Overview report allows District Administrators to view student results by grade, as well as 
by class.  (Teachers may only view the results for their own classes. 
 
Choosing None Selected for the grade allows a District Administrator to search for results for an 
individual class by selecting first the school, and then the teacher, from the menus.  (Other reports 
allow District Administrators to view data in other ways—for example, by teacher.) 
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Specifying a grade level produces a grade-level report for a particular test for the entire district.  
As you can see in the screenshot, specifying the grade restricts the other choices available. 
 

  
 
The Overview report for a class shows information about the structure of the test as well as other 
useful information about the test, such as the class mean (“average”).  It breaks down the results 
for the multiple-choice and constructed-response portions of the test, showing the raw scores as 
well as the weighted scores and final combined score.  It compares each student’s score with the 
district-wide target score, and gives the performance/achievement level associated with the score. 
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