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Important Contact Information and Resources 
  

Contact:  RICAS Service Center  
For questions 
on:  

• general test administration support  
• RICAS Portal and RICAS Student Kiosk such as  

o user accounts 
o technology support and readiness  
o student registration process and loading files  
o viewing student data 
o scheduling tests 

• locating resources  
• shipments of materials  

Hours:  7:00 a.m.–5:00 p.m., Monday–Friday  
Web:  ricas.onlinehelp.cognia.org  
Email:  ricasservicecenter@cognia.org 
Telephone:  855-222-8936         

 
 
 

Contact:  RIDE Office of Instruction, Assessment, and Curriculum  
For questions 
on: 

Contact RIDE with any questions on policy or accommodations. Questions 
regarding student registration data should be directed to the district’s data 
manager. 

Web:  www.ride.ri.gov/ricas   
Email:  assessment@ride.ri.gov    

Telephone:  401-222-8478 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://ricas.onlinehelp.cognia.org/
http://mcas.pearsonsupport.com/
mailto:ricasservicecenter@cognia.org
http://www.ride.ri.gov/ricas
http://www.doe.mass.edu/mcas/admin.html
mailto:assessment@ride.ri.gov


ii 
 

Table of Contents 
I. Introduction .......................................................................................................... 1 

II. Roles and Permissions ......................................................................................... 1 

III. Logging in to the RICAS Portal .............................................................................. 2 

A. Initial Login Instructions ................................................................................... 2 

B. Password Requirements ................................................................................... 3 

C. Logging In ......................................................................................................... 3 

IV. RICAS Portal Homepage ...................................................................................... 4 

A. Navigating the RICAS Portal Homepage ............................................................ 5 

B. Update Your Profile ........................................................................................... 6 

V. User Management ................................................................................................ 7 

A. General Overview of User Management ............................................................ 7 

VI. Administration .................................................................................................... 9 

A. General Overview of Administration ................................................................. 9 

VII. Proctor Password ............................................................................................. 10 

A. Purpose .......................................................................................................... 10 

B. Viewing the Proctor Password ........................................................................ 11 

C. Changing the Proctor Password ...................................................................... 11 

VIII. Site Readiness and Site Certification ................................................................... 13 

A. Purpose .......................................................................................................... 13 

B. Viewing Site Readiness and Site Certification ................................................. 13 

IX. Student Registration ............................................................................................ 15 

A. General Overview of Student Registration ...................................................... 15 

B. Preparing a Student Registration File .............................................................. 16 

X. Students.............................................................................................................. 16 

A. General Overview of the Students Page .......................................................... 16 

B. View Student Demographic Information ......................................................... 17 

C. Adding Accessibility Features and Accommodations ..................................... 18 

D. Export Roster.................................................................................................. 19 

E. Export Accommodations................................................................................. 20 

XI. Classes .............................................................................................................. 21 

A. General Overview of Classes .......................................................................... 21 

B. Create a Grade Level Class ............................................................................. 22 



iii 
 

C. Upload Classes .............................................................................................. 24 

D. View Classes .................................................................................................. 27 

E. Edit Classes .................................................................................................... 28 

F. Add a Student to an Existing Class .................................................................. 30 

G. Delete Classes ............................................................................................... 32 

XII. Test Scheduling .................................................................................................. 32 

A. Navigating the Test Scheduling Page ............................................................... 32 

B. Schedule a New Test....................................................................................... 33 

C. View Scheduled Test Details .......................................................................... 36 

D. Exporting Student Test Logins ........................................................................ 37 

E. Monitoring Student Progress ........................................................................... 46 

F. Add Test Report Codes .................................................................................... 47 

G. Reactivate Tests ............................................................................................. 47 

H. Export Test Status .......................................................................................... 48 

I. Export Test Status for All Tests ......................................................................... 48 

J. Export Students Not Scheduled ....................................................................... 50 

XIII. Materials Management ...................................................................................... 50 

A. Navigating the Materials Management Page.................................................... 50 

 

 
 



1 
 

I. Introduction 
RICAS computer-based testing will use the following components:  

• the RICAS Portal, the test administration and management website for district test 
coordinators, technology coordinators, principals/school test coordinators, test 
administrators, and other staff as needed 

• the RICAS Training Site, where test coordinators, principals, technology coordinators, and 
test administrators can practice the tasks required in the RICAS Portal 

• the RICAS Student Kiosk, the student testing platform  

Users should be assigned the same role in the RICAS Training Site as in the RICAS Portal. RIDE 
recommends setting the same password for both sites. This document is intended to provide 
instructions for navigating and using the User Management section of the RICAS Portal. 

II. Roles and Permissions  
The RICAS Portal includes the following five separate user roles: 

• District Test Coordinator (DTC) 

• School Test Coordinator (STC) 

• Test Administrator (TA) 

• Technology Coordinator (TC) 

• Reports Access Only (RAO) 

Each role has a separate set of permissions that determine the user’s level of access to the 
features within the RICAS Portal. See Table 1 below for more information. Note that some features 
of the portal will not be available until later this fall or winter. 
 
Table 1. User Roles Permissions Matrix 

Features DTC STC TA TC RAO 

Users 

Manage users (i.e., add, edit, or deactivate accounts)  X X   X  

Site Readiness 

Access RICAS Student Kiosk installation links for downloading 
and installing on testing devices 

X X  X  

Access passwords used to initiate the Site Readiness tool on 
installed kiosks and certify the site (school) is ready for 
student testing 

X X  X  

Student Management 

Upload student registration file and assign accessibility 
features and accommodations X X  X  

Create, edit, and delete classes X X   X  

View existing classes, students, and scheduled tests X X X   
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Features DTC STC TA TC RAO 

Test Management 

Schedule tests X X   X  

View proctor passwords (required to sign a student back in to 
a test in certain situations) 

X X X     X  

Unlock previously answered items X X    

Reactivate previously turned-in test X     

Manage, view, and monitor scheduled tests X X X  X 

Export test status (i.e., access to exports that show student 
test status) X X   X  

View daily and cumulative testing metrics at a school or 
district X X   X  

Track shipments and order additional materials X X    

Reports 

View reports X X   X       X 

 

III. Logging in to the RICAS Portal 

A. Initial Login Instructions 
When a user account is created, users will receive automated emails from 
ricasservicecenter@cognia.org.   

• Users will receive one email for the RICAS Portal  containing their username and a link that 
will allow them to create their password. 

• Users will receive one email for the RICAS Training Site containing their username and a 
link that will allow them to create their password. 

 
After receiving the emails, users will need to follow the links to both the RICAS Portal and RICAS 
Training Site to set their passwords. Note that users will need to set up passwords separately for 
each site; RIDE recommends setting the same password for the RICAS Portal and the RICAS 
Training Site.  
 
If you have not received your RICAS Portal login instructions, users may receive support as follows: 

 
• Test administrators and school-level technology coordinators should contact their 

principal or school test coordinator for assistance.  
• Principals, school test coordinators, and district-level technology coordinators should 

contact their district test coordinator for assistance.  
• District test coordinators should contact RIDE or the RICAS Service Center for assistance.  

mailto:ricasservicecenter@cognia.org
https://ricas.cognia.org/
https://ricas-training.cognia.org/


3 
 

B. Password Requirements 
Passwords must meet the requirements shown below. Passwords expire after 365 days. If it has 
been longer than 365 days since the password has been updated, the portal will require it to be 
updated upon login.  

1. Minimum of 12 characters, maximum of 32 characters 

• One uppercase letter 

• One lowercase letter 

• One number 

2. One special character (~!@#$%^&*()_+=-{}|[]:”;’<>?) 
 

C. Logging In 
1. To access the RICAS Portal, navigate to https://ricas.cognia.org/ (see screenshot below). Click 

the Log In button to enter a username and password. 
When logging in for the first time, use the username and password from the initial system 
emails. 

 
 

2. Type in the username and password as indicated in the screenshot below and click the Sign In 
button to enter the portal. 

https://ricas.cognia.org/
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If you have forgotten your password, select the Forgot Password? link and enter your username as 
indicated in the screenshot below. Select the Submit button. The system will send an email to the 
email address associated with the account providing instructions to reset your password.  
 

 

 

IV. RICAS Portal Homepage 
The RICAS Portal is used to perform test administration management tasks, assigning student 
accommodations, scheduling students for tests, conducting technology preparations, and viewing 
reports.  

Upon logging in to the RICAS Portal, the portal homepage provides access to the following sections 
according to  role and organization: 

• User Management: Used for adding and editing portal user accounts 

• Administration: Used for the following tasks: 

o downloading the RICAS Student Kiosk and completing Site Readiness tasks 
o assigning students and classes for testing 
o scheduling tests 
o accessing student log-in information 
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o printing student test logins 
o monitoring student test status 
o placing and tracking orders for materials 

 

A. Navigating the RICAS Portal Homepage 
In Table 2 below are descriptions of the features and sections that are available on the RICAS Portal 
homepage. The numbered icons listed in Table 2 below are shown in the screenshot that follows 
indicating the location of the feature or section on the RICAS Portal homepage. 
 
Table 2. RICAS Portal Homepage 

 

Icons  Description 

 
Click the RIDE logo in the top left corner of any page to return to the RICAS Portal 
homepage. 

 

Click Users at the top left-hand side of the top menu bar on the RICAS Portal homepage to 
access User Management. User Management is where RICAS Portal user accounts are 
created and edited.  

 
Click Downloads to view and download large exports of student test statuses, such as 
Export Test Status for All Tests. 

 
Click on the username in the top-right corner of the page to view the user profile. This is 
where the password can be updated. (“Demo DTC” is the username in this example.) 

 
Click the RICAS Resource Center link in the top right-hand corner of the page to access 
the RICAS Resource Center, which will open in a new tab in theweb browser. 

 

Click Logout at the top right-hand corner of the page to log out of the portal. After clicking 
Logout, there will be a prompt to then select the Logout button on the next page that 
appears. 

 

Click Administration to access the Administration section to manage student data, order 
materials, assign students to classes, schedule tests, print student testing tickets, and 
monitor testing status. 

 
Click Reporting to access the Reporting section. Reporting is where users will access the 
available reports. This feature will be available later this school year. 

 

Click Contact Us at the bottom of the RICAS Portal homepage to open a blank email 
message addressed to the RICAS Service Center. The phone number next to Contact Us is 
for the RICAS Service Center. 

https://ricas.onlinehelp.cognia.org/
mailto:ricasservicecenter@cognia.org
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B. Update Your Profile 
Your profile page displays your contact information, organization(s), and role. 

To update your user profile, follow the steps below: 

1. Click on your name in the upper right corner of the portal.  

2. Click the Edit Information button to make updates to your first or last name, email address, 
password, phone number, fax number, or address. 

  
3. Click Save Profile to save any changes made. 
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V. User Management 

A. General Overview of User Management 
To access the User Management section, click the Users link on the top left-hand side of the menu 
bar of the RICAS Portal homepage. Features in User Management are available based on user role 
permissions. Within User Management, test coordinators can view user accounts, add new user 
accounts, and manage existing user accounts for their school or district. By default, a list of 
existing active users will be shown.   
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In Table 3 below are descriptions of the features that are available on the User Management 
homepage. The numbered icons listed in Table 3 are shown in the screenshot above to indicate the 
location of the feature. 
 
Table 3. User Management Homepage 

 
For more detailed information on the User Management section, see the RICAS Portal User 
Management Guide, available on the RICAS Resource Center.  

 

  

Icons  Description 

 
To manually add a new user account, click the Create New User button, and follow the 
instructions in the Manually Add New User Accounts section listed below in section B. 

 

To add new users or update existing users via a file upload, click the Import Users button, 
and follow the instructions in the Adding and Editing Multiple User Accounts via File 
Upload section below in section D. 

 
To view a list of deactivated users, select the checkbox to the left of Show Deactivated 
Accounts. The user table will change to show only deactivated users. 

 

Filter the list by selecting an organization in the Choose an Organization drop-down menu 
or by selecting a user role (District Test Coordinator, School Test Coordinator, Technology 
Coordinator, Test Administrator, or Reports Access Only) in the Choose a Role drop-down 
menu. 

 
To search for a user, type the first name, last name, username, or email address in the 
Search  box in the top right-hand corner, and then press Enter or click the search icon. 

 Sort columns by clicking the column heading. 

 

To edit an existing user record, select the Edit User  icon in the row with that user’s 
name and follow the instructions in the Manually Editing a User Account section listed 
below in section B.  

 

To deactivate a user account, click the Deactivate User icon in the user’s row and 
follow the instructions in the Deactivate and Reactivate Users section listed below in 
section C. 

https://ricas.onlinehelp.cognia.org/portal/
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VI. Administration 

A. General Overview of Administration 
To access the Administration section of the RICAS Portal, available to all user roles except Reports 
Access Only, click the Administration icon on the RICAS Portal homepage. Within Administration, 
test coordinators can download the RICAS Student Kiosk and complete Site Readiness tasks, add 
and manage students, assign students to classes, schedule classes to tests, access and print 
student test logins, monitor student test status, and track and manage additional materials orders. 
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In Table 7 below are descriptions of the features that are available on the Administration 
homepage. The numbered icons listed in Table 7 are shown in the screenshot above to indicate the 
location of the feature. 
 
Table 7. Administration Homepage 

 

VII. Proctor Password 

A. Purpose 
A proctor password is required to be entered in the RICAS Student Kiosk if one of the four following 
conditions is met: 

Icons  Description 

 To return to the portal homepage, click the RIDE logo in the top-left corner of any page. 

 
To return to the Administration homepage, click Home from any page in the Administration 
section. 

 
To review a summary of completed Site Readiness tests and certify Site Readiness as 
ready for student testing, click Site Readiness. 

 
To add and edit student accommodations, and enroll or unenroll students from the 
school, click Students. 

 
To view, add, and edit classes, click Classes. 

 
To view and schedule tests, delete scheduled tests, and print student logins, click Test 
Scheduling. This feature will be available later this school year.  

 
To track materials orders or order additional testing materials, click Materials 
Management. This feature will be available later this school year. 

 
To add or update student accommodations via student registration upload, click Student 
Registration.   

 

To view district and school-level testing status, click Dashboard. This feature will be 
available later this school year. 

 

To download and install the RICAS Kiosk, click on Student Kiosk for Windows, Student 
Kiosk for Mac, or Student Kiosk for Linux. For more information on installing the RICAS 
Student Kiosk, see the Guide to Installing the RICAS Student Kiosk and Conducting Site 
Readiness located on the RICAS Resource Center. 

 

To view the Proctor Password for schools in your organization, select the school from the 
organization drop-down menu. 

 

To view the Site Readiness Login information for your organization, select the school from 
the organization drop-down menu. 

https://ricas.onlinehelp.cognia.org/
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1. A student is idle in the test for more than 60 minutes. A student is “idle” if they do not interact in 
any way with the kiosk. This includes the use of any accommodation or tool, navigating through 
the test, or interacting with any of the on-screen widgets and answer choices. 

2. If a student pauses or exits the test and attempts to log back in to the test after more than 45 
minutes have passed. 

3. The RICAS Student Kiosk has experienced an abrupt closure, such as a loss of power, or the 
device is turned off while testing. 

4. The proctor password will always be required on the Options page for students with the 
accommodation “Compatible Assistive Technology”. 

 

B. Viewing the Proctor Password 
District test coordinators, school test coordinators, technology coordinators, and test 
administrators can view the Proctor Password on the Administration homepage of the RICAS 
Portal. To view the Proctor Password, follow the steps below: 

1. Log in to the RICAS Portal with your username and password. 

2. Click Administration. 

3. Scroll down to view the Proctor Password. To view the Proctor Password for schools in your 
organization, select the school from the organization drop-down menu. 

 

C. Changing the Proctor Password 
The Proctor Password will be automatically updated nightly, but district test coordinators and 
school test coordinators can manually update the proctor password as needed on the 
Administration homepage of the RICAS Portal. Schools may choose to manually update the proctor 
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password for security purposes; for example, if the proctor password was shared with a large 
number of students after a power outage. To change the proctor password, follow the steps below: 

1. Log in to the RICAS Portal with your username and password. 

2. Click Administration. 

3. Scroll down to view the proctor password. To view the proctor password for schools in your 
organization, select the school from the organization drop-down menu. 

4. Click Change to update the proctor password. 

 
5. Enter a new proctor password and click Save. The password should contain at least one letter 

and one number, and the length should be between 8 and 25 characters. 
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VIII. Site Readiness and Site Certification 

A. Purpose 
The RICAS Portal includes a Site Readiness tool for schools and districts to assess their readiness 
for online testing via the RICAS Student Kiosk and to identify any potential technology-related 
issues before testing begins to ensure a smooth testing experience. The Site Readiness tool is used 
to verify that testing devices meet the minimum requirements and have been properly configured.  

The Site Readiness tool includes the System Set-Up Test and the Student Interface Test.  

• The System Set-Up Test tests bandwidth, connectivity, screen resolution, and the text-to-
speech function.  

• The Student Interface Test provides sample test questions to determine whether the 
device is capable of correctly displaying and navigating test content in the RICAS Student 
Kiosk. The Student Interface Test also allows technology coordinators to test the student 
tools, including the Line Reader, Text Highlighter, and Notepad, to confirm they are 
functioning properly.  

To administer the Site Readiness test, the technology coordinator launches the RICAS Student 
Kiosk on each device configuration (i.e., device type and operating system) being used for testing at 
that site and then uses the Site Readiness login for the assigned school to run the test. Then, the 
technology coordinator certifies the site (school) in the RICAS Portal to indicate to the school and 
district test coordinators that the site’s technology is ready for testing.  

Step-by-step instructions for conducting Site Readiness on the RICAS Chrome app, iTester app, 
and RICAS Student Kiosk can be found in the Guide to Installing the RICAS Student Kiosk and 
Conducting Site Readiness available on the RICAS Resource Center on the Technology Setup page.  

 

B. Viewing Site Readiness and Site Certification 
District test coordinators, school test coordinators, and technology coordinators can view the 
results of Site Readiness testing on the Site Readiness page in the RICAS Portal. To view Site 
Readiness testing results and Site Certification, follow the steps below: 

1. Log in to the RICAS Portal with your username and password. 

2. Click Administration. 

3. Click Site Readiness on the top menu bar. 

 
 

4. On the Site Readiness page, select a district or school. The table will update to show the 
number of devices at each school that have been tested, when the school was certified, and 
who certified it. This certification indicates to the district or school test coordinator that the 
technology coordinator or school test coordinator has tested the devices at the school and 
ensured they are operating as expected and meet the technology requirements. 

https://ricas.onlinehelp.cognia.org/
https://ricas.onlinehelp.cognia.org/tech-setup/
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5. To view a list of the devices that were tested at the school using the Site Readiness tool click 

View Details. 

 
 

 
 

  



15 
 

IX. Student Registration 

A. General Overview of Student Registration 
The Student Registration page in the RICAS Portal is where district and school test coordinators 
complete the Student Registration bulk upload for adding accommodations and where they will 
come back if they need to add or update student accessibility features and/or accommodations via 
a file upload.  
 
To access the Student Registration page, select Student Registration on the top menu bar of 
Administration homepage.  
 

 
 

 
 
In Table 8 below are descriptions of the features that are available on the Student Registration 
page. The numbered icons listed in Table 8 are shown in the screenshot above to indicate the 
location of the feature. 
 
Table 8. Student Registration Page  

Icons  Description 

 
The Organization drop-down menu allows test coordinators to select the organization for 
which they will upload files and view processed files. 

 

Click Export Students to export a Student Registration file. The exported file will contain 
the current student data as it appears in the portal and will be in the same file format as 
the Student Registration file template. Some fields in the exported Student Registration 
files can be edited and uploaded back into the RICAS Portal to update student records.  

 
Click Download Student Registration Data Definitions file to download a reference of 
the required columns and expected values for each field. 
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B. Preparing a Student Registration File 
For instructions on completing the Student Registration process, see the Guide to the RICAS Portal 
Student Accommodation Profile, available on the RICAS Resource Center.  

X. Students 

A. General Overview of the Students Page 
The Students page, available to all user roles except Report Access Only, is used to manually add 
accommodations. Select Students from the top menu bar of the Administration homepage to 
access the Students page. 

 
 

 
 

Icons  Description 

 
Click Download Student Registration Template to download the Student Registration file 
template as a .CSV file. A reference is also available on the RICAS Resource Center. 

 Click Choose File to select a file, and then click Upload to upload the file. 

 
Uploaded files appear in the file table on the Student Registration page. Users can sort the 
table by clicking on the column headings. 

 

The status column will inform users whether their file is pending or has been processed 
and indicates whether this was done successfully or if there are errors that would require 
the file to be updated and reimported (see Section C below on resolving errors).  

https://ricas.onlinehelp.cognia.org/portal/
https://ricas.onlinehelp.cognia.org/portal/
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In Table 9 below are descriptions of the features that are available on the Students page. The 
numbered icons listed in Table 9 are shown in the screenshot above to indicate the location of the 
feature. 
 
Table 9. Students 

 

B. View Student Demographic Information 
To view a student’s demographic information, follow the steps below: 

1. From the Students page, locate the student in the students table and select Edit in the row for 
the student. 

 
 

2. The Student Information tab will be shown, allowing users to view a student’s demographic 
information.  

Icons  Description 

 
Filter the Students table by selecting an organization from the Organization drop-down 
menu. 

 
Filter the Students table by selecting a subject from the Choose A Content Area drop-
down menu.  

 
Click the Student Search button to search for any student in your district by Student ID, 
First Name, and Last Name. 

 

Select Exports to export a list of student accommodations or a roster for the selected 
school. A .CSV file listing all students at the selected school will be downloaded to your 
computer. 

 
Sort columns by clicking on a column heading. To locate a student, click the search icon 

 next to the column heading and type the desired search criteria. 

 
Select View Classes to view a student’s classes. A pop-up box will display a list of the 
assigned classes. 

 
Select View Test Sessions to view a student’s scheduled tests. A pop-up box will display a 
list of the scheduled tests. 

 

Select Enrollment Info to view the student’s enrollment information. This page will display 
current and previously enrolled schools for the student, as well as links to view classes 
and scheduled tests.  

 
To edit a student record, select Edit in the student’s row. The Student Information tab will 
be displayed. Make changes to the student’s accommodations, and classes as needed. 
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C. Adding Accessibility Features and Accommodations 
There are two types of accessibility features and accommodations: those that are embedded 
within the kiosk, such as Text-to-Speech and Mouse Pointer, and those that are delivered locally, 
outside of the kiosk, such as Human Signer and Human Scribe. Accessibility features and 
accommodations are added during the Student Registration file upload. Accessibility Features will 
automatically be available for all students upon logging in to the kiosk. Accommodations must be 
assigned correctly before a test is scheduled.  

To manually add accommodations for a student, follow the steps below: 

1. Log in to the RICAS Portal with your username and password. 

2. On the RICAS Portal homepage, select Administration.  

3. Select Students from the top menu bar. 

4. Locate the student in the students table by selecting the search icon (  ) next to the column 
heading and type the desired search criteria and then select Edit in the row for the student. 

 
5. The Student Information tab will be displayed. Click Accommodations. 

 
 

6. Select a test code that the accommodations will be added to from the Accommodations for 
Test Code drop-down menu. 

https://ricas.cognia.org/
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7. Check the box next to the accessibility feature or accommodation that the student will use.  

 

8. Once accommodations have been added for all test codes, select Save. 

 

D. Export Roster 
Export Roster, available to all user roles except TA, is a feature that provides a .CSV file listing all 
students at the selected school.  

To download the file in the selected school, click Exports then Export Roster. 
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A .CSV file will be downloaded.  

 
 

E. Export Accommodations 
Export Accommodations, available to all user roles except TA, is a feature that provides a .CSV file 
listing accommodations for all students by test code.  

To download the file in the selected school, click Exports then Export Accommodations. 

 
 
A .CSV file will be downloaded with a listing of all students and their respective accommodations, 
separated by test code.  

 
 
Note: A cell with a value of 1 denotes that the accommodation is assigned to the corresponding 
student record; an empty cell indicates that the accommodation is not assigned. 
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XI. Classes 

A. General Overview of Classes 
A class in the RICAS Portal is a group of students that will test in the same place at the same time. 
The Classes page, available to all user roles except Reports Access Only, manages the classes, or 
groups of students, for testing. Select Classes on the top menu bar of the Administration 
homepage to access classes. 

 
 

There are three ways to create classes in the RICAS Portal: by manually creating classes one at a 
time, by uploading a file to create multiple classes at once, or by entering class names in column K 
of the Student Registration file.  

 
 
In Table 10 below are descriptions of the features that are available on the Classes page. The 
numbered icons listed in Table 10 are shown in the screenshot above to indicate the location of the 
feature. 

Table 10. Classes  

 

Icons  Description 

 
Filter the Classes table by selecting an organization from the Organization drop-down 
menu. 

 Filter the Classes table by selecting a subject from the Subject drop-down menu. 

 Select the green Create Grade Level Class button to manually create a new class. 

 Select Upload Classes to create multiple classes within one .CSV file. 

 
Sort columns by clicking on a column heading. Select the search icon next to the 
column heading and type the desired search criteria. 

 To modify an existing class, locate the class in the table and select View, Edit, or Delete. 
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B. Create a Grade Level Class 
Classes are created by subject and grade. To create a class, follow the steps below: 
 

1. On the Classes page, select an organization from the organization drop-down list then select a 
subject from the subject drop-down list. 

 
2. Click the Create Grade Level Class to create a new class. 

 
3. Type the name of the class in the Class Name field.  

When creating classes, RIDE recommends that schools create separate classes based on 
student groupings (e.g., 1:1 administration, small group, classroom) and use a naming 
convention that will help test administrators quickly and easily find the test they are 
administering. It is recommended that class names include the 5- digit school code in order to 
ensure all class names across the state are unique.  

 

4. Select a grade from the Choose a Grade drop-down list. 
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5. By default, students who are not assigned to any class for the selected content area are shown. 
To show all students who are not assigned to this particular class, select or deselect the “Show 
only students that are not assigned to a class” checkbox.  

Note: The RICAS Portal will allow students to be added to multiple classes per subject in the 
Portal. Adding students to multiple classes will generate multiple tests for that student, so 
schools should be sure to only assign each student to one class per subject area.  

6. Add students to the class by selecting one or more students from the list on the left and 
selecting Add. If students need to be removed from the class list, select one or more students 
from the list on the right and select Remove. 

 
 

To filter the list of available students: 

• Select a class and grade in the Search for Students drop-down list. Begin typing a 
student’s SASID, first name, or last name in the Showing students in: field and the 
students list will dynamically begin to update with the students that match the text entered. 

To sort the list of available students: 

• Sort the list of students by last name, first name, or SASID using the Sort By drop-down list. 

Note: There is a limit of 250 students per class. 

7. Click Save to create the class. 
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C. Upload Classes 
The Upload Classes feature allows users to create multiple classes across grades and subjects 
using one .CSV file. Classes can be uploaded at the district level by the district test coordinator or 
district-level technology coordinator, or at the school level by school and district test coordinators 
and technology coordinators. 

To create classes via file upload, follow the steps below: 

1. On the Classes page, select a school or the district from the organization drop-down menu and 
then select Upload Classes for school level class upload or, if the district is selected, select 
Upload Classes for District. 

2. On the Upload Classes page, select the Download Template link to download the class 
upload template to your computer.  
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3. Click View Class Data Definitions Info to view the headers and permitted values for each 

column in the class upload file. 

Note: The ClassType field should only have the word 'grade' in the Permitted Values 
column, do NOT enter a numeric grade level. 

 
 

If uploading classes at the district level, the school code will be required. This extra field is 
included in the download template and data definitions info on the district class upload page.  
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4. Fill out the template using the data definitions information provided and then save the file in 

.CSV format. Note that there is a limit of 1000 records for each upload file. The following is an 
example of an upload file at the school level: 

 
Note: If uploading at the district level, the School Code column will require the district code 
hyphen school code. For example, if the district code is 00 and the school code is 55555, the 
School Code column should contain 00-55555. The following is an example of an upload file at the 
district level 
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5. Select Choose File and select the file from your computer and then click Upload. After the 
upload has been processedthe following information will be available on screen:  

a. Number of students processed successfully. 

b. Number of duplicate records present in the file. 

c. Number of error records present in the file. 

i. A table including the type of error and the number of records is provided. 

ii. Click Download records with errors to download a file of the errors found. 

 

Table 11 below describes the error messages and the next steps to resolve class upload file errors. 

Table 11. Class Upload File Errors 

Error  How to Resolve the Error 

The uploaded file is not in the expected format. 
Please download and use the template provided via 
the Download Template link. 

Verify the file is in .CSV format and make sure the 
headers in the file match the template.  

Could not find SASID in the given organization Correct the student’s SASID in the .CSV file. 

Length of class name cannot exceed 100 characters 
Update the Class name(s) in the .CSV file to less 
than 100 characters. 

Class name is missing Add the Class name(s) to the .CSV file. 

Class name cannot contain a ‘|’ character Remove the ‘|’ character from the class name 
 

D. View Classes 
To view a class, select View on the classes table for the class.  

 
The Class Details page will show. 
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The Class Details page lists all the students in the class. On this pageusers have the option to: 

• Edit the class by selecting Edit Class. 

 

• Export a class roster in .CSV format by selecting Export Roster. 

 

• Edit a student’s accommodations and/or classes by locating the student in the class 
table and selecting Edit in the student’s row. See section X Students for additional 
information.  

 
 

E. Edit Classes 
To edit a class, select Edit on the classes table for the class or by clicking the Edit Class button 
(shown above in the view classes section) from the Class Details page.  

 
The Edit Class page will be shown. 
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On this page users have the option to: 

• Edit the name of the class in the Class Name field. 

• Filter the list of available students: 
a. Select a class and grade level in the Search for Students drop-down list. If a 

student cannot be found, deselect Show only Students that are not assigned to a 
Class to show all students in the school, including those already assigned to a 
class. 

b. Begin typing a student’s SASID, first name, or last name in the Showing students 
in: field and the students list will update with the students that match the text 
entered. 

• Sort the list of students by last name, first name, or SASID using the Sort By drop-down 
list. 

• Add students to the class by selecting one or more students from the list on the left and 
clicking the Add button. 

• Remove students from the class list by selecting one or more students from the list on 
the right and clicking the Remove button. 

Note: Hold Ctrl and select student names to select multiple students. 

If any edits are made, click Save to save the edited class or click Cancel to discard any changes 
and exit out of the class editing page. 
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F. Add a Student to an Existing Class 
After student information has been entered and accommodations selected, add the student 
directly to an existing class from the Classes tab of the Add or Edit Student page. Note that classes 
must have been created previously in order to add a student to a class using the Edit feature. For 
more information on creating classes, please see section XI of this document. 

To add the student to an existing class, follow the steps below: 

1. On the Student page, click the Classes tab, as shown in (1). 

 
 

2. Select the Grade Level and then select the Subject for the class the student should  be 
added to, as shown in (2) and (3). A list of available classes will be displayed. 

 
 

3. Select the class (4) and click Save (5) to add the student to the class. 
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The same student can also be added to additional classes in other subjects at the same time. After 
highlighting the first class, change the Subject in the drop-down menu to select additional classes 
the student should be added to. The confirmation box at the top will let users know how many 
classes are selected for the student. When all the correct classes have been selected, click Save. 
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G. Delete Classes 
Classes can be deleted if none of the students in the class have started a test session in that class. 
To delete a class, select Delete on the classes table for the class. 

 
 

 A message will be shown to confirm deletion. 

 
 

XII. Test Scheduling 

A. Navigating the Test Scheduling Page 
Test coordinators will have access to schedule tests approximately one week prior to test 
administration. Scheduling a test organizes classes into tests, assigns the correct testing form to 
students with and without accommodations, creates the student logins, shows students’ testing 
progress for the scheduled test, and provides the ability of invalidating test sessions as needed.  

The Test Scheduling page, available to all user roles except Report Access Only, manages classes 
that have been scheduled for computer-based tests. Click Test Scheduling on the Administration 
homepage top menu bar to access Test Scheduling. 

 
 

 
 
In Table 12 below are descriptions of the features that are available on the Test Scheduling page. 
The numbered icons listed in Table 12 are shown in the screenshot above to indicate the location of 
the feature. 
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Table 12. Test Scheduling 

 

B. Schedule a New Test 
To schedule a test, follow the steps below: 

1. Select the organization from the Organization drop-down menu. 

2. Select the program from the Program drop-down menu (RICAS Grades 3-8). 

3. Select the subject from the Subject drop-down menu. 

4. Select a test from the Test drop-down menu. 

5. Click the green Schedule New Test button. 

 
 
The Schedule Tests page will display a list of classes available to schedule. 

Icons  Description 

 

Filter the Scheduled Tests by selecting an option from one or more of the following drop-
down lists: Organization, Program Name, Content Area, Test Name, and Testing Status 
(All, Not Started, In Progress, or Finished).  

 Click the green Schedule New Test button to schedule a new test. 

 
Click Exports to Export Student Logins, Export Test Status, or Export Students Not 
Scheduled for the selected test criteria.  

 
Sort columns by clicking on a column heading. Click the search icon next to the column 
heading and type the desired search criteria. 

 
Click View Details/Student Logins to view the Scheduled Test Details page and print 
student logins. 

 

Click Delete to delete a scheduled test. Only tests that were scheduled by you and have 
NOT yet started can be deleted. Once a student has logged in, the scheduled test cannot 
be deleted. 
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6. Select one or more classes to schedule or click Select All to schedule the test for all classes in 

the list. Multiple classes may be assigned to the same test and all forms within that test will be 
automatically spiraled for all students in the class(es).  

7. Click Schedule when done to schedule the test. The start date and end date are not editable 
and are fixed to the first and last day of the testing window. 

Note: Students requiring the Math Spanish/English test must select that specific test from the 
drop-down in order for the student to receive the Spanish/English form on test day. This step 
must be completed in addition to selecting the Spanish accommodation in the Student 
Accommodation Profile. 

 



35 
 

 
Note: If any students in the selected class(es) do not have the test Registration Code assigned, 
an error will appear identifying the students and the test will not be scheduled. All test 
Registration Codes come from the student’s grade level that is sent in the nightly feed, 
therefore all corrections should be made in the district SIS in order for the next nightly feed to 
the RICAS Portal to be accurate.  
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C. View Scheduled Test Details 
To view details for a scheduled test, follow the steps below: 

1. On the Test Scheduling page, use the drop-down menus (Organization, Program, Subject, and 
Test Name) to filter for the scheduled test. 

2. The scheduled classes for the selected test will be shown.  

3. Locate the scheduled class in the scheduled tests table and click View Details/Student 
Logins to view the scheduled test details. 

 
 

The Scheduled Test Details page displays the session access code(s). Session access codes are as 
an added security measure for student tests. Students will be prompted to enter the session 
access code in the RICAS Student Kiosk after logging in and selecting a test session.  

 

The Scheduled Test Details table contains the following information for each student: 

 Student’s first and last name 

 Student’s username and password 

 Form assigned to the student 

 Date and time when new student test logins were generated 

 Test report codes 

 Test status (Not Started, In Progress, or Finished) 

 Date and time when the test was started and completed 
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D. Exporting Student Test Logins 
Student logins will contain students’ usernames and passwords to sign in to the RICAS Kisok. 
Student logins can be exported in three different ways:  

• Student logins can be exported from the Scheduled Test Details page as a PDF or .CSV file 
or a class.  

• Student logins can be exported in bulk on the Test Scheduling page as a PDF or .CSV for a 
selected school and test.  

• Student logins can be exported in bulk on the Test Scheduling page as a PDF or .CSV for all 
tests scheduled within a selected subject for the selected school.  

Export Student Test Logins for a Class 

Student test logins can be exported from the Scheduled Test Details page as a PDF or .CSV file. If 
students were added to the class after the test was scheduled or if the text-to-speech 
accommodation was changed for a student in the class after the test was scheduled, the Add or 
Update Students button will appear at the top of the Scheduled Test Details page. Click the Add or 
Update Students button to update the scheduled test with the new or updated students.  
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To export student logins as a PDF, follow the steps below:  

1. Select the students whose logins information will be printed. To select all the students 
scheduled, select the check box in the top-left corner of the header row. To select individual 
students, select the check box next to each student’s name.  

 
2. Select Export Logins for Selected Students.  

3. A pop-up will be shown with the option to choose PDF or CSV. Select PDF.  

4. Select the number of student logins to be printed per page (1, 8, or 27 logins per page) then 
select Export. 
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The student logins are exported to a PDF file. The first page of the PDF file is a cover sheet for 
the test administrator listing the students in the scheduled class along with their login 
information, and accommodations assigned. Test administrators should review this prior to 
testing to ensure students have the correct accommodations before students log in to the test. 

  

 
 

Following the cover sheet will be the student logins. Each label displays the student’s name 
date of birth, test name, username, and password.  
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To export student logins as a .CSV, follow the steps below:  

1. Select the students whose logins information will be printed. To select all the students 
scheduled, select the check box in the top-left corner of the header row. To select individual 
students, select the check box next to each student’s name.  

 
2. Click Export Logins for Selected Students. A pop-up will be shown with the option to choose 

PDF or CSV. Select CSV.  

 
3. A .CSV file listing each student’s demographic, login information, test name, and 

accommodations will be downloaded. 



41 
 

 
 

Exporting Student Test Logins in Bulk for a Scheduled Test 

Exporting student test logins in bulk for a scheduled test allows LACs and STCs to export and print 
all student logins for a selected test at a school as one time. Student test logins can be exported in 
bulk as a PDF or .CSV. 

To export student logins in bulk as a PDF for a selected test, follow the steps below:  

1. On the Test Scheduling page, select an organization from the Organization drop-down menu.  

2. Select the program from the Program drop-down menu.  

3. Select the subject from the Subject drop-down menu.  

4. Select a test from the Test drop-down menu.  

Note: If looking to export logins in bulk for students taking the Spanish version, users will 
need to export and print them separately.  

5. Then select Exports to expand the exports menu.  

6. Select Export Logins. 

 

7. A pop-up will be shown with the option of choosing PDF or .CSV. Select PDF.  

8. Select the number of student logins to be printed (1, 8, or 27 logins per page), and then click 
Export.  
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9. A pop-up message will appear to notify the user that the results are available in Downloads and 
will contain a clickable link to access Downloads.  

 

When exporting logins in PDF format, all student logins will be included in a single file, with a 
summary page break separating each class.  

To download the login export, navigate to the Downloads section from the RICAS Portal homepage 
to access the file. 

 

To export student logins in bulk as a .CSV for a scheduled test, follow the steps below:  

1. On the test Scheduling page, select the organization from the Organization drop-down menu.  

2. Select the program from the Program drop-down menu.  

3. Select the subject from the Subject drop-down menu.  

4. Select a test from the Test drop-down menu.  

Note: If looking to export logins in bulk for students taking the Spanish version, users will 
need to export and print them separately.  

5. Then select Exports to expand the exports menu.  

6. Select Export Logins. 

 
7. A pop-up will be shown, with the option of choosing PDF or .CSV. Select .CSV. Click Export. 
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8. A pop-up message will appear to notify the user that the results are available in Downloads 

and will contain a clickable link to access Downloads.  

 
 

When exporting in .CSV format, all session logins will be combined into one file, with the class 
name separating each.  

To download the export, navigate to the Downloads section from the RICAS Portal homepage 
to access the file.  

 

Export Student Test Logins in Bulk for All Tests within a Subject 

Exporting student test logins in bulk for all tests within a subject allows LACs and STCs to export 
and print all student logins for all tests scheduled at the school for a selected subject. Student test 
logins can be exported in bulk as a PDF or .CSV.  

To export student logins in bulk for all tests within a subject as a PDF, follow the steps below:  

1. On the Test Scheduling page, select an organization from the Organization drop-down menu.  

2. Select the program from the Program drop-down menu.  

3. Select the subject from the Subject drop-down menu.  

4. Then select Exports to expand the exports menu.  

5. Select Export Logins for All Tests. 
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6. A pop-up will be shown with the option of choosing PDF or .CSV. Select PDF.  

7. Select the number of student logins to be printed per page (1, 8, or 27 logins per page), and then 
click Export.  

 

8. A pop-up message will appear to notify the user that the results are available in Downloads and 
will contain a clickable link to access Downloads.  

 

The logins in the export file will be sorted first by test name, class name, and within each class by 
student last name in alphabetical order. When exporting logins in PFD format, all student logins will 
be included in a single file, with a summary page break separating each class.  

To download the login export, navigate to the Downloads section from the RICAS Portal homepage 
to access the file.  
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To export student logins in bulk for all tests as .CSV, follow the steps below:  

1. On the Test Scheduling page, select the organization from the Organization drop-down menu.  

2. Select the program from the Program drop-down menu.  

3. Select the subject from the Subject drop-down menu.  

4. Then select Exports to expand the exports menu.  

5. Select Export Logins for All Tests.  

 

6. A pop-up will be shown with the option of choosing PDF or .CSV. Select .CSV. Click Export. 

 

7. A pop-up message will appear to notify the user that the results are available in Downloads and 
will contain a clickable link to access Downloads.  
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The logins in the export file will be sorted first by test name, class name, and within class by 
student last name in alphanumeric order. When exporting in .CSV format, all session logins will be 
combined into one file, with the class name separating each class.  

To download the export, navigate to the Downloads section from the RICAS Portal homepage to 
access the file.  

 

E. Monitoring Student Progress 
Test administrators can view students’ progress within their tests on the scheduled test details 
page. Follow the steps below to view student progress for a selected test. 

1. On the Test Scheduling page, select the organization from the Organization drop-down menu. 

2. Select the program from the Program drop-down menu (RICAS Grades 3-8). 

3. Select the subject from the Subject drop-down menu. 

4. Select a test from the Test drop-down menu.  

5. Select View Details/Student Logins to view test progress metrics for the desired class.  

6. On the Schedule Test Details page, select Progress View. 

The students’ progress for each session in the test will be displayed. The data in the progress view 
refreshes every 60 seconds.   

(a) Under Session Progress a progress bar showing the number of questions answered and 
the number of questions not answered for each student is shown.  

(b) Number of items visited in a session is displayed.  

(c) In the Last Viewed column, test administrators can view the last question the student 
viewed.  

(d) The Last Activity column displays the date and time when the last response was received 
for the test session.  

(e) The Time Spent column displays the amount of time the student has spent in their test 
session.  

(f) The Status column displays the students’ test status (Not Started, In Progress, or 
Finished).  
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F. Add Test Report Codes 
Test Report codes can be added in bulk for multiple students at once, or individually for a single 
student. To add bulk test report codes, select the students in the student table of the Scheduled 
Test Details page, and click the Add Report Code button at the top of the table.  

Note: RIDE does not use test report codes. All irregularities must still be reported through the RIDE 
Portal. 

 
 

G. Reactivate Tests 
Only RIDE and users with the district test coordinator role may reactivate a student’s test after a 
student has submitted their test. Schools should contact their district test coordinator who can 
reactivate the test with the following steps.  



48 
 

District test coordinators can reactivate a student’s test by clicking on the Reactivate link. A test 
can only be reactivated once it is in a Finished status.  

 

When a student’s test is reactivated, their test status will display in the RICAS Portal as In Progress, 
but their previously listed End Time will remain the same until they have completed the test after it 
was reactivated.  

H. Export Test Status 
Export Test Status is a feature that is available to district test coordinators and school test 
coordinators that provides a .CSV file listing every student and their completion status per test of 
the currently selected school and test. The report will only appear at the school level; if a district is 
selected on the Test Scheduling page, the report will not appear. 

To download a file with the test status of all students in the selected school, click Exports then 
Export Test Status. 

 
 
A .CSV file listing every student and their completion status per test of the currently selected 
school and test will be downloaded. To filter the results before exporting, set the Filter by testing 
status drop-down to the desired testing status and then click Export Test Status. 

 
 

I. Export Test Status for All Tests 
Export Test Status for All Tests is a feature available to district test coordinators and school test 
coordinators at the district and school levels that provides a .CSV file listing every student and their 
completion status per session for all tests of the currently selected district/school, program, and 
content area.  
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Click Exports then Export Test Status for All Tests to download a file with the test status of all 
students for all tests in the selected school or district. 

 
A pop-up message will appear indicating the downloaded file will be available in the Downloads 
section of the RICAS Portal. 

 
 

Once the file has completed processing, the user will receive an email indicating that the file is 
available to download. Navigate to the Downloads section from the RICAS Portal homepage to 
access the file.  

 
 

A table will appear with the files available to download. Click on Download Result to download the 
Export Test Status for All Tests file. 

 
 

A .CSV file listing every student and their completion status per session of the currently selected 
district/school, program, and content area will be downloaded. 
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J. Export Students Not Scheduled 
Export Students Not Scheduled is a feature that is available to district and school test 
coordinators. The report will only appear at the school level; if a district is selected on the Test 
Scheduling page, the report will not appear. 

 
To download a file with a listing of students not scheduled for the selected school or test, click 
Exports then Export Test Status. 

 
A .CSV file listing every student not scheduled for the currently selected school and test will be 
downloaded.  

 
 

XIII. Materials Management 
The Materials Management page in the RICAS Portal is used to track shipments of RICAS materials, 
order additional materials, and schedule a UPS pickup. The Materials Management page in the 
RICAS Portal is only available to district and school test coordinators.  
 
Materials Management provides an alternative way to access the RICAS Service Center website for 
the following tasks. (Note that schools may continue to access the RICAS Service Center website 
directly for these tasks as well as to complete additional ones. 

 to order additional materials (i.e., test administration manuals for both computer-based 
and paper-based testing as well as paper-based test materials) 

 to schedule a UPS pickup of paper-based test materials Note: An automatic pickup is 
pre-scheduled, but schools may choose to schedule an earlier pickup; refer to the testing 
schedule for details. 

Additionally, schools will be able to see materials shipments listed on this page once they are 
shipped. This is an optional feature that schools may find useful to track shipments.  
 

A. Navigating the Materials Management Page 
To access the Materials Management page, follow the steps below: 

1. Log in to the RICAS Portal with your username and password. 

2. On the RICAS Portal homepage, select Administration.  

https://ricas.onlinehelp.cognia.org/service-center/
https://ricas.cognia.org/
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3. Select Materials Management from the top menu bar. 

 

 
 

In Table 13 below are descriptions of the features that are available on the Materials Management 
page. The numbered icons listed in Table 13 are shown in the screenshot above to indicate the 
location of the feature. 
 
Table 13. Materials Management 

Icons  Description 

 
Filter the Order table by selecting an organization from the Organization drop-down 
menu. 

 
Filter the Order table by selecting a test administration from the Administration drop-
down menu. 
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Clicking the Order Additional Materials or UPS Pick Up Request buttons will take users to the RICAS 
Service Center to complete these tasks. Schools may also continue to navigate to the RICAS Service 
Center website directly to complete these tasks as in previous years.  

Selecting View Details will allow users to view the Shipment Details page for each shipment. The 
Shipment Details table displays the following information about your order:  

 Box ID Number: the ID number of the individual boxes in the order The Box ID Number, also 
known as the MP Ship Code, will be needed to place an additional materials order. 

 Shipped Date: date when the order was shipped 

 Last Updated: the date and time when the shipment information was last updated by UPS.  

 Item Code, Quantity, and Description: information about the contents of each box in your 
order. Note the Item Code will not be used by schools. 

 UPS Tracking: the UPS tracking number, with a link to the UPS tracking website 
 

 

Icons  Description 

 
Click the blue Order Additional Materials button to access the RICAS Service Center 
website to order additional materials after receiving the initial shipment.  

 
Click the green UPS Pickup Request button after all shipments are packed and ready to 
ship to access the RICAS Service Center website to schedule a UPS pickup.  

 

Sort the Materials Management order table by Order Number, Order Date, or Packed for 
by clicking the column heading. Search the Materials Management table by selecting the 
magnifying glass next to the column heading. 

 Click View Details to view the Shipment Details page for each shipment. 

https://ricas.onlinehelp.cognia.org/service-center/
https://ricas.onlinehelp.cognia.org/service-center/
https://ricas.onlinehelp.cognia.org/service-center/
https://ricas.onlinehelp.cognia.org/service-center/
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