
West Covina Unified School District 

Math Benchmark on Illuminate 
 

Directions for Administration (DFA) for Math Benchmark on Illuminate 

To open Illuminate, go to the district or school website and login to illuminate. 

 

1) Enable Assessment for Online Testing Page 2 

2) Monitor Progress on Online Assessments Page 7 

3) Student Guide Page 12 

4) Grading Constructed Response Items Page 16 

5) Resetting a Student’s Illuminate Password Page 21 

  

1 



1) Enable Assessment for Online Testing 

Where to Start 

 

1. Click on Assessments. 
2. Select List Assessments. 

 

3. Once in your List of Assessments, click on the title of the assessment you would like to use. 

Assign/Enable an Assessment 

 

Once in the Assessment Overview: 
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1. Select the Administration menu, then Online Testing. 

Add Roster 

 

2. Click Add Roster. This will give you the ability to select the students you would like to make this test available to. 

 

This page is where you will select administration dates, times, and what students have access to the test. 

3. Testing Window Start Date- Select when students will be able to start taking the exam. 
4. Testing Window End Date- Select when the exam will become unavailable. 
5. Academic Year- You can assign this test to a certain Academic Year. 
6. Grade Level- You can assign this test to a certain Grade Level. 
7. Site- If you have access to multiple sites, you can select which sites students can access the test. 
8. User- Select your name. 
9. Departments- Optional. 
10. Course- Select the course you would like to assign this test to. 
11. Section- This is generally for secondary, this allows you to choose a specific period. 
12. Students- You may select All Students, or just specific students to make this test available. 
13. Click Save. 
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Administration Settings (Click Show): 

 

1. Time of Day Window This will limit assessments from appearing for students outside the hours specified. This feature 
works based on the timezone of the district. Ex. If it is set from 7am-3pm and a student decides to try to take a test at 
3:01pm, they will not be able to.The time stamp will only allow the test to be started during that window. It will NOT logout 
the child if they are taking the test and the window closes. 

2. Time Duration If you would like to restrict the amount of time a student as to complete the test. 

3. Student Pauses If you would like the student to be able to pause the assessment to use the bathroom, etc. 

4. Constructed Response Input Method Do you want students to write answers to a constructed response question in a 
box online, or on a physical piece of paper? 

5. Availability Open to all students? Or do you want to require a password to access the test? 

6. Browser Would you like students to be able to use any browser/device to take the assessment or would you like to 
restrict them to a locked browser? 

This feature will only be seen on the screen if enabled or turned on by a System Administrator. If using this feature, there are 
steps you must take to make it work: 
 
Currently, our locked browser option is not supported by Chromebooks since you cannot install plugins on them. If using 
Chromebooks, click on the link below for information from Google on how to work around this. 
https://support.google.com/chrome/a/answer/3273084?hl=en 

7. Randomize Answer Choices When enabled, this will randomize all students answer choices similar to having different 
versions of the test. Questions/Items will be in the same order for each student, but given a different order of answer 
choices for the item. 

8. Click Save. 
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Tool Settings (Click Show): 

 

This is where you will enable tools for students to use with their online assessment. Currently, the following tools 
are available: 

● Ruler 
● Calculator Basic 
● Calculator Scientific 
● Protractor 
● Digital Notepad 

Each tool has a variety of options on how it is assigned to students to utilize during the assessment: 

1. By default, tools previously assigned to items by vendors and authors, will be available for students and are marked 
as Use Item Setting. 
2. By default, the Digital Notepad is available for students in their toolbar during the assessment. 
3. Enable will turn on the tool and make it available to use for all items 
4. Disable will turn off the tool and it will not be made available, even if the tool is part of the item's setting 
5. Select Cancel if you don't want to apply any changes made 
6. Select Save to save and apply changes made 

Note: Rulers can only 'Use Item Setting' because the ruler is specific to image sizes. 
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Assessment Review Settings (Click Show): 

 

Assessment Review recreates the student experience where they receive graded test booklets back after taking a test. This 
will help students identify where they did well and what they can improve upon. This is offered to students for a limited 
amount of time as set by the teacher. 

1. Show Results- Do you want students to see their results? Select Yes/No. 

2. With Key- Do you want students to see their results along with the answer key? Select Yes/No. 

3. Schedule Turn Off- When do you want to turn off the ability for students to review the test. Select a date and time. 

4. Click Save. Students will be able to see a 'Review This Assessment' button within their Portal. 

Online Testing Assessment Rosters Overview 

 

Once Save has been selected you will be redirected to the information screen that shows all of the details of the test. From 
here you can view the Window Start and End date, Status of a test (Pending, Current, Passed), Time Duration (If Applicable), 
Grade level, Site, User, Department, Course, Section, Students (assigned to take the test online), and you can Edit, Delete 
and Add (Add Roster) more students to the test from here. 

Note: If an X shows in the box under 'Portal' this means that some of the students rostered to this test do not have portal 
access. To see a list of which students have access and which students who do not, click on the number under 'Students'. 
Those who do have access already, will still be able to take the exam. 

You can also Preview Online Assessment, if you would like to see what it will display like to students. Once clicked you 
will get some options to customize the way you view your preview (i.e. availability, browser, constructed response input 
method, etc.). 
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2) Monitoring Progress on Online Assessments 

Where to Start 

 

Once in the assessment overview, select: 

1. Administration, and then Online Testing OR 

2. Just click Online. 

 

Here you will see the roster you set up for this assessment. 

2. To monitor progress, click on the number (ie. 31) under 'Students'. 
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Proctoring Tools Overview 

 

This will populate your roster. There are a few things you can do on this page: 

1. Look over your roster, for each student you will see that you can view Start/Finish times, Time Elapsed, What question 
they are viewing, any pauses, and you can take action depending on what is available. 

2. Enable Student Help- This allows students to click a button to alert you that they need help. 

3. Pause Assessment- This pauses the assessment for ALL students. The Pause under the 'Actions' menu pauses it for an 
individual student. If the test is timed, Pause will not negatively impact the student's allotted time, it will merely continue 
when un-paused. 

Enable Student Help 

Zoom 

When enabled, this feature provides a student the Help icon when taking an assessment. During the assessment, the 
student can select the question mark icon, alerting the student it has been sent. 
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Teacher View 

 

On the assessment's Online Roster, a Student Help Request window will pop-up or alert the administrator. They can 
either Acknowledge a single student or Acknowledge All, if multiple students are asking for help. 

Pause Assessment 

Zoom 

When enabled, this feature will Pause Assessment and freeze all students assessments from being changed. Pauses are 
meant to be short-term breaks when you need to get the class' attention, take a quick short break, stand-up and stretch, 
etc. 

If you pause and students exit the portal without submitting results or completing the assessment, the timer will continue to 
track how long the student has been testing. Students will be able to continue the test at anytime within the testing window. 

Student's previous work will remain available and saved. 

Teacher View 

 

The administrator will then need to Resume Assessment for all students or individual students in the Actions menu. To 
note, resuming the assessment will stop the timer, making the time elapsed data more valid. Students can still leave the 
assessment without submitting or finishing, and will be able to return to the test at any time within the testing window to 
complete it. 

Actions Menu 
Depending on where a student is on the administration of the assessment, a variety of actions will be available. Available 
actions will also depending on the Online Testing Window created for the assessment and roster. 
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No Actions Available 
Until a student has begun an assessment, no actions will be available for the administrator in the student's Actions menu. 

Force Finish 

 

Force Finish will be an available option while a student is taking an assessment. The administrator can select Force 
Finish to manually end the student's session and submit results. 

To allow the student to take the assessment again, the administrator must Re-Open the assessment. 
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Pause/Resume 

 

As opposed to pausing all students on the roster, you can Pause individual students once they have begun the 
assessment. Pausing stops the time elapsed timer and freezes the student's screen from moving forward. 

When ready, the student's information will show Viewing as Paused. In the Actions menu, Resume will be available to allow 
the student to continue taking the assessment. 

Re-Open 

 

When students click 'Finish' on an assessment, they submit results and are locked out of the assessment. For a student to 
continue the assessment, the administrator needs to re-open it. In the student's Actions menu, select Re-Open. 

Now the student can either log into the portal or they can refresh their portal account if already logged in, and see the 
assessment under Pending Assessments 
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3) Student Guide 

How to Access Your Illuminate Home Connection Portal 

 

Open your preferred Internet Browser and visit your school's portal site. Your portal's web address should look something 
like the following: wcusd.illuminatehc.com. 

1. Type in your Username and Password. This information is available from your classroom teacher. 

3. Click Login. 

Your first time logging in you will be prompted to change your password. Contact your teacher if you forget your 
password. 

Portal Dashboard 

Zoom 

1. Main Dashboard is your default view when you sign in. You may also choose Assessments, Attendance, and Classes, 
etc., along the left hand side. 
2. Assessments shows all Pending Online Assessments displays all assessments available online. 
3. Choose a language: English or Spanish. 
4. When finished with the portal, always Log Out. 
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Taking Your Online Assessment 

 

To take an assessment(s) online, you may do one of the following: 

1. Click on the title of the assessment you wish to take online under 'Pending Assessments'. 

'Recent Assessments' shows the tests you have completed recently and your score. 

 

1. Here you can see your name. 

2. To begin the test, select Begin Test. 

3. This area displays all of the assessment information such as title, due date, and the number of questions on the 
assessment. 

4. Sign Out when you need to leave this page or if you are finished with the assessment. 
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5. Pictures and passages display here. You may use your mouse to scroll up and down through the passage. 

6. Here are your questions. Click the bubble to select the best answer choice. 

7. You can highlight text using your mouse, just hold down your mouse button and glide over the text you wish to 
highlight. Note- Once you move away from this question, the text will no longer be highlighted. 

8. Zoom In/Zoom Out allows you to make the text bigger or smaller on the page. 

9. Next allows you to go to the next question in the assessment.  Answer choices will automatically save when Next is 
selected. 

10. Select a question in the dropdown to skip to a different question in the assessment. 

11. If you want to flag an item to come back to it later, hit the green flag button. This will show up on your final review page 
to indicate to you that you wanted to return to that item. 

 

This screen shot is an example of what a non-itembank test looks like, think of it like an online answer document. You will 
be inputting your answers to go along with a paper copy of a test. 

 

12. Select Review/Finish to review your answer choices and finish your assessment. 
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Zoom 

13. Review your answer choices. Click on the question number to go back to the question. Note that if you flagged an item 
to go back to, a little red flag shows at the far right. 

14. Select Finish to end your assessment and save your score. 

Viewing Your Assessment Results 

 

Once Finish is selected, to view your assessment scores, select Click Here. 

Zoom 

You will be returned to your Student Dashboard which will display the assessments you have taken, points earned, total 
points possible, percentage score, and date taken. Click on the title of an assessment to get a full report of performance. 

Select Click to Update to update your dashboard. 

Logout when you are ready to exit the portal. 
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4) Grading Constructed Response Items 

Where to Start 

 

1. Select the Assessments tab. 

2. Click List Assessments. 

 

3. Once in your list of assessments, find the assessment you need to grade responses for, click on the title. 

 

Once in the Assessment Overview: 

4. Click on Administration. 

5. Select Enter/Edit. 

16 



Entering Data for a Constructed Response 

 

1. Use the dropdown menus to specify what students you want to enter data for. 

2. Click Find Students. 

Entering Constructed Response Data using the Grid 

Zoom 

1. Once you've followed steps 1-5 under 'Where to Start', select Grid at the top of your page. The Grid Enter/Edit method 
utilizes the same set of features- fill down, rubric dropdown, locked header/column, autosave, highlighting of wrong value 
input, etc- as 'Enter Responses by Column' or 'By Student'. 

2. To see your Constructed Response question(s), click Constructed Response. 
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Zoom 

This view will show you a list of your students, scoring column, and the student response to the question. 

1. Read the students response. 

2.  If you need to review the question and scoring rubric, click on Show Question and the question/rubric will show in a pop 
up window. 

3. Input the student's score in the scoring column. 

4. Make sure to Save as you go if Autosave is not selected. 

5. To navigate to another Constructed Response item, simply use the Arrow keys at the top of the page. 
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Entering Constructed Response Data using 'By Column' 

Zoom 

This view will show you a list of your students and scoring column with an i next to it if the student typed in a response. 

1. To read the students response, click on the blue i icon or the screen icon. (See below.) 

2.  If you need to review the question and scoring rubric, click on Show Question and the question/rubric will show in a pop 
up window. 

3. Input the student's score in the scoring column. 

4. Make sure to Save as you go if Autosave is not selected. 

5. To navigate to another Constructed Response item, simply use the dropdown menu at the top of the page. 

If you click on the 'i' icon: 

 

This will display just the student's response. 
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If you click on the screen icon: 

 

This will display the student's response, along with the question and question information. 
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5)Resetting a Student’s Illuminate Password 
 
 

Create a Temporary Password: 

● Log into your Illuminate account at wcusd.illuminateed.com. 

● Go to Reports – Student Profile. 

● Search for the student whose password needs to be reset. Click on the student’s name               
from the list of search results. 

● Click on Student Demographic Details. 

● Click on Change next to Portal Password. 

● Type in a new temporary password for the student and          
then click Save. 

 

 

Students Login and Create Their Own Password: 

· Have student go to the student login page (wcusd.illuminatehc.com) and log in with               
their ID number and the temporary password you just created for them. 

· The student will then be prompted to change their password. Have them enter their                
password twice and then click Submit. 
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