Special Instructions for Students that did not Receive a Barcode Label
For students that did not receive a barcode label, all student information MUST be hand-bubbled on the Test Booklet.  Instructions for hand-bubbling student demographic information are available on page 19 of the WIDA ACCESS for ELLs Test Administration Manual; however, the following additional steps MUST be followed to ensure proper scoring and identification of these students.    

For students not already assigned to the Spring 2014 WIDA in the BAA Secure Site:
1. Use the “Add Test Cycle” function on the Student Summary page to ensure these students are assigned to the Spring 2014 WIDA test cycle.  The “Add Test Cycle” function will bring up the Student Demographics page.  
2. Once the Test Cycle information is added, press “Save”. 
3. Once assigned, the Spring 2014 WIDA will appear in the “Assessments Scheduled” portion of the Student Summary page.  
Completing Field 20 (State Defined Optional Data) on the Test Booklet
IMPORTANT! Field 20 (State Defined Optional Data) on the Test Booklet MUST be filled in with the student’s 10-digit barcode number.  Despite the name, this is not an optional field, nor is it to be confused with the student’s UIC.  The student barcode number is found on the BAA Secure Site.  To locate the number, follow these steps:
1. Use the “Student Search” function found under the “Student Information” tab to search for the student.
2. On the Student Summary page, select the Spring 2014 WIDA under the “Assessments Scheduled”.  The Student Demographics page will appear.
3. On the Student Demographics page, scroll down to the bottom of the page to the Barcode field (located under the Audit Information section).  This is the barcode number that must be filled in Field 20 (State Defined Optional Data) on the Test Booklet.  

Completing Field 21 (District Defined Optional Data) on the Test Booklet

Field 21 (District Defined Optional Data) on the Test Booklet has been reserved to designate Home School students.  This field is only used if you are testing a Home School student that does not have a barcode label.  To designate a Home School student, fill in the first box of Field 21 with a “1”, otherwise leave blank.  
Testing Schedule for Michigan
2013 – 2014 Academic Year

	Task
	Start Date
	End Date

	Test Window
	02/10/14
	03/28/14

	Additional Materials Deadline
	
	03/14/14

	Districts Pack Completed Material
	03/28/14
	04/04/14

	Districts Ship Completed Material to MT
	
	04/04/14

	All Materials Received at MT
	
	04/08/14

	Reports Shipped to Districts
	06/19/14
	06/21/14


