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PART ONE:  ACCESSING THE THSS

1. Start at the WCAP Portal (wa.portal.airast.org/test-administrators)
2. Selec t the Interim Teacher Hand Scoring System icon

3. Login with your Test Administrator username (email address) and password.

PART TWO:  Hand-scoring (starting at the THSS Response List)

What students are listed in the THSS Response List?  The first page you view upon logging into the THSS, is the 
Response List.   By default, teachers will see the list of students who completed their test through a session that 
was created and administered with that teacher’s TA login.



STEP 1 (optional):  Filter and sort the THSS Response List to narrow down the list of students.  Teachers can 
filter by test and/or session code.  These are pull-down menus located at the top left of the page.  They can sort 
any column by clicking on the column heading.

STEP 2:  Start scoring an item for an individual student
To start scoring a designated item for a designated student, click on the  “score” button at the far right of the 
student line.

STEP 3:  View the scoring rubric
The first section is the scoring rubric for that particular item.    You may click on the “Exemplar” button to see 
the actual question and to see exemplar responses for each point level.

STEP 4:  Scroll down to see student responses and grade the response
Teachers will need to use the scroll bar on the right to see the student response.  Once a score is determined 
input the numeric score directly or use the “up / down” arrows by the score box to input the score.



STEP 5:  Submit Score (setting the “tentative score”)
Once the score has been inputted, press the “Submit Score” button at the bottom of the page.  This only 
tentatively scores the item.     You should automatically progress to the next student on the list.  

STEP 6:  Return to the Response List
Once you have completed your initial scoring, you will need to go back to the Response List page.  Click on the 
link provided at the top left to go “Back to the Response List”.

 

STEP 6a (optional):  Rescoring
Upon returning to the Response List teachers will see that all students that they have just score have a 
Status of “Tentative Score”.  While in this status, a teacher can go back and re-score a student’s item by 
clicking on the “score” button and repeated the process above.

STEP 7 & 8:  Complete the Scoring (finalize the score)
From the Response List, you can select all the students for whom you want to complete the scoring process.   
This can be done individually by clicking each selection box next to the student name.  You may select all 
students in the list by checking the selection box at the top of column.  Once you have selected the correct 
students, press “Mark Selected as Complete” at the bottom of the page.

PART THREE:  Reassigning an item to be scored by another user
In the even t that another staff member  was the test administrator where the student completed their test, Test 
Administrators may assign any student on their Response List to another user to score. 

STEP 1a (optional):  Filter and sort the THSS Response List to narrow down the list of students?  Teachers can 
filter by test and/or session code.  These are pull-down menus located at the top left of the page.  They can sort 
any column by clicking on the column heading.



STEP 2:  Select all students to Reassign to a specific user
Select students individually by clicking each selection box next to the student name.  You may select all students 
in the list by checking the selection box at the top of column.  

STEP 3:  Press Reassign All Students
Once your students have been selected to reassign to another teacher to score, scroll to the bottom of the page 
and press “Reassign all Selected.”

STEP 4:  Assign students to a designated user 
A pull down menu will be provided to select a user to assign the students to a different teacher for scoring.  
These selected students will now appear in the assigned teacher’s response list.

PART FOUR:  Score Manager
Those who have the “School Coordinator” role will also have the “score manager” role.  From that role, you can see all 
students and assign them to any teacher for hand-scoring.


