
5.Test Event Date: Use the midpoint of the testing window as the Test Event Date. Testing can

begin 30 days prior to this date and can continue testing 30 days after the Test Event Date. 

a.Normative Year: Most current normative data is 2017.

b.Normative Period: The normative year and normative period are automatically populated 

based on what is entered as the Test Event date.

6.Achievement Scores: Leave default selection.

7.Ability Scores: Compare a student to other students within your district. 

(For example, how did David in School A perform on the assessment compared to Michael in

School A or Jacob in School B). National comparisons are the primary scores provided.
8.Suppress Program Labels: Select “Suppress Program Indications from Class Reports” if 

sensitive student information, such as Free and Reduced Lunch, Special Education, etc.,

should not be displayed.

9.Teacher reports. This information appears only if included in the roster file when submitted.

Go to DataManager 
www.riversidedatamanager.com 
Click the Assessments tab and Test
Events. 

1.Test Event Name: Enter a name that
will help you identify the test event, i.e.,
Test Year/Test
Season/Test Family or Name (Ex: 2022
Fall CogAT Screening). The name must
be unique.
2.Test Event Assessment Type: 
Select Screening Form
3.Test Event Participant List: Select
the district name. Do not drill down to a
specific school or class. 
4.Test Event Roster: Select the roster
to associate with the test event.

Once roster files have been imported, create the Test Event. 
Test Assignments are then created within the Test Event. 
After the Test Event and Test Assignments have been made, test administrators
can create Test Sessions. 

Screening Form: System Setup

Create Test Event

Score & Reporting Details 

Create Test Event 

http://www.riversidedatamanager.com/
http://www.riversidedatamanager.com/
http://www.riversidedatamanager.com/


After the saving the Test Event 
details, click the blue Assignments 
tab in the right hand corner and 
Create/Edit Assignments.

10. Allow or disallow Draw Screen
Students will see the draw screen after 
logging in successfully and after 
completion of each subtest
11. Allow Audio Test Administration:
Allow provides the option for Test 
Sessions to be created as
“Proctor‐Led” when the Proctor reads 
the directions, OR “Audio” where 
students hear directions through 
headphones.
12. Click Save.

Click Online Testing for the
Administration Mode. 
Click Online Testing for the
Administration Mode. 

Online Testing Details

Create Assignments 

EXAMPLE - Creating the Test Event
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Choose the Test Group for each grade, and the Level and Battery will default to
the recommended levels for those grades participating in this test window. Click
Save.

1.Close the Test Event for the Screening Test 
2.Create a Test Event for the Post Screener. The date for the Post

Screener MUST fall within 30 days of the Screening Form test event.
3.Create Test Assignments for the Post Screener.

Creating Test Assignments

If administering the Post Screener:

Create Assignments Step 5

Screening Form:  System Setup



NOTES:

TEST EVENT DETAILS
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Digital Resources: eLearning site – view short video clips
Online Help: Click “Help” in upper left of screen to access 

User Guides: User Guides and Online Directions for Administration 

Visit Riverside Training Academy for On-Demand training videos and
answers to Common Questions at the bottom of the webpage:
https://riversideinsights.com/rta-home

Speak with a Specialist - Schedule a 15-minute, one-on-one meeting for
assistance and answers to questions by copying this link and using the
calendar to schedule time:
https://meetings.hubspot.com/professionallearning1/speak-with-a-
riverside-assessment-specialist-datamanager 

Explore the Resources in DataManager:

      online help documents

      are available in the Digital Resource Library (Overview)
 

Contact Riverside DataManager Support for Technical Issues, System
Errors, Missing Scores:
Phone: 877-246-8337
Email: help@riversidedatamanager.com
Hours: Monday-Friday 6:00 A.M. to 8:00 P.M. Central Time

Your certificate, subject line "Thank you for attending!", will arrive
within 24 hours: 
for On-Demand trainings - from customercare@gotowebinar.com, 
for Live webinars - from professionallearning@riversideinsights.com

Need Help?

THANK YOU FOR CHOOSING
RIVERSIDE INSIGHTS!
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