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Test Setup 
Custom Attributes 
The Subject and State Code 
assessment fields in the Test tool 
are custom attributes.  The System 
Administrator can add/modify 
custom elements in the Custom 
Attribute/Dictionary under the 
Test element. 
 
1. System Administration > 

Custom > Attribute 
Dictionary > Test>State 
Code > Dictionary 

 
2. System Administration > 

Custom > Attribute 
Dictionary > Test>Test Type 
> Dictionary 

Creating a New Test Structure 
The test structure defines the way 
the individual test scores will 
display on a student’s Assessment 
tab. 
 
To create a new test go to  
System Administration > 
Assessment > Tests and click on 
New Test.  
 
Note: Organize the test by 
creating a parent structure for 
composite score(s) if necessary 
and child sections for subset 
scores. 



 

1. Create a new parent test. 

a. Enter the Name of the test. 
b. The Parent Test field needs 

to have (no parent) selected. 
c. Enter the district or school 

defined Code (i.e. MME 
08). 

d. Select the school Year in 
which the test was 
completed. 

e. Select the Test Grade 
Level. 

f. Select the Test Type that 
best classifies the test. If it is 
a State Test then select the 
State Code defined by the 
state and added to the 
Custom 
Attribute/Dictionary.  

g. Put a check in the box next 
to Display in Transcripts. 

h. Click Save. 



2. Create a new subtest (child) 
under the parent. 

a. Click on New Test. 
b. Enter a Name for the test 

(i.e. ELA). 
c. Select the Parent Test from 

the list that was created in 
step 1. 

d. Enter the district or school 
defined Code. 

e. Select the Subject in which 
the test should be 
categorized. 

f. Select the Test Grade 
Level. 

g. Select the Test Type that 
best classifies the test. If it is 
a State Test then select the 
State Code (i.e. MEAP – 
ELA). 

h. Choose whether or not to 
display test scores on a 
student’s transcript and/or 
portal account by placing a 
check in the appropriate 
boxes. 

i. Place a check in the Scale 
Score and Result 
checkboxes as options for 
scoring and displaying on 
the students Assessment 
tabs. 

 
3. Repeat this process for any 

additional subtests (i.e. Math, 
Science, and etc…). 

 

 

 

Note: If a spreadsheet or flat file does not have test score results defined, the 
user may define these by using the Result Statuses editor. For these to appear 
for selection on the student Assessment tab, the Result checkbox must be 
flagged. 



Score Import Wizard 
The Score Import Wizard allows 
districts to import student test 
scores from external testing 
agencies in Campus. 

1. Navigate to the Score Import 
Wizard. System 
Administration > Assessment 
> Score Import Wizard  

2. Click on New Import 
Mapping. 

3. Enter the Name and File 
Type. 

4. Map the import file to the test 
structure created earlier in 
this guide. 

5. Select the identifier to be 
used to map test scores to 
students in Campus (i.e. 
Student Number). 

6. Set the import file by clicking 
Browse and locating it.  

7. Click Upload & Continue. 
8. Click New. 
9. Enter a Name for the column.  
10. Locate the bolded column 

number from the Raw Data 
File Sample display frame 
that identifies the column to 
be mapped. Enter the column 
number in the Seq in Data 
File field. 

11. Select the Campus field to 
which the column’s data 
should be mapped from the 
Map to data field dropdown 
list. 

12. Select the type of mapping 
action to be performed on this 
column from the Action 
performed on this field 
dropdown list. 

13. Place a check in the Strip 
leading zeroes checkbox if 
the column’s data imported to 
Campus should exclude all 
zeroes that precede the actual 
values. 

Note: The student identifier (state ID, student number, person ID, etc. from 
step 5) must exist as a column within the import file, must be mapped to the 
same type of data field, and must have the Match to student data option 
selected. 
 
The file that is being imported should be saved as a comma-separated, tab-
delimited or fixed-width file (i.e. .csv, .txt). 

 



 

14. Define a Number Format as 
necessary for decimals. 

15. Click the Save button to save 
that column’s record. Saved 
columns will appear as 
previews in the Selected 
Data display frame. 

16. Add additional columns as 
necessary. 

17. Review the data to be 
imported by clicking on the 
Test button. Potential 
warnings and issues will 
display. 

18. Import the data by clicking 
on the Import button. 

19. Click the Finished button 
when done. 

20. Verify that assessment info 
has imported by navigating to 
Student Information > 
General > Assessments tab of 
a student whose data should 
have imported. 

Note: An import may be run more than once; however, a new record will be 
added to the student’s Assessment tab each time the import is run. Repeating 
the same data import is not recommended within a State Edition for 
synchronization purposes. 

Reusing a Saved Import 
When an import has been mapped 
and the columns have been 
properly defined, that import is 
saved. This allows districts to 
easily apply the format to future 
imports. 
1. Select the saved import 

template to reuse. 
2. Locate the import by clicking 

Browse. 
3. Test the import by clicking 

Upload & Test. 
4. Perform the import by 

clicking Upload & Import. 

Note: To reuse an import format, the user should verify that the testing agency 
has not changed the layout of the data columns. If the columns have been 
changed, the format may be modified by clicking the Edit button. 

 


