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User’s Guide English Language Assessment Irreqularities Web Application System

Overview

The English Language Proficiency Assessment Irregularities Web Application System (ELPAIWAS) was
developed by the Virginia Department of Education (VDOE) to provide an efficient and automated method
for submitting and resolving testing irregularities. Many of the fields are available as drop-down menus. The
procedure for using ELPAIWAS is as follows:

1. Testing Irregularity occurs

2. School Testing Coordinator (STC) enters information and submits to Division Director of Testing
(DDQT)

DDOT reviews and submits to VDOE

VDOE staff closes irregularity or requests additional information

DDOT and STC view resolution

DDOT prints or exports irregularities as needed

o gk w

This User’s Guide will provide you with step-by-step instructions for accessing ELPAIWAS and reporting
your testing irregularities. Please keep in mind that all irregularities need to be reported to VDOE. The
Student Names/STIs field space is limited to 500 characters, which is approximately 20 students. If you
cannot fit all of the student information into this field, you can type the information into the Description of
Irregularity field or use the Single Sign-on for Web Systems (SSWS) Dropbox to send the information.
Please keep in mind that this information is confidential and must not be submitted through e-mail.

The STC should follow the directions of the DDOT for reporting testing irregularities. The STC may enter
irregularities directly into the ELPAIWAS or may submit the irregularities to the DDOT on the Virginia
English Language Proficiency Assessments Testing Irregularity Submission Form found in the Resources
for the Annual Administration of the English Language Proficiency (ELP) Assessments. If irregularities are
reported to the DDOT on the irregularity form, the DDOT will be responsible for entering them into
ELPAIWAS. The irregularity form should not be submitted to VDOE.

Remind staff members with access to the testing irregularity system that testing irregularities are
confidential and should not be discussed.

For technical questions about how to use ELPAIWAS and general policy and procedure questions, please
contact the Office of Test Administration, Scoring and Reporting by e-mail at
student_assessment@doe.virginia.gov or by calling (804) 225-2102. For questions regarding a particular
irregularity that has been submitted to VDOE, please contact the staff assigned to the irregularity (the
person is listed in the Response By field of the irregularity) by calling (804) 225-2102.

For additional English Language Proficiency Assessments Irregularities Web Application System
resources, go to the English Language Proficiency Assessments page on the Virginia Department of
Education Web site.

October 3, 2017 Page 3


mailto:student_assessment@doe.virginia.gov
https://www.doe.virginia.gov/teaching-learning-assessment/student-assessment/virginia-english-language-proficiency-assessments

User’s Guide English Language Assessment Irreqularities Web Application System

Getting Started

The English Language Proficiency Assessments Irregularities Web Application System (ELPAIWAS) can
be accessed through the Single Sign-on for Web Systems (SSWS) provided by VDOE.

The SSWS Account Manager in your division can grant access to ELPAIWAS. Access can be given to the
DDOT, STC, and any other appropriate personnel as directed by the DDOT. The Account Manager should
be instructed to assign Data Entry access for a DDOT at the division level and for an STC at the school
level.

You may already have access to SSWS for other applications and will need the Account Manager to add
the English Language Proficiency Assessments Irregularities Web Application System as an available
application. When you have access to several applications, your VDOE Sign-on Home page may look
similar to the screen shot below.

Single Sign-on for Web Systems Home Page

-
T VIRGINIA DEPARTMENT OF EDUCATION
SSW3 Menu

SSWS Imtructions
Logout
. Change Password
SSWS Apgﬁcuion Selection =
Questions
Please select one of the Applications listed below Educatienal Direstory
APPLICATIONS Division Contase List
Devision Director of Testing {POOT) - Assessmant Resources for the Dwision Descior of Testing prowded by the Vieginia fRatain Division Contacts
Deparyment of Education, Deasion of Student Assessment and School Improvement
I Emmmmmmwmmusmsm| Appication for the manegement of the cocumantaticn requirsd 10 explain and Dropbox
RS0e IMEQuUiariies aunng English Language Proficency Assessment asing EIM Sarvice Request
Single Sign-on for WER Systerns (SSWS] Admin - Single Sign-on for Wed Apphicatons includes mamltenancs of user P
information and access prealages for DOE web apphcstons
FRODUCTION
Testing Ireguiarities (TIWAS) - Apphication for s managemsnt of Ihe documentation requiac 10 axplaan and Iesove Uses Information
wmegulantes durng SOL testing ¥a Johnson
kia ohinsen
Stat of Pace of Educabion Staif
Start of Page D
VOOE $5WS Admin
Melans Loe

After logging in to the SSWS and clicking on the English Language Proficiency Assessments Irreqularities
Web Application System (ELPAIWAS) link, the Testing Irregularities home page will appear. This page
gives you general directions and contact information. The following screen shot displays the home page.
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Testing Irregularities Home Page

[ 3
? VIRGINIA DEPARTMENT OF EDUCATION

SWE Menu >> Test ELPAIWAS Home

Engish Lenguege Profickency Assessment lmegularfies Web Applcation System (ELPAIVAS) appbcation prowdes the Mslriate

funcionaity needed 1o eater and manage Iregulantes dscovared duning T admmstrabion of the annud Englsh Bnguage Dociimants

proficency assessment 1 aliows school dndsons 10 enter iregulanty datails and the DOE 1o prowda feedack on each évent Account Access

Report

All apphcaton funchons ars accassed wa the nght-hand gray menu Dar Addaonal navwgabon, 1stuming 1 the SSWS memu

back to a previcus page, e4c. 15 providad vie the biack breadcrumib ber at the top of sach pegs PRODUCTION
User information
Kia Jobnson

Cick the Maintain Imeguiantes menu fam to enter 3 new event, of 10 view'ed a past event To add a new tmegulanty, cick the
Add Iregulerty bution To access past wreguiannes. enter the orilena known ebout it and cick the Search bution & the botiom of Kia ohngo
tha papa. A summary ist of all rregulantiss meeang the orana wil be displayad Ciick the Eda ink to update or the View fnk to Degt. of Educasnn Seaf

ravew the datasls about a selected rreguianty Durng an Edt, chicking the Subimet Dala bution 2 the boftom of the page will save

ol changes to the database VDOE Appiication
Contact (Test
Irequianity detads may ba downloaded 10 an Excel spreadsheet from the summary page The spreadsheet wil ony contan ELPAMAS)
thosa recortds meeang the entarad salection oreena Seret Susbury
{804) 2252102
| VDOE SSWS Admin

Click on the Maintain Irregularities link to access the Maintain Irregularities page.

After clicking on the Maintain Irregularities link, the Maintain Irregularities page will appear. From this page,
you can add, search for, or view an irregularity.
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Maintain Irregularities Page

=
¥
A

# VIRGINIA DEPARTMENT OF EDUCATION
SSWS Menu >> ELPAIWA S Home >> Maintain liregularifies

Logout

‘Maintain Irregularities

Search Testing Irregularities

Please provide search criteria as desired and press 'Search’ or add by pressing 'Add Irregularity’.
IRR No: |
Admin Year: ' A

R
Division Name: | All v
School Name: | All v
Status: | All v
Assigned To: | All v

Description of Irregularity:

VDOE Response:
Start of Page

The buttons/links on the screen indicate the various activities you can perform.

Table 1-Maintain Irregularities

Button/Link Action

Search Search for an existing testing irregularity
Reset Clears search criteria

Add Irregularity Add a new testing irregularity

Logout Log out of the Single Sign-on for Web Systems
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Adding an Irregularity

Select the Add Irregularity button. The screen shot below shows the fields that are available on the Testing
Irregularity - Add screen.

Testing Irregularity - Add Screen

f VIRGINIA DEPARTMENT OF EDUCATION

R SWS Mo >> Fest ELPAIWAS Home >> Makntain lregubarities >> lesting kvegularity

Logout

Testing Irregularity - Add

Note: Fields marked with astensk * are required

Testing Iregularity

Division Name Other Agency Outside Va School System (288)

* School Name None v
Created Date

Created By Kia Johnson

IRR No (New)

* Test Source None v
* Test Mode None ¥

* Test Tier NA v

* Admin Year None v

No of Students:

Student Grade

LORge Do c:-ech:a::q apmsym:aksng Reading  Witing

Grade Cluster

Student NamesSTls

* Descnption of Irreguianty

Submitted to DOOT No v

Resat Retum 10 Search Submit Data

Tables 2, 3 and 4 indicate which fields are automatically populated by the system, which fields are required,
and which fields are optional.

October 3, 2017 Page 7



User’s Guide English Language Assessment Irreqularities Web Application System

Table 2-Fields Automatically Populated

Fields Automatically Populated (highlighted in pink) Level of Access
Division Name STC/DDOT
School Name* STC/DDOT
Created Date STC/DDOT
Created By STC/DDOT

IRR No STC/DDOT
Submitted to DDOT Date STC/DDOT
Action By DDOT

*The field is automatic for the STC. The DDOT will have a drop-down menu from which to choose the appropriate school.

Table 3-Required Fields

Fields Required (highlighted in blue with red asterisk) Character Length | Level of Access
Test Source — STC/DDOT

Test Mode — STC/DDOT

Test Tier — STC/DDOT
Admin Year — STC/DDOT
Description of Irregularity 4000 STC/DDOT
Submitted to DDOT — STC/DDOT
DDOT Action — DDOT

Table 4-Optional Fields

Optional Fields (highlighted in blue) Character Length | Level of Access
No. of Students — STC/DDOT
Student Grade — STC/DDOT
Language Domain(s) — STC/DDOT
Grade Cluster — STC/DDOT
Student Names/STls 500 STC/DDOT
DDOT Comments 4000 DDOT

October 3, 2017
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Steps For Adding An Irregularit

To add a testing irregularity, follow these steps:

1. Click on the Add Irregularity link on the Maintain Irregularities page.

2. Fill'in the required information on the Testing Irregularity - Add screen.
NOTE: All Required Fields table must be completed.

3. Select “Yes” in the Submitted to DDOT field if all information is accurate and complete. If more
information needs to be collected, do not select “Yes” in the Submitted to DDOT field.

4. Click on the Submit Data button to save your entries or changes. On the confirmation screen, a
green checkmark will indicate the irregularity has successfully been saved and the irregularity has
been assigned a number.

The information in the following fields must pertain to the ELP assessment that was administered, even if
the irregularity is related to an incorrect ELP assessment being administered:
e Test Source
Test Mode
Test Tier (If the test tier is not applicable, select “N/A.”)
Admin Year
Description of Irregularity
Submitted to DDOT

For example, if a student was administered a paper ACCESS for ELLs 2.0 test on the incorrect tier, the tier
administered should be selected.

Once an irregularity is added or submitted to the DDOT, the user is returned to the Maintain Irregularities
page. To view the irregularity, use the Search link (see the section of this manual titled Searching for an
Irreqularity).

Note: No action should be taken by an STC or other testing personnel unless the irregularity has been
closed by VDOE. It is imperative to refer to the DDOT Comments field or the VDOE Response field to
resolve the irregularity.

DDOT Action

The DDOT must select “Submitted to DOE.” The DDOT may not resolve the testing irregularity without
input from VDOE. VDOE will only be able to view the irregularities where the DDOT has selected
“Submitted to DOE” in the DDOT Action field. For more information about approving and submitting testing
irregularities, refer to the section, Editing an Irregularity.

Searching for an Irregularity

STCs and DDOTs may search for irregularities within their own designated school or division, as identified
by the User Name. Therefore, an STC may only view irregularities associated with the school and a DDOT
may view all irregularities in the division.

Irregularities may be searched on the following fields: IRR No, Admin Year, Status, Description of
Irreqularity, and VDOE Response. All of the irregularities within a school or division may be viewed if no
search criteria are selected.
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Search Testing Irregularities Screen

T

< T % VIRGINIA DEPARTMENT OF EDUCATION

SSWS Menu >> ELPAIWASS Home >> Maintain liregularities

Maintain Irregularities

Search Testing Irregularities

Please provide search criteria as desired and press ‘Search’ or add by pressing 'Add Irregularity”.
IRR No: | '

Admin Year: |All v

Division Name: Al v
[School Name: T Al v] The DDOT can limit a
Status: | All N search to a particular
Assigned To: | All v school.

Description of Irregularity:

VDOE Response:

| Reset Add lrregularity | Search

Start of Page

Steps For Searching Irregularities

To search for a testing irregularity, follow these steps:
1. Select the search criteria from the available fields on the Maintain Irregularities page. NOTE: At
least one search criterion must be provided.
2. Click on the Search button.

Testing Irregularities Sort Order

After clicking the Search button, a list of testing irregularities will appear on the screen that matches the
search criteria selected on the Search Testing Irregularities screen (see Search Results screen on the next
page). The default sort order of the irregularities is by status and created date.
e STC sort order:
o Added, Submitted to DDOT, Submitted to DOE, Response by DOE, Closed by DOE
e DDOT sort order:
o Submitted to DDOT, Added, Response by DOE, Submitted to DOE, Closed by DOE
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Search Results Screen

1 7 VIRGINIA DEPARTMENT OF EDUCATION
SSWS Menu >> ELPAIWAS Home >> Maintain Irregularities

English Language Assessment Irreqularities Web Application System

Logout

| Reset |

‘Maintain Irregularities

IRR No:
Admin Year: |All v
Status: All

Assigned To: | All
Description of Irregularity:
VDOE Response:

| Add Irregularity |

Search Testing Irregularities

Please provide search criteria as desired and press "Search’ or add by pressing *Add Irregularity”,

| Search |

Search Results (4) Please click on the IRR No. from search results to Edit ELP Testing lrregularity

[

21

20

Admin Year

Test Source |

2016
Alternate ACCESS for ELLs

2018
ACCESSforELLs 2.0
2016

ACCESSfor ELLs 2.0

2018
ACCESS forELLs 2.0

Division Name
School Name
Assigned To

08-MAR-2016
Added

08-MAR-2016
Submitted to DDOT

08-MAR-2016
Submitted to DDOT

08-MAR-2016
Submitted to DDOT

View

View

View

View

October 3, 2017

Maintain Irregularities

TEST

User Information
ELP_TESTER1 User.
ELP_TESTER1

Henrico County (043)
DEEP RUN HIGH

Local SSWS Admin
Bob W. Oakley
£804-552-3841

(@ Ewai,

Local SSWS Backup
Admin

Helen S, Whitehurst
804-552-3831

Local Application
Contact (ELPAIWAS)

€=

VDOE Application
Contact

Sarah Susbury
{804)225-2102

(@ Ewa)

VDOE SSWS Admin
Susan Wiliams
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English Language Assessment Irreqularities Web Application System

Testing Irregularities Status

The testing irregularities listed will have various words/phrases in the Status column. The status of an
irregularity will determine the action to be taken. The following table defines the different statuses.

Table 5-Testing Irregularity Status

E-mail - .
Status Nofification Description Next Step Visible By
A new irregularity has | When irregularity is , .
Added — been added by STC | complete and accurate, SE%(TV('\P}Y;/VTEIEM
or DDOT. submit to DDOT.
An irregularity has DDOT must review STC (View only)
Submitted to . been completed and | irregularity and submitto | DDOT (View/Edit)
DDOT submitted to DDOT | VDOE.
for review.
DDOT has submitted | VDOE reviews and STC (View only)
Submitted to _ irregularity to VDOE | determines if more DDOT (View only)
DOE for resolution. information is needed or VDOE (View/Edit)
resolves irregularity.
VDOE has requested | DDOT provides additional | STC (View only)
Response by %eDntOt'? more information from | information to VDOE. DDOT (View/Edit)
DOE division. VDOE (View/Edit
VDOE has resolved | Division proceeds based | STC (View only)
Closed by DOE SDe[;](t') t'I? gnd cllosid on resolution provided. DDOT (View only)
Iregulartty. VDOE (View/Edit)

An e-mail notification will be sent to the DDOT under the following situations:
e The STC has submitted an irregularity to the DDOT.
e VDOE has responded to the irregularity requesting additional information.
e VDOE has closed an irregularity.

The notification will be sent to the DDOT'’s e-mail address provided by your division in the School
Administration Data Collection.

October 3, 2017
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Sample E-mail Notification

ELPAIWAS Testing Irregularity # "2" having a status of "Submitted to DOE," requires
your attention.

Please go to https://plpe.doe.virginia.gov/ssws and log in to the Single Sign-On for
Web Systems application.

After logging in, click on "ELP Assessment Irregularities (ELPAIWAS)." Click on the
"Search" link and enter "2" in the IRR No. field. Press the Search Button.

For more information regarding the ELPAIWAS Irregularities Web Application System,
please contact the Office of Test Administration, Scoring and Reporting at
804.225.2012 or student_assessment@doe.virginia.qov.

DO NOT REPLY to this e-mail message.

Editing an Irregularity

An irregularity will need to be edited any time it requires a response or needs to be corrected or updated.
The following scenarios would require using the edit function:

The STC needs to add more information to an irregularity and submit it to the DDOT.

The DDOT needs to add comments to an irregularity and select an action.

The DDOT needs to update or correct information to an irregularity before submitting it to VDOE.
The DDOT needs to respond to an irregularity that requires additional information.

In the event an irregularity needs additional or corrected information, STCs and DDOTs may edit an
irregularity. Refer to Table 5-Testing Irregularity Status for a complete list of the actions available for each
irregularity status.

A DDOT may change the status of an irregularity by selecting “No” in the Submitted To DDOT field. This
will allow the STC to enter additional information if needed. In addition, VDOE may change the status of an
irregularity by selecting “None” in the DDOT Action field to allow the DDOT to change or update
information.

NOTE: Only an irregularity with the IRR No that is hyperlinked can be edited.
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Testing Irregularity — Irregularity Number Hyperlinked

1 7 VIRGINIA DEPARTMENT OF EDUCATION

SSWS Menu >> ELPAIWAS Home >> Maintain Irregularities

This irregularity
can be edited.

‘Maintain Irregularities

Piease provide search criteria as desired and press "Search’ or add by pressing "Add Irregularity”.

IRR No:

Admin Year:
Status: All v

Assigned To: All v

Al v

Description of Irregularity:

Search Testing Irregularities

This irregularity
cannot be edited.

VDOE Response:
| Reset | | Add Iregularity | | Search |
Search Results (4) Please click on the IRR No. from search resuits to Edit ELP Testing lrregularity
IRR No ] Admin Year [)S':;ls(;gr':::': Created Date
Test Source | Assigned To Status

2016 08-MAR-2016 View
Alternate ACCESS for ELLs Added ——
2016 08-MAR-2016 oo
ACCESS for ELLs 2.0 Submitted to DDOT e
2016 08-MAR-2016 View
ACCESS for ELLs 2.0 Submitted to DDOT ——
2016 08-MAR-2016

20 ACCESS for ELLs 2.0 Submitted to DDOT View

October 3, 2017

Maintain Irregularities
Logout

TEST

User Information
ELP_TESTER1 User.
ELP_TESTER1

Henrico County (043)
DEEP RUN HIGH

Local SSWS Admin
Bob W. Osakley
£804-552-3841

=

Local SSWS Backup
Admin

Helen S, Whitehurst
804-552-3831

(@ Estai)

Local Application
Contact (ELPAIWAS)

(@ Eai

VDOE Application
Contact

Sarah Susbury
(804)225-2102

(@ Estai)

VDOE SSWS Admin
Susan Wiliams
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Testing Irregularity - Edit Screen

? I VIRGINIA DEPARTMENT OF EDUCATION

S SIS Muna »» Tl ELPAIMAS Homm > Mainian Iiregader ity »> Testing languarity

Studert Grade
Cheth all thiat acoly

Language Doman Liskening Speckiiy

Reading - Wnang
Grace Clusser

Swdert NamesSTls

Descripbion of ireguianty

Submtted %0 DOOT Yes ¥

Submified %o COOT Date  11.JUL2ONT

DOOT Comments

Logout
Testing Irreguiarity - Edit
Note: Fields marked with 350005k * e raguined
Divesian Name
* School Name v
sreated Date MLIUL 207
sreated By Kia Jehnson
IRR No 77
Teat Source Kindorgarton ACCESS for ELLs v
“ Test Mogse Pager v
Test Tar
Agman Year 2017 v
No. of Students

English Language Assessment Irreqularities Web Application System

Maintaia reguiatites
| Midminisration

Lockup Date

PRODUCTION

User information

K& Jannson

K2 oreson

Dept. of Equcaton Sta®

VDCE Application
Contact (Test
ELPAIWAS)

Sarah Susbury
(B0M) 225-2100

2

VDCH $SWS Ao
Metame Lore
(B04) 2203318

Steps For Editing Irregularities

3. Select the search criteria from the available fields on the Maintain Irregularities page. NOTE: At

least one search criterion must be provided.
1. Click on the Search button.

From the Search Results list, click on the IRR No for the irregularity you wish to edit. The IRR No
will only appear if you have the authority to edit the irregularity (see Table 5-Testing Irregularity

Status).
Make any necessary changes.
4. Click on the Submit Data button to apply your changes.

w
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Viewing and Printing an Irregularity

When an irregularity has been closed by VDOE, it will be necessary to view the irregularity to determine the
resolution. In some instances, you may also want to print the irregularity.

Steps for Viewing and Printing Irregularities

4. Select the search criteria from the available fields on the Maintain Irregularities page. NOTE: At
least one search criterion must be provided.

1. Click on the Search button.
From the Search Results list, click on the View link in the Edit column for the irregularity you wish
to view. The irregularity will be generated as a Portable Document Format (pdf).

3. You will then be prompted to open or download the file.

4. Once opened or downloaded, the file can be printed.

Exporting Irregularities

At any time, the irregularities may be exported and saved electronically. The irregularities exported will
reflect the search criteria entered in the fields on the Search Results screen. For example, if you have a list
of irregularities with the status “Submitted to DOE,” only those irregularities would be exported.

October 3, 2017 Page 16



User’s Guide English Language Assessment Irreqularities Web Application System

Search Testing Irregularities Screen

? & VIRGINIA DEPARTMENT OF EDUCATION
S5 Mt > Jead ELPAMAL Hutoe >> Matslaen kregule Dies

Macrzan e ey
Maintain irregularities Lot Dats
Maitain
Bocusents
Search Testing kregularities
Flease provide search crtera as desred and press ‘Searcy’ of add by presting 'AS Fregulanty :M e
1R No
oy PRODUCTION
ARTRNE: 2217 v User mformaton
Divegios Name© 4)1 v ¥ Johraen
Schoot e A4 v W rneen
Diapt ol EQucaton Stut
Suts Al v
Assgned To  ¥ia Jorevion v VDOE Apgiication
Oosoipos of imeguarnity Contact {Test
ELPAIWAS)
VDOE Resgenie Sarsh Sustony
Retet Add Irregaarity Sesrch i) 225202
e
Search Results (1) Please click on the RN No, from search resuits 10 Edit ELP Testing kreguiarty VDOE SSWS Aol
= Wi v
IRR No 1 =B ol o Created Date o S
3 Assigned To | Status | [ s |
- SUne'y Alrobst
=8 2007 20JUNOTT vie p":” oo
nosgarten ACCESS hor ELLe Kia Johnson v Chotad oy DOE ax
41 Moroson Excel
2007 15-JUN-2017 e
2 ACCESS for ELL 2.0 XKa Johron ¥ CusedtyDoe O | L
< 207 OB-MAY-2017 A
§23 ACCESS for ELLS 2.0 Kin Johnson ¥ ChssdoyOoE i
azd 207 13APR-2017 s
- ACCESS for filLs 20 Kia Jonmon v Chesdty 0CE ==
Doweload to Excel I Agsign Stafl

Steps For Exporting Irregularities to a Microsoft© Excel (.xlIs) file

1. Select the search criteria from the available fields on the Maintain Irregularities page. To return a
list of all testing irregularities, do not specify any criteria.

2. Click on the Download to Excel button.

A pop-up window will appear. Click Save.

4. Close the pop-up window to return to the Search Results screen.

w

For questions regarding ELPAIWAS and ELP assessment testing irregularities, please contact the student
assessment staff by e-mail at student_assessment@doe.virginia.gov or by calling (804) 225-2102.
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