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SMART Administration
Welcome to the SMART - Administration module.

This module is designed to guide you through the key preparation and setup tasks required to
effectively organise students | akonga, customise the system, generate necessary materials, and
establish smooth administration processes within SMART.

You will learn how to import students | akonga and classes (groups), how to add a colour theme,
and how to print student one-time codes. The module also covers how to print paper-based
assessment question and answer sheets, how to establish an administration workflow, and how to
ensure teachers are coordinated and prepared.

In addition, you’ll understand how data privacy and security are maintained throughout the system.

By the end of the module, you’ll have a clear, practical understanding of how to prepare your
students, materials, and team so that assessment sessions can run efficiently and securely.

Please note this document matches the SMART Administration module available on Education LMS
but some slight differences for formatting or brevity may occur.
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SMART Administration

This module will cover:

3

How to import students | akonga and classes (groups),

How to add colour theme

How to print student one-time codes

How to print paper-based assessment question and answer sheets
How to establish an administration workflow

How to ensure teachers are coordinated and prepared

How data privacy and security are maintained

SMART Administration
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Assessment Resources

For each of the assessment phases there are a suite of resources to support you. Most of
the resources are designed to be used after you have completed the training modules.
However, you can choose how best to use them.

They include content rich summaries, step-by-step guidelines and checklists. You will also
find detailed information to support the delivery and marking of Writing, Reading, and
Maths assessments.
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Assessment Resources

Step 1:

On the dashboard, select 'Assessment Resources'
EI:.’.:‘;’.’... et

Welcome Jason!

e the quick links below to easily 3 )
1. Preparation 2, Delivery 3. Marking 4. Reporting
Ip your yedor it Mark r ent | Sor Understand how
pertor

Assessment Resources co Print Student | Akonga Codes Upload Printed Arswer Sheets Interim Reports

g tond B8 o . B cne B .
tudents | Skonga 10 star the

Import Students | Akonga Detalled Reports

fﬁ} . 1 300 SrBNNS ¢ tude @ Print Paper Assessments B Flagged Print Subsmissions ] | | Soeith and

Class Management

BE

Print Answer Sheets
D 1 ' ' @ Mark Assessments
Maurk » .- tudent .

Accessbility Prefetences

N

and extra
Q Dediver Assesament Session

uppont
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Assessment Resources
Step 2:

This will take you to the page on Tahdrangi where you will find the resources, guidance and
information sheets about SMART

New Zealand v Implementation v Learning Area v Assessment and v Teaching v Leadership
Curriculum Supports Resources Reporting Support Resources

S ) e k mA
e |
SMART - Overview and access “ 7‘ o] |
3 9 ' ~ e F’\. Y s
SMART (Student Monitoring, Assessment and Reporting Tool) supports the assessment of | ) : - - -
students in Years 3 to 10. A ; -

Assessment and Reporting / Assessment Tools and Resources / 2 - b
SMART - Overview and access

About this resource
Audience

Resource Language

This resource provides an overview of SMART (Student Monitoring, Assessment and Reporting Tool), which supports
assessment and aromatawai for students and akonga in Years 3-10.

SMART is designed to:

* Enable twice-yearly assessments in Reading, Writing, Maths, Panui, Tuhituhi, and Pangarau
o Cive teachers and kaiako clear consistent information to sunnart next learnina stens

8 SMART Administration education.govt.nz
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Importing student records to SMART

Students must be imported to SMART to be enrolled into assessment sessions, and to be
assigned a unique access code.

This information will be most relevant to school leaders and administrators. Teachers can work
through this page if they like or may want to skip ahead to the next lesson.

Students | akonga information can be imported by users who have been assigned the SMART

School Administrator role within ESL. They will also have access to school roll records. School

administrators can contact the Education Service Desk at service.desk@education.govt.nz if
they have any issues importing student information into SMART.

10 SMART Administration education.govt.nz
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Importing student records to SMART

Ensure that you have downloaded a student records AST file from your

SMS, and have stored this in a secure location on your network.

Guidance on how to download from your SMS provider is available on
Tahdrangi or alternatively you can contact your SMS provider directly for

support.

11

G

®

Individual student or class information can be imported into SMART if your
SMS provider supports this function. Students cannot be manually entered

into SMART. Please get in touch with your SMS provider for support.

SMART Administration
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Importing student records to SMART

Step 1:
Log in to SMART and select ‘Import Students | Akonga’

Welcome Jason!

e the quick links be easily )
1. Preparation 2, Delivery 3. Marking 4. Reporting
I your > £ It Mark t it | Son L erstand W
pet o
E Assessment Resources o Print Student | Akonga Codes Upload Printed Arswer Sheets Interim Reports
TR i — . B v B . .
tudem Mo ]
Import Students | Akonga Detailed Reports
{6} " 10 and arhaniss Ludhs 6 Print Paper Assessments D Flagged Prnt Subsnissions |l| Sopth analy
oo Class Managerment
(= =] Print Answer Sheets
D Pt paper answes shoets f @ Mark Assessments
- Accessibility Preferences
> > accestibilty and et
% . Dediver Assesament Session
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Importing student records to SMART

Step 2:

Confirm your email address is correct

Te Tituba o @ann Tewhotd
tn Mélouranga reaaniaiaer T
iy o Lia st

Import Students from your SMS (using an AST file)

13 SMART Administration education.govt.nz
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Importing student records to SMART

Step 3:
Select 'Upload File'

Te Tawsh 0 dann Terhnmd
= Maiouwrunpa v =i NG YA (e .IT
i ol L i

Import Students from your SM5 [using an AST file)
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Importing student records to SMART

Step 4:
Navigate to the SMS AST extract file and select it, and then select ‘Start’
[ s .
(=]

SMART will upload the file without supervision and update you with an email when the import is
complete.

15 SMART Administration education.govt.nz
[UNCLASSIFIED]




[UNCLASSIFIED]

Importing student records to SMART

You will also be able to check the status by selecting ‘View Results. The Import Progress’ screen
will display the details of the import.

If there are records that have failed to upload, you will be informed in the email and on the ‘Import
Progress’ screen.

In this case, correct the records within the SMS and export them again, then upload them to
SMART.

Email service.desk@education.qovt.nz for support if the student | akonga upload file fails
to load or if errors continue to occur.

16 SMART Administration education.govt.nz
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Class Management

The Class Management screen allows you to control which classes are active within SMART. This
is particularly useful for large schools, such as intermediate and secondary schools, as it enables
you to deactivate imported classes that are not relevant to the assessment areas of Reading,

Writing, Mathematics, Panui, Tuhituhi, and Pangarau.

18 SMART Administration education.govt.nz
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Class Management

Step 1:

Enter Class Management

Te Tahuhu o

Welcome Jason!

Use the quick links below to easily access each step.

1. Preparation 2. Delivery
Set up your class before testing. Run assessments with your students | dkonga.
Assessment Resources oo Print Student | Akonga Codes
Access Tahurangi teaching and o Print unique login codes for your
assessment resources. students | skonga to start the

online assessment.

Import Students | Akonga
663 Import and organise your student | Print Paper Assessments
akonga classes, 6 Print paper assessment packs for
paper-based delivery.

Class Management

Deactivate unnecessary classes. Print Answer Sheets
D Print paper answer sheets for

paper-based delivery.

Accessibility Preferences

i

t I n (f . .
Set up.accessibifity and extra Deliver Assessment Session

support tools. @
Create, manage and monitor live

19 SMART Administration
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3. Marking

Mark and review student | akonga work.

Upload Printed Answer Sheets

Scan and upload paper
submissions for paper-based
delivery.

Flagged Print Submissions
Review scanned submissions that
need your attention for paper-
based delivery.

Mark Assessments
Mark and review student | 3konga

submissions.

4. Reporting
Understand how your stt

performed.
Interim R
B View early
dkonga pr
Detailed
| I | In-depth a
akonga pe

education.govt.nz
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Class Management

Step 2:
Deactivate any classes not required for SMART assessments
2o e
Class Management
(e
B S('Alb&?s School Year 3 Deactivate
— ?tAIbc:ns School Year 5
- SE f\lbazs School Year 8

The checkboxes beside each row are multi-selectable, and the checkbox beside the 'Class’' label
on the header of the table can be used to select all.

20 SMART Administration education.govt.nz
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Allocating accessibility colour themes
to student profiles
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Allocating accessibility colour themes to
student profiles

Accessibility adjustments are used during assessment to meet a range of physical, emotional,
sensory, medical and learning needs. They provide flexibility in the ways learners are assessed,
reducing barriers so that students | akonga are better able to demonstrate what they know.

When completing an assessment within SMART students have the option of choosing a different
screen colour. These colour themes are designed for accessibility to support learners with certain
diagnoses such as visual stress, dyslexia and ADHD. There is no specific colour for a specific
condition, it is more a matter of personal preference and comfort.

There is a separate module available that goes into further detail on these colour themes and you
can explore one of these options through the familiarisation site. However, if you do have a student
who requires a colour theme to be applied this is the process to follow.

22 SMART Administration education.govt.nz
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Allocating accessibility colour themes to

student profiles

Step 1

From your smart dashboard click Accessibility preferences.

(] @ BCD-Framework-P Cg Benefits managem @ FILENET @ Home - Te Talwhu @ Login @ Online Timesheet & What is high impa

Te Tohutw o

Welcome Jason!

k WS Delow B

Import Students | Akonga
{G} S il datatioe vt st 6 Print Paper Assessments B Flagged Print Submissions
' ant Re et s '

B8

Class Management

D Print Answer Sheets

@ Mark Assessments
Mot and revie ont | §

Accessitility Preferences

h

Q Deliver Assessment Sevson
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Allocating accessibility colour themes to
student profiles

Step 2

Select the student(s) who require an accessibility colour theme.

Te Téhuhu o Jason TestAcct2
te M&tauranga JT

Test Player Themes

Select any student belc

X Clear

Name 1 School Student Number National Student Number Year Class Test Player Theme Created

Jason-Bravo JasonStAlbans 351800032 3200003518 3 St Albans School Year 3
Jason-Charlie jasonStAlbans 351800033 3300003518 3 St Albans School Year 3
Jason-Delta JasonStAlbans 351800034 3400003518 3 ear
jason-Echo JasonStAlbans 351800035 3500003518 3 3 o
Jason-Foxtrot JasonStAlbans 351800036 3600003518 3

Jason-Golf JasonStAlbans 351800037 3700003518 3 bans &
Jason-Hotel jasonStAlbans 351800038 3800003518 5 St Albans School Year 5
Jason-India JasonStAlbans 351800039 39000035 s bans School Year
Jason-juliet JasonStAlbans 351800040 4000003518 5 St Albans School Year 5

24 SMART Administration education.govt.nz
[UNCLASSIFIED]




Allocating accessibility colour themes to
student profiles

Step 3

A pop-up will appear. Ensure you have selected the correct student. From the drop-down field
choose the colour theme you wish to apply.

25 SMART Administration education.govt.nz
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Allocating accessibility colour themes to
student profiles

Step 4

Check you have selected the correct colour theme and press the “Apply Theme” button.

26 SMART Administration education.govt.nz
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Allocating accessibility colour themes

to student profiles

Step 5
You can see the student's profile now reflects the colour theme that will be used for each of their
assessments.

You can remove the colour theme or change the colour theme following the same process.

27 SMART Administration education.govt.nz
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Administration Planning for SMART
Assessments
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Administration Planning for SMART
Assessments

29

This section is designed to deliver information about SMART processes. It will also identify
methods and systems so that you can plan to implement them in the way that best suits
your school.

In this section you will learn how to print student answer sheets for paper-based
assessments. You will also be shown how these processes could be done by individuals
or a dedicated team.

SMART Administration education.govt.nz
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Administration Planning for SMART
Assessments

If you have completed the “SMART - Delivering Assessment’ module, you will know some of this
already. They are covered again in this module for two reasons:

* Your school may choose to have a centralised system for printing and preparation of paper-
based question sheets, answer sheets and student one-time codes.

It provides school leaders with the information needed when you consider the approach that
best suits your school.

The SMART - Delivering Assessment module shows the printing and preparation functions being
owned and completed by classroom teachers. This module allows you to explore other options for
the preparation and delivery phases.

30 SMART Administration education.govt.nz
[UNCLASSIFIED]



Student | Akonga One-Time Codes
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Student | Akonga One-Time Codes

Each student | akonga is issued a unique one-time code for every assessment. Understanding
what these codes do, and how your school manages them, is an important part of preparation.

What is a one-time code?

A one-time code is a unique identifier generated for each student

for each assessment. The code:

1 Is linked to the individual student and their enrolment

1 Allows the student to access SMART and complete their
specific assessment

1 Connects the student to your session for that assessment

1 Works from any location with internet access, students do not
need to be in the same room

Because one-time codes work from any location, they are particularly useful for dual-enrolled
students or those with differing accessibility requirements, for example, students working with a
teacher aide or SENCO in a separate space.

32 SMART Administration education.govt.nz
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Student | Akonga One-Time Codes

Who generates the codes?

The decision of printing the student one-time codes lies with each school.

Option 1: Teachers generate the codes for their own class (this process was explained in
Delivering SMART assessments).

Option 2: An administrator or member of the senior team prints the codes and provides them to
teachers (covered in this module).

Option 3: A combination of both, the school decides what works best.

33 SMART Administration education.govt.nz
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Generating and printing student codes
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Generating and printing student codes

Once your school has decided who is responsible for generating codes, the process involves
selecting the curriculum, assessment type, and year group, then locating the class and exporting
the codes.

The exported file comes as a pdf and is formatted as individual cards. These can be printed and
cut. Each card contains the student's name, class, one-time code, and the URL for accessing
SMART. Students will use these cards on assessment day.

The following steps walk you through the process of preparing the codes before the assessment.

35 SMART Administration education.govt.nz
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How to print student codes

Step 1
Select ‘Print student and akonga codes’ from the SMART dashboard.

Te Téhuhu o Jason TestAcct2
te Matauranga JT
Mewtry of EGucation

QO Privacy Statement

Welcome Jason!

Use the quick links below to easily access each step.

1. Preparation 2. Delivery 3. Marking 4. Reporting
Set up your class before testing. Run assessments with your students | dkonga. Mark and review student | akonga work. Understand how your students | akonga
performed.

Assessment Resources
Access Tahurangi teaching and

assessment resources.

Import Students | Akonga

{63 Import and organise your student |
akonga classes,

Class Management

Set up accessibility and extra
support tools.

36 SMART Administration

Print Student | Akonga Codes

Print unique login codes for your

students | konga to start the
online assessment.

Print Paper Assessments
Print paper assessment packs for
paper-based delivery.

Deliver Assessment Session

Create, manage and monitor live
assessment sessions.

[UNCLASSIFIED]

Upload Printed Answer Sheets
Scan and upload paper
submissions for paper-based
delivery.

Flagged Print Submissions
Review scanned submissions that
need your attention for paper-
based delivery.

= m) .

0o Deactivate unnecessary classes. Print Answer Sheets
Print paper answer sheets for @ Mark Assessments
paper-based delivery. Mark and review student | 3konga

o ate submissions.
Accessibility Preferences
=
—

Interim Reports
a View early insights on student |
akonga progress.

education.govt.nz
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How to print student codes

Step 2
This screen will display all students in your school.

The Student Code column (shown by the orange arrows) displays the onetime code allocated to each
student for every assessment they are enrolled in.

& Print Selected ( 3 ) & Print All

X Clear
Name School Student Number National Student Number Year Class Assessment Event Student Code
—_ D B 5 e 7~ < TR SO e Jaxs -The New Zealand Curriculum Assessment Assessment: Jason English - M
Jason-Bravo jasonStAlbans 351800032 3200003518 3 A 3 tath FXCCNVGC
ath 3
IR A e Jaxs -The New Zealand Curriculum Assessment Assessment: Jason English - M
Jason-Charlie JasonStAlbans 351800033 3300003518 3 R X PZFSYHZV
via >
Sl A T = Jaxs -The New Zealand Curriculum Assessment Assessment: Jason English - A
Jason-Delta JasonStAlbans 351800034 3400003518 3 2 > MTFLWMXD
Ma
e d e e e = Jaxs -The New Zealand Curriculum Assessment Assessment: Jason English - M
Jason-Echo JasonStAlbans 351800035 3500003518 Mah s DRXGYHPG
- Jaxs -The New Zealand Curriculum Assessment Assessment: Jason English - Math - yea
B Jason-Foxtrot 351800036 3600003518 3 St Albans School Year 3 J‘a ; The e3 L Y A ment: Jason Eng ath - year TOVDLTCQ
JasonStAlbans Viath 3
Sy = IR e = . - - Jaxs -The New Zealand Curriculum Assessment Assessment: Jason English - Math - year
Jason-Golf JasonStAlbans 351800037 3700003518 3 St Albans School Year 3 Nisth 3 WMXCLWMC
Vidi >

37 SMART Administration education.govt.nz
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How to print student codes

Step 3
The search functions allow you to filter by individual student, year, class, assessment, or event.

Once you have located the required students, you can select them and print their codes. This
helps you prepare class packs in advance and provide them to teachers before assessment day.

You can also quickly print batches of codes for relief teachers if a staff member is absent.

38 SMART Administration education.govt.nz
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How to print student codes

This screen supports both group and individual selection. The first screenshot below shows how to
select and print for a group of students.

DRXG YW

39 SMART Administration

education.govt.nz
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How to print student codes

The second shows how to select individual students.

e
''''' v
RIF Lo
v} DR Y
TEVDL 1R
. WO LN
MMXTOLE
P
lllll W
20N A30 Jas0rst) NMWPITYN
[ 4]
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How to print student codes

Step 4

Once your student list is refined, whether it includes a full group or individual students, go to the top
right of the screen and select a print option:

Print all: prints every student code listed (not just those listed in the table)

Print selected: prints codes only for the students you selected.

41 SMART Administration education.govt.nz
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How to print student codes
Step 5

A popup will appear. You can choose to print 9 codes per page, 4 per page, 2 per page or
individually. You can also see the number of codes that will be printed in the top-left corner. Choose
you preferred number and click the Generate PDF button.

Print Options

Printing 3 student slips

Select the layout for your PDF:

9 per page 4 per page

Smallest-3 x 3 grid Compact- 2 x 2 portrait

[0 ]

1 per page

Full page - [argest text

& Generate PDF

42 SMART Administration education.govt.nz
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How to print student codes

A pdf file will download to your computer. Save this file. Your codes are ready to distribute or store until the
assessment

A copy of the printed codes can be seen here.

Te Tahuhu o Te Tahuhu o
te Matauranga te Matauranga
Minvstry of Educaotion Ministry of Education

https://bit.ly/smartotc https://bit.ly/smartotc
Jason-Charlie JasonStAlbans Jason-Echo JasonStAlbans
St Albans School Year 3 St Albans School Year 3
Jaxs -The New Zealand Curriculum Assessment... Jaxs -The New Zealand Curriculum Assessment...

PZ-FS-YH-ZV DR-XG-YH-PG

43 SMART Administration education.govt.nz
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Paper Based Assessments
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Paper Based Assessments

SMART supports both online and paper-based assessments, and you can mix both within the
same class. Some students might complete the assessment online while others use paper,

SMART handles both seamlessly.

Students | akonga sitting their assessment using the paper-based method do not need to join an
assessment session, nor will they use their student code. Paper-based assessments are entirely
manual with no devices involved for the student | dkonga.

45 SMART Administration education.govt.nz
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Paper Based Assessments

When you might use paper

[ Limited device availability

1 Student accessibility needs

1 School infrastructure considerations

1 Student preference or comfort

As keyboarding is not introduced until year 6 in the New Zealand Curriculum, student | akonga
competence using digital devices, and their access to them, needs to be considered when making
the decisions about whether to use SMART digitally or on paper.

46 SMART Administration education.govt.nz
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Paper Based Assessments

How Paper-Based Assessment Works

For paper-based assessment, there are two documents you need to print, it is important to
understand the difference between them.

1 Question papers contain the assessment questions and any stimulus material (images,
diagrams, text passages). Students read from the question paper, but they do not write on it.
Question papers can be reused across students if needed.

1 Answer sheets are where students record their responses. Each student needs their own
answer sheet. Answer sheets are specifically designed to be scanned and uploaded back into
SMART after the assessment, so that paper-based results feed into the same marking and
reporting system as online assessments.

Both are printed from the Delivery column on the SMART dashboard using separate tools: Print
Paper Assessments for the question papers, and Print Answer Sheets for the answer sheets.

47 SMART Administration education.govt.nz
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Paper Based Assessments

The paper-based workflow at a glance

This is important to consider when thinking about who will carry out these functions in your school.
The full paper-based workflow runs across two phases of the dashboard:

» Before the assessment: print question papers and answer sheets from the Delivery column.

« Students complete the assessment: they read from the question paper and record their
answers on the answer sheet.

« After the assessment: someone is required to scan the completed answer sheets and upload
them into SMART using the Upload Printed Answer Sheets tool in the Marking column. SMART
then processes the responses alongside any online submissions.

Because the answer sheets are scanned, it is important that students write clearly within the
designated answer areas. You may want to remind students of this before they begin.

48 SMART Administration education.govt.nz
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Printing Question Papers
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Printing Question Papers

Step 1

To print the question papers, go to your dashboard and select “Print Paper Assessments”

Te Tohutwi © Jason TestAcrtd
te Matarango Lereur w1 Bema In
Welcome Jason!
Use the (uick ks e Ww L0 vasly ' {
1. Preparation 2. Delivery 3. Marking 4. Reporting
- Assessment Resources fle] Print Student | Akonga Codes Upload Printed Answer Sheets Intersm Reports
& —— i ‘ B B .
Import Students | Akonga
(63 noon AN $ @ Print Paper Assessments B Flagged Print Submussions
o Accessibvity Preferences
S Print Answer Sheets
D : @ Mark Assesamen t
@ Deliver Assessmen t Session
50 SMART Administration education.govt.nz
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Printing Question Papers
Step 2

Select the curriculum (NZC or TMOA) the assessment type (reading, writing, maths, or panui, tuhituhi,
pangarau) and the year group.

THE NEW ZEALAND CURRICULLIM

Reading

51 SMART Administration education.govt.nz
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Printing Question Papers

Step 3
You will see a print preview of the assessment paper

Te Tahuhu o
te Matauranga
Ministry of Education

Jaxs -The New Zealand Curriculum Assessment Math

INSTRUCTIONS

1. Do not open this question paper Untl you are 1ok 10 40 50
2 Write a8 yOur ANSWErs O e answer sheet(s) proviced

3 Read each question carefuly Defom you answer

4, Check 1t you have 31 pages of this Quesion papes

5. Putt your hand op If you have any guessons

6 Retum this Question paper and your answer sheet(s) when 10k to do 50
Mindatry of Educs

Berm ot Sire

o © inthe top ket comar lets you enlarge the screen f you noed 1o 568 more detiml

Try it now %0 See how the screen changes sze, then agan 1o go back 1o normal size

52 SMART Administration
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Printing Question Papers
Step 4

Choose the appropriate font size. This can be increased up to 24pt for students who require a larger
text size.

INSTRUCTIONS
1 Do reok cpeen this question paper undl you ane fold 1o do 5o
2 Vel Yo AT O I ANSE S (5] provited

3 Aead each quesiion caneliadly before you answer

d ChaaCh Ihat gou Fssd Bl (e O e Gueesslon (e

8 Pull your hared ug /! yvou haree any geesiions

b Hoilurt N Guersiecn juaper dud oo Sisael SRl | efein 106 90
Nars Fosl Siw
[~ -
| e Mis wou enbarps the screen f you nessd 1o sse mone detal
T
12p8 Crean Changes sira, Man again o 9o badk o normal size
1t gr
18p8
have mone than one quesstion o answer, and may wse different guestion hypes
pn
-
= #a B0 respond in a dferend way, such as choosng an oplon of typing your answer
L

Make e you rend each part carehuly
= Adigwel al pails BEloie g o

A tamar buikds a reclanguiar pacdoc ko shaap

The paddock = 120 melres long and T5 mesines wide

53 SMART Administration
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Printing Question Papers

Step 5

Once text size is selected press print. The assessment paper will be downloaded to your computer.

54

SMART Administration

Print Preview

Te Tahuhu o
te Matauranga
Mrstry of Education

Jaxs -The New Zealand Curriculum Assessment Math

INSTRUCTIONS
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Printing Answer Sheets

Step 1

To print the question papers, go to your dashboard and select “Print Answer Sheets”
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Assessment Resources ona Print Student | Akonga Codes Upload Printed Answer Sheets Interim Reports
Azcess Tahurang: teaching and (=L} Print unique login codes & ar and wpicad a R,
J tud : v < e
Import Students | Akonga
663 mport and orosiise yout studs Print Paper Assessments Flagged Print Submissions

paper 5360d del

Class Management
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e
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Printing Answer Sheets
Step 2

Select the curriculum (NZC or TMOA) the assessment type (reading, writing, maths, or panui, tuhituhi,
pangarau) and the year group. In this example we have selected NZC, Maths, and Year 3.

THE NEW ZEALAND CURRICULLIM

Reading
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Printing Answer Sheets
Step 3

You can choose to print answer papers for all year 3 maths students or use the search function to
find classes and individuals.

Te Tahuhu o jason TestAcct2
te Matauranga T
Mrtry of Education

Search for Attempts

[¢]
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Printing Answer Sheets

Step 4
Click 'Search' to see your selection of students appear at the bottom of the screen.
E Search for Attempis
© | - E
B [
— /
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Printing Answer Sheets

Step 4

Click 'Search' to see your selection of students appear at the bottom of the screen.
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Printing Answer Sheets

Step 5

Select the students requiring printed answer sheets.

alll
User Assessment Event Assessment Started At Completed At Reasonable Adjustments Status Actions
ason-Alpha JasonStAlbans [3100003518
JSC- CVMZSXXDJ B ] Assessment: Jason English - Math - year 3 Jaxs -The New Zealand Curriculum Assessment Math Actions ~
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= i 000351 s
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n- n 340000351
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Printing Answer Sheets
Step 6

Choose the function — “Print Answer Sheets” from the drop-down and the bottom of the page.
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Printing Answer Sheets

Step 7

A print view of the student answer sheet is produced. You can alter the font size allowing you to create
larger text for students who require it.

Once the font size is set click “apply” and send to print using the button in the top right of page.
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Item Font Size

Alpha CM-Test

Paper Based Assessment

INSTRUCTIONS

1. Write all your answers on this Answer Sheet only. The questions are in

your Question Sheet
2. Write neatly and clearly in the space provided

3. For questions that ask for one answer, only fill in ene circle

4. For questions that ask for more than one answer, fill in all the circles

that match your answer.

5. If you change your answer, erase it fully (pencil) or cross it out neatly
(pen).

6. Keep all QR codes clear by leaving them unmarked.
7. Work on your own and keep your answers private

8. Check that you have answered everything you need to, then hand in
your Question Sheet and your Answer sheet
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Central Admin Team Workflow

For schools choosing to centralise printing, preparation, and
administrative tasks for SMART assessments, careful planning by
the senior leadership team (SLT) is essential to ensure a smooth
assessment window.

The 5-week assessment period, running from 20 April to 22 May,
requires coordinated effort across curriculum leaders, classroom
teachers, office staff, and technicians.

The following recommendations support effective preparation and
delivery, and points out considerations for teacher completion or
centralised team.
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Central Admin Team Workflow

Central Admin Team Workflow OR Teacher Coordinating
Assessments Checklist

 If you are considering having a centralised team prepare for
assessments continue with this section.

 If teachers are coordinating their own assessments move on
to Teacher Coordinating Assessments Checklist.
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Central Admin Team Workflow

1. Establish a Clear Centralised Workflow

Before the assessment window begins, the SLT should map out a clear process for either
teachers or a central team to follow that includes:

1 Generating and printing one time codes

1 Producing paper-based question papers and answer sheets
1 Storing materials securely

] Distributing materials to teachers on testing days

1 Scanning and uploading completed answer sheets

Creating a documented workflow ensures everyone understands their responsibilities and
reduces the risk of errors or delays.
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Central Admin Team Workflow

2. Assign Roles and Responsibilities Early

To avoid bottlenecks during the busy testing period, the SLT should confirm:

1 Who will generate and print codes (e.g., teacher, office administrator etc.)
1 Who will print, collate and secure question papers and answer sheets
7 Who willmanage scanning and uploading after assessments

1 Who oversees troubleshooting for teachers

Assigning named individuals for each step provides clarity and helps ensure continuity if
someone is absent.
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Central Admin Team Workflow

3. Build a Realistic Production Timeline

Working backwards from the final day of the assessment window, the SLT should schedule:

1 When each year level or class will complete each assessment
1 When printed materials need to be ready

1 When scanning and uploading will take place

Planning ahead ensures the printing workload is spread out, minimises last minute pressure, and
allows time for quality checks.
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Central Admin Team Workflow

4. Provide Teacher Briefings Before the Window Opens

Even with centralised preparation, teachers need to understand:

1 How materials will be distributed
1 Expectations for managing the test session
] How to support students using one time codes

] How paper assessments will be collected and returned

A short briefing or quick reference guide ensures teachers feel prepared and reduces reliance on
the admin team during testing.
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Central Admin Team Workflow

5. Coordinate Device and Space Management

If the school is running a mixture of online and paper-based assessments:

1 Ensure devices are booked and all are fully charged
1 ldentify quiet spaces for students needing separate settings

1 Confirm availability of support staff such as teacher aides

7 SMART Administration education.govt.nz
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Central Admin Team Workflow

6. Put Contingency Plans in Place

During a five week window, staff iliness, device issues, or timetable clashes may occur. Who is
the person/s to organise:

1 Relief packs of pre printed one time codes
1 Backup scanning times

1 Alternative test sessions if a class is disrupted
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Central Admin Team Workflow

7. Communicate the Timeline and include:

1 An assessment calendar
1 Who to contact for admin support
1 Deadlines for returning completed answer sheets

1 Expectations for teachers regarding classroom setup and supervision
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Teachers Coordinating Assessments
Checklist

1. Before the assessment window
* Checkyour class is reflected as a group within SMART
* Help students navigate the familiarisation site

2. During the assessment window
* Plantto deliver assessments at a time you can access the required number of devices.
* Book a separate time for reading, writing and maths (panui, tuhituhi and pangarau)
* Ifusing paper-based assessments
* printthe question papers
* print students answer sheets.
* If using online assessments
* Create a session for each assessment
* Print one-time student codes
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Teachers Coordinating Assessments
Checklist

3. During each assessment
* For paper-based assessments
* Hand out question papers
* Hand out answer sheets

* Foronline assessments
* Provide one-time code slips to students
* Support students to access the SMART assessment page
* Help students enter their one-time code
* Provide the session code and help students enter it
e Startthe assessment session once all students show up on your dashboard.
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Teachers Coordinating Assessments
Checklist

4. To finish an assessment

 Paper-based assessment
* Collect question papers
e Collect answer sheets
 Scan answer sheets into SMART
* Scan extended writing into SMART

e Online assessments
e Ensure all students have submitted their assessments.

* Finalize the session
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Teachers Coordinating Assessments
Checklist

5. Following assessments

 Paper-based assessment
* Review scanned assessment answer sheets flagged for review in SMART

* Correct any issues flagged from the scanning process

 Online and paper-based
* Review the extended writing in SMART
* If SMART marking is accurate submit the scores.
* If SMART marking is not accurate adjust the score, making note in the comments section
as to why you changed the score and submit the scores.
* (Generate the Guttman report
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Privacy and Data

80
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SMART Administration

How we maintain privacy and data security

Privacy matters to us, and it is important that our schools/kura and their
students/akonga are protected from data breaches and cyber incidents.

ESL and privacy

The ESL login plays a significant role in maintaining this protection, as it is a
well-established service for accessing applications in a secure manner using a
delegated model.

Each school/kura has a delegated authoriser (DA) who manages access to
SMART and other ESL applications within their school. It is important to
emphasise the responsibility of the DA role, in terms of providing access to
SMART and therefore access to student | akonga data and personal
information.

education.govt.nz
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Privacy and Data

As the Delegated Authoriser...

You must confirm that you have sighted the original, or a certified copy of the identification documents provided
by individuals who are applying for an ESL within the school.

These must be sighted before you approve a user’'s ESL access and invitation email.

If you are unsure of the credibility of the documentation that has been provided, you and the Authoriser (usually
the principal) are responsible for acquiring further documentation to verify the applicant’s identity. It is also your
responsibility to ensure you are sighting the most up to date Evidence of Identity (EOI) documentation.

It is also your responsibility to ensure that the information on the documentation exactly matches the user
details in their ESL account. Further guidance and details can be found here.

It is expected that the individual’s official name is used against their ESL account, with the ‘preferred name’ field

being used for any assumed name. Here is a good practice guide for name usage, from the Department of
Internal Affairs.
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Privacy and Data

SMART user roles
As part of creating or updating a SMART role within ESL, the delegated authoriser assigns the
appropriate role for the function the user will be performing.

1 Administrator - The administrator role has greater access to information and functionality, and this
increases the potential for mistakes if assigned inappropriately. The School Administrator
role oversees and manages assessment activity across the whole school/kura. They handle
school/kura-wide setup tasks such as importing students/akonga and creating and monitoring all
assessment sessions. They are also able to bulk upload scanned paper assessment responses,
and access comprehensive reporting.

1 User- this is the role most people in a school will have. This role focuses on managing and
delivering assessments for students/akonga. They can create and administer assessment sessions,
print one-time student | akonga access codes, support
students/akonga during assessments and monitor their progress through assessment sessions in
real time. They can submit or postpone assessment attempts and can review student |
akonga results and activity summaries. They can also mark and review assessment attempts.
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Privacy and Data

The Principal and DA should review these role allocations on a regular
basis, to ensure the correct staff are allocated the correct roles in
SMART

When a user leaves the school/kura, we recommend that they are
removed from SMART and the ESL organisation as part of their
standard offboarding process. This ensures that access to SMART
and other applications is removed promptly.
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Privacy Statements

84
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SMART Administration

Each school/kura will have their own privacy processes and guidelines
around the use of personal information, particularly student |
akonga information.

There are privacy statements that should be issued to

students/akonga and their family and whanau, to help them understand
what data is collected through SMART, why it is important to collect it, and
how it will be used.

"1 Review the privacy statement for school | kura users.
1 Review the privacy statement for students, family and whanau.
1 Review the privacy statement for younger students.

education.govt.nz
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Ministry Data Collection

It is recommended that students/akonga and their families are informed that SMART assessment
data will be shared with the Ministry for aggregated system level reporting.

The Ministry does collect identifiable student | akonga data for this aggregated system level
reporting, but it has protections in place to ensure that no individual student | akonga information

Is disclosed or reported on.
The Ministry does not use the collected data for anything other than system level reporting.

The Ministry uses individual student | akonga information to enable insights to be developed at the
aggregate level across the education system to inform future decision-making.

Any Ministry reporting produced at an aggregate level across the education system will not identify
or disclose individual student | akonga information or be published in a way that an individual school

| kura can be identified.
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Ministry Data Collection

The Ministry collects only enough data to enable the delivery of assessment and the reporting of
student | akonga achievement:

First Name

Last Name
Year Level

NSN

SMS Student ID
Ethnicity

Gender

o o0 o oo oo o oo o

Assessment results
Our provider Janison does not use any personal information within SMART for their own purposes.
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In Case of a Data Breach

If you become aware of a data breach or security issue within the SMART or ESL systems, you must
notify the Ministry immediately, as described here.

G
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Module complete!

This module was designed to guide you through the key preparation and setup tasks required to
effectively organise students | akonga, customise the system, generate necessary materials, and
establish smooth administration processes within SMART.

You also covered how to import students | akonga and classes (groups), how to add a colour theme, and
how to print student one-time codes. The module also covered how to print paper-based assessment
question and answer sheets, how to establish an administration workflow, and how to ensure teachers
are coordinated and prepared.

In addition, you established an understanding of how data privacy and security are maintained
throughout the system.

You should now have a clear, practical understanding of how to prepare your students, materials, and
team so that assessment sessions can run efficiently and securely.

We’re committed to making SMART as clear and easy to use as possible. If you spot anything in this

te Tahuhu o module that doesn’t look right, or if you need further support, please
E te Matauranga email SMART.enquiries@education.govt.nz
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