
Administering the AIR Assessments

Day(s) Before Testing
1. Make sure that you have username and password for Ohio OCBA

a. Email should have come from ODE or TIDE and TA had to go and setup password.
b. If you don’t have a username or password, contact you BTC.

On Day of Testing Day for Each Subject
1. Collect scratch paper, student index cards & any needed school-owned headphones from BTC.
2. Make sure all of the AIR iPads, keyboards ad headphones are set up properly

a. Depending on the grade level of your students they can assist in this process.
b. Make sure the headphones are completely plugged in, with the bulky cases something it take a 

extra push for them to be fully connected.
3. Pass out 2 pages of scratch paper to each student
4. Hand out student index card to each student, make sure proper card goes to each student.
5. Hand out school-owned headphones to those students that need headphones

a. Only for those students that have the text-to-speech 
accommodation

6. Go to http://oh.portal.airast.org/ocba/teachers/
7. Click on TA Interface

a. Make sure is the TA Interface and not the TA 
Practice Site.

8. Login using your username and password 
a. Login to the site NO EARLIER than 20 minutes 

before your students login.
i. Logging in early than 20 minutes will cause the 

test session to be deemed inactive and 
students will not be able to login properly.

TA = Test Administrator 
(teacher or proctor)

BTC = Building Test Coordinator DTC - District Test Coordinator
(Brian Seymour)

http://oh.portal.airast.org/ocba/teachers/


9. TA will then need to select the correct grade level, subject and either PBA or EOY in box in 
the upper left hand corner.

10. TA will then click on the green Start Session button.

11. Near the upper right hand corner the TA will see Session ID, write this on the board for all 
students to see.  They will need this to properly login.



12. Students may then login on the iPad, they will need
a. First name (exactly as it is printed on the notecard)
b. SSID # (exactly as it is printed on the notecard)
c. Session ID# (exactly as TA has written it on the board)

13.  TA will then see a list of students logging into the session on their TA Interface.

14. TA will need to approve students to begin the assessment.
1. TA needs to check to make sure students are in correct session

15. Click on the Approvals (#) button. The approvals and student testing setting window will appear.
16. Click See/Edit Details for a student to view his or her test settings and make any necessary 

changes (e.g., color choice).
17. Click the Approve button for each student to allow entry into the session.
18. Click Approve All Students if all their settings are accurate and they can all enter the session.
19. To deny a student, click Deny and enter a brief reason (e.g., student selected the wrong test).
20. Students will then begin the assessment.
21.TA will need to monitor the testing process and keep the TA Interface site up on their computer.
22.What to do if a student gets kicked out of the test or the iPad freezes.

a. If the iPad screen is not back to the AIR login window, do a hard restart by holding down 
the power button and the home button on the iPad.  This will then restart the iPad back to 
the login screen for the AIR app.

b. The student will then need to log back in with their first name, SSID# and the Session ID.
c. The TA will have to approve the student to resume the assessment.

23.  Inform students when there in 10 minutes remaining in the testing session.
a. Refer to Testing Time Handout for time allotments for each grade, subject and session.

24.  A student’s test session ends when he or she submits a test for scoring, or when the test 
administrator ends the test session. 
a. After a student answers the last question on his or her test, the student is presented with a 

series of screens prompting him or her to check answers or submit the test. 



b. When the student clicks End Test then Yes in the subsequent pop-up window to continue, he 
or she will be presented with the opportunity to review answers or to submit the test.

c. Student clicks on submit test when finished.
25.When all students have completed testing or it is time for the session to end, click the red Stop 

Session button in the upper left hand corner of the TA interface.
a. This will end the session, pause all your students' tests and then log them out of the Test 

Delivery System.

26.  Teachers need to log out of the TA Interface and close the browser window.
27.  Teacher needs to make sure that all iPads are back in the cart and charging.
28.  Return anything that was given out from the BTC (student index card, manual, scratch paper, 

headphones, etc)
29.  Inform your BTC which students were absent from your testing session.


