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Introduction  

Why measure eighth-gradersõ technology literacy? 

 
No Child Left Behind states that by 2013 all students will be technologicall y literate by the 
end of eighth grade.  
 
Å The U.S. Department of Education requires states to report annually the percentage of 

eighth-graders who achieve technology literacy by the end of the school year.  
 
Å The Colorado Department of Education (CDE) began collecting eighth -grade technology 

literacy data from school districts in fall 2008.  
 

About the Assessment  

TLAP is an online technology literacy assessment program for eighth -graders.  There is a Pre 
(Fall) and Post (Spring) TLAP assessment, both available in English and Spanish. 
 
Each assessment contains 36 multiple -choice questions, 6 questions per ISTE standard, and 
can be completed in one 45 -minute class period. The assessment was designed to determine 
whether students meet the International Societ y for Technology in Educationõs (ISTE) six 
education technology standards:  
 
1. Creativity and innovation  
2. Communication and collaboration  
3. Research and information fluency   
4. Critical thinking, problem -solving, and decision-making 
5. Digital citizenship   
6. Technology operations and concepts 
 
The TLAP team has established proficiency levels that correspond with this assessment. 
Students are reported as proficient when they score a 75 percent  (75%) or better.  
 
Upon completion of the password -protected online assessment, studentsõ scores are 
calculated, providing immediately feedback to the student of their individual score.  
  
For more information about ISTE standards, visit this link:  
http://www.iste.org/Content/NavigationMenu/NETS/ForStudents/2007Standards/NETS_for_Students_2007.htm  

http://www.iste.org/Content/NavigationMenu/NETS/ForStudents/2007Standards/NETS_for_Students_2007.htm
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Overview of the Process  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

District Administrators  

One designee at each school district is the òDistrict Administratoró who will: 

¶ Create and modify school site users 

¶  Define settings for language preference by students and site administrators  

¶ View and print student, school, district, and CDE assessment reports once assessments are 
completed , and submit dis trict results to CDE  

¶ Easy, step-by-step prompts allow district administrators to generate results for:  

o  Status of Assessment Groups (Summary and Detail reports) 
o Individual students  
o Assessment groups (students completing the assessment during the same class period) 
o A school or schools in their district  
o Their school district  
o CDE reporting 

Site Administrators    

¶ Arrange and upload student data files  

¶  Define language preference selection ability  

¶ Schedule assessments, and generate and distri bute student 
passwords 

 

Students  

¶ Enter their user name and pa ssword, and answer the 36 
technology literacy assessment questions 

 

District Administrators  

¶ Create school site administrators  

¶  Define settings for language preference by students and 
site administrators  

¶ View and print assessment results, and report results to CDE  
for post -assessment 
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Site Administrators  

The District Administrator will designate one or more staff at each school site as a òSite 
Administratoró who can do the following : 

¶ Identify assessment groups (students who take the assessment during the same class 
period)  

¶ Create student data files  

¶ Upload student data files  

¶ Schedule assessment dates 

¶  Define Language Selection Ability (at the file upload stage or allow students to select)  

¶ Change scheduled assessment dates and upload new student data files, if necessary  

¶ Generate individual student user names and passwords 

¶  Status of Assessment Groups (Summary and Detail reports) 

¶ View and print student and school assessment reports once assessments are completed  
 

Students 

¶ Student passwords are valid within  the date range for the assessment window selected by 
the òSite Administrator.ó 

¶ Students use their TLAP generated user names and passwords to access the assessment 
from the TLAP Web site at: 
https://www.coloradotechliteracy.org/Assessment/Pages/Login.aspx  

¶ Students must select and submit one answer for each question.  

¶ In addition to the ôSubmitõ option, there is the opportunity to ôSkipõ each question. If a 
student selects the ôSkipõ button, the question will be presented to them again at the end 
of the assessment. Students may not go back once they have submitted an answer to a 
question.  

¶ Each student may complete the assessment only once. If students are interrupted  or are 
unable to complete the assessment in the class time allotted, they may log in again to 
continue their assessment within the assessment window.  If a student gets the message 
that t heir login is already in use , have them wait a couple of minutes before logging in 
again. 

¶ Students can only be logged in one session at a time.  

¶ If a student is interrupted and unable to log back in within the assessment  date range 
window, the site administ rator can update and extend that groupõs assessment window.  
If the student no longer has the password, the site administrator can retrieve it from their 
saved password file, or the site administrator can retrieve passwords again for that 
assessment group, and the system will only provide new passwords for those students who 
have not yet completed the assessment.  

https://www.coloradotechliteracy.org/Assessment/Pages/Login.aspx
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System Requirements  

For All Users 

Supported platforms and browsers for TLAP include:  
PC OS XP or 2007: 

¶ IE 6, 7, 8 

¶ Firefox 3.x 
Mac OS X 10.6.4:  

¶ Firefox 3.6.10 , Firefox 2.0.0.7  
Mac OS X 10.4.11 

¶ Firefox 3.6.10 ,  2.0.0.7   
 
NOTE:  Safari and Chrome on the MAC were tested but had ònot a supported browseró errors on every page.  
The assessment seemed to work, but these messages displayed on every page. 

 

For Sit e Administrators only  

¶ Access to your student data information system  
 

For Site and District Administrators  

¶ Adobe Acrobat PDF Reader version 7 or higher is required to view files in  Portable 
Document Format (PDF).  Open this web address to download a free copy of Adobe 
Reader: http://get.adobe.com/reader  

 

 504 Compliance  

¶ The TLAP system works in conjunction with the Microsoft Accessibility Tools  on the PC.   
 

¶ The TLAP system works in conjunction with access ibility tools on the MAC in the Safari 
browser.  When using Firefox, on a MAC, magnification works well, but voice -roll over 
seems to fail . 

 

¶ TLAP is accessible from any computer that has access to the Internet.   
 

¶ The TLAP system allows students to complete their assessment during the date range 
defined by the Site Administrator.  If a student needs more than one class period to 
complete their assessment, they simply use their student login and password to access the 
assessment as many times as needed, to complete it.  If a student tries to login  to the 
TLAP assessment after the end date for their assessment, they will get an error.  Th e Site 
Administrator will need to expand the assessment groupõs date range to include the dates 
needed, and the student can then login again to continue their assessment, until finished.   
There is no limit as the number of times a student can login to thei r assessment to 
complete their assessment.  

http://get.adobe.com/reader
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Instructions for District Administrators  

 

Log in as District Administrator  

 
1. If you are the person in your district in charge of overseeing the technology literacy 

assessment and will supply the required data to CDE, send an e -mail  to  scliff@cboces.org  
with your name, title, phone number, and e -mail address to receive an e -mail  with a user 
name and password to access TLAP  

 
2. Once you have received your user name and password, log in  as a District Administrator at 

http:/www.coloradotechliteracy.org/DistrictAdmin/Pages/Login.aspx , to create a Site Administrator 
account for each person responsible for administering TLAP at each of your schools (site).  
 

 
 

Note: If you (the District Administrator) will be uploading student data for your schools, you must create a 

Site Administrator User account for yourself for each school you will be uploading data for. 

 

 

The four options available for the District Administrator are explained on the following pages.  

mailto:scliff@cboces.org
http://www.coloradotechliteracy.org/DistrictAdmin/Pages/Login.aspx
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 Select Language Preference 

 
Click ôLanguage Preferenceõ to define the rules for language preference for students and 
your Site Administrators.  
 

 
 
The default language for TLAP is English.  TLAP is available in either English or Spanish and 
the application now has the flexibility to set the language preference at the District, Site, or 
Student level, depending upon the set of selected options.   
 
V The first time the District Administrator logs in, they should determine if they want to 

allow students to select their language preference prior to starting the assessment .  
 
V The District Administrator  also defines if they want to allow their Site Administ rators at 

the school sites to have the ability to override the district language preferences .   
Example: If an entire assessment group of students need to use the Spanish version, if 
selected, this option will allow the Site Administrator the ability to override any 
previous settings and change the language preference for that group of students .   
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 See the table below for the Language Preference options available and the behavior for 
each set of options:  
 
Table 1 - TLAP Language Preference Options and Behavior  

        District Admin  Site Admin Behavior 

Allows 
students 
to select 
language 
preference  

Allows Site 
Admin to 
Override 
District 
language 
preference  

Allows 
students to 
select their 
language 
preference  

See a description of the behavior for each set of options selected.  

Yes Yes Yes 

¶ District Admin has allowed the ability for students to select their 
language preference prior to starting the assessment, and has allowed 
the Site Admin the ability to override this choice if so desired. 

¶ Site Admin has allowed students to select their language preference. 

¶ Students will be able to select either English or Spanish at the time of 
their assessment. 

No Yes Yes 

¶ District Admin has not allowed the ability for students to select their 
language preference prior to starting the assessment, but has allowed 
the Site Admin the ability to override this choice if so desired. 

¶ Site Admin has allowed students to select their language preference. 

¶ Students will be able to select either English or Spanish at the time of 
their assessment. 

No Yes No 

¶ District Admin has not allowed the ability for students to select their 
language preference prior to starting the assessment, but has allowed 
the Site Admin the ability to override this choice if so desired. 

¶ Site Admin has not allowed students to select their language 
preference. 

¶ Students will not have the option to select either English or Spanish at 
the time of their assessment. Instead, their language preference is 
determined by the Site Admin for the entire assessment group at the 
time of the student data file upload. 

No No 
Not 
Applicable 

¶ District Admin has not allowed the ability for students to select their 
language preference prior to starting the assessment, and has also not 
allowed the ability for the Site Admin to override the ability to allow 
students to select their language preference. 

¶ Site Admin will not see the option to allow students to select their 
language preference. 

¶ Students will not have the option to select either English or Spanish at 
the time of their assessment. Instead, their language preference is 
determined by the Site Admin for the entire assessment group at the 
time of the student data file upload. 

 
2. Select the options you want, by clicking in the appropriate check box. 

 
3. Once you make your selections from the Edit District Language Preference  window, click 

the Commit  button to save the selected options.  
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Create Site Users 

 
1. Click on ôUser Managementõ to add or edit user information .  
 
You will see the Site Admin Users list for your sc hool district.  If this is the first time  you have 
been in this screen, it will be empty.  
 

 
 
2. Click on ôNewõ to create a new site user for the 

person at the school who will administer the TLAP 
assessment.  

 
3. In the New Site Admin User pop-up, enter  the 

First Name, Middle Name (optional), Last Name, 
Phone Number, Fax Number (optional), and e -
mail address and select the school. Except where 
otherwise noted, all fields are required.  

 
4. When all information is completed,  click 
ôCommitõ to complete the creation of the new 
site user or ôCancelõ to abandon it.  When you 
click ôCommitõ, the user is visible on the list of 
Site Admin Users. You will get a message that the user has been created and they were 
sent an email with the User Name and Password.    

 
5. Click the OK button to return back to the Site Administrator Users screen.  
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Once site users are in the system, you can click the edit  icon  to edit any of the fields 
related to  the site user account by clicking on the person with a pencil icon to the 
left of  the userõs First Name.  
 
To disable a userõs account, click the edit icon  and check  the ôUser account is disabled õ box 
at the bottom of the ôEditing Site Admin Userõ window.    
 
To reset a userõs password, click  on the key icon  to the left of the  userõs First 
Name. The user will receive an e -mail with their new log in  credentials and you will 
receive a message informing you that the user was sent an email with their username and 
new password.   
 
Below is a sample of the message the user receives: 
 

 

 

 
 
You may sort the list of Site Admin Users by clicking on the column heading of  the column 
you wish to sort by. The list can be sorted by any column.  
 
6. When you are finished with User Management, click the ôDistrict Admin User  Homeõ 

button to re turn to the main District Admin menu.   

https://www.coloradotechliteracy.org/Registration/Pages/Login.aspx
mailto:scliff@cboces.org
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Reports  

 
The District Administrator can run reports by student, assessment group, school, and district, 
for their entire district, along with the CDE report.  
 
1. From the District Admin Home page, select 

Reports.   
2. Click the pull -down arrow to view the list of 

available reports.  
 
Information about each report is listed below.   

¶ The òDistrict Repor t  will show all schools in 
your district and all completed assessments 
for those schools. The "District Report" shows one page per district with a summary of 
the scores for that district broken out by ISTE standard, along with a comparison of the 
results from each school against the average scores. 

¶ In the "School Report ", you can choose to report on a single school or all sch ools in 
your district. The "School Report" shows one page per school with a summary of the 
scores for that school broken out by ISTE standard, along with a comparison of the 
results from each scheduled assessment group against the average scores. 

¶  The "Student Score Listing ", produces a spreadsheet-style report with one line per 
student, showing the studentõs overall score as well as the sub-score for each ISTE 
standard.   

¶ In the ôStudent  Detail  Reportõ, select report parameters ôBy School and Studentõ or 
ôBy Scheduled Assessmentõ and then select values from the selection boxes to choose 
the options you want.  

¶  The òScheduled Assessment Summaryó report will provide a list of assessment 
groups and the status of each assessment group. 

¶  The òScheduled Assessment Detail ó report will provide a list of the assessment 
groups, and the details of each group by student.  

For the TLAP post-assessment only, there is a ôCDE Reportõ available, which contains the 
fields required for electronic state reporting.  
 
The student, school, and district reports show score information by ISTE standard and 
compared with the 8 th grade proficiency standard, as well as with other students or schools.  
 
There are three formats available for each report: PDF 
(Portable Document Format); We b Archive (MHTML); 
and TIFF Image. The Student Score Listing Report is also 
available in an Excel format.  
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3. Once you have the selected report and desired 

parameters selected, click the Run Report  
button.  

 
The Report Format Details dialog box will provide  
information about the format you selected.  
Please read the information.  
 
4. Press Continue  to move forward with 

generating the selected report.  
 

 If t he report takes longer than 90 seconds to 
generate, you will receive this message informing you 
that the system will send you an email once the report 
has completed.  The email will provide a link to the 
report.  
 
The email you receive will look similar to this:  
 

 
 
5. Click on the link  in the email, and you will be placed in a window with the following 

message (if you are not logged into TLAP, you will be required to login first, before 
getting to this screen):  
 

 
 
6. Click on the Download XXReportname.pdf  and click on Open when instructed to actually 

open (or save) the file.  
 
If you want to keep the file, please  remember to  save it to your secured network drive.  
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If the file takes less than 90 seconds to generate, you will receive this Report Ready message.   
 
When you see the ôReport Readyõ dialog box, click the 
underlined text  link  to download your report. If you do not 

have an Adobe Reader v 7.0 or higher installed on your 
computer, go to http://get.adobe.com/reader  and download the 
free Adobe Reader application.  
 
Again, be sure to save the file if you want to keep the reports created.  If you open the report 
and then close without saving it, you will have to return to the reports menu to regenerate 
it.  
 
 
 

Log Off 

 
When you are finished using TLAP, please remember to use the Log Off  opt ion in your District 
Admin Home page to exit the TLAP system. 
 
 

http://get.adobe.com/reader
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Create Student Data F iles Overview  

The site administrator is usually responsible for creating student data files  however, some 
districts will elect their District Administrator to do this fun ction. To administer the TLAP 
assessment, create student data files containing student information to upload into the TLAP 
system.  
 
For each assessment group, you will need to create a s tudent data file that is exported from 
your student information system. An assessment group includes the group of student s who 
complete the assessment during the same class period.   Some schools prefer to create an 
assessment group for each òteamó of students, which may consist of over 30 ð 50 or more 
students.  It is allowable to create large assessment groups, but please remember, the 
password file will be generated in alpha order for each assessment group, in PDF format, and 
you canõt reorganize or resort them.  Also, please remember the reports for the assessment 
group will contain all students in that assessment group.  
 
If you do not know how to export data as a comma-separated value ( .CSV) file from your 
student information system, instructions are li sted below. Consider asking a colleague to 
assist in creating the files  if you need help .  
 
The file you create must include the seven required fields below for each student:  

¶ Personal ID/system student ID  

¶ State student ID 

¶ Last name 

¶ First name 

¶ Middle name  

¶ Birth date  

¶ Grade level 
 
The header row (first row) for each .CSV file should be: 

student.personID,student.stateID,student.lastName,student.firstName,student.middleName, 

student.birthdate,student.grade 

The subsequent rows have individual student information for each of the fields, one row per 
student.  

¶ For instructions  on how to create student data files using Infinite Campus , see page 16. 

¶ For instructions on how to create student data files using other student data management 
systems, see page 20. 

¶  

Need assistance? Contact Centennial BOCES Helpdesk at 303 -772-4420, extension 2 222. 
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Create student data files using Infinite Campus  

 
1. Open Infinite Campus.  

2. Click  on the Index tab.  

3. Select  Ad Hoc Reporting.  

4. Click  the Filter Designer.  

5. Under ôCreate a New Filter,õ click the button next  to ôCreate a new Filter using the 
Query Wizard.õ  

6. Select  ôStudentõ as the Filter Data Type and click the Next button.  

7. On the ôAd-Hoc Query Wizardõ screen, name the Query in the Query Name box (for 
example, òTLAP Test Group 1ó). 

8. Expand the ôDemographicsõ category.  

9. Select the following fields in the specified order to include in the filter: personID, 
stateID, lastName, firstName, middleName, birthdate, and grade.  
 
Your selection list should look like this:  

student.personID 
student.stateID  
student.lastName  
student.firstName  
student.middleName  
student.birthdate  
student.grade  

 
10. Choose to save this Ad-Hoc report to either the Administration Group or a TLAP security 

TLAP group that has been set up, if someone other than a Campus Administrator will need 
access to the report.  

11. Then click the Next  button.  

12. In the selection boxes on the next page, next to student.grade, select the Operator ô=õ 
and the Value ô08õ (do not include the ôõ quotes). 
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Create student data files using Infinite Cam pus ð continued  

 
In addition, if you are using an IC field or fields to group your students for the assessment, add 
the appropriate fields to the query and uncheck óOutputô box in the Data Export Options so that 
the field(s) you are selecting will not be part of your output file. Be sure to use an Operator on 
the field(s) and enter an ó=ô Operator and a Value for the field(s) (do not include the ôõ quotes) 

 
For example: student.homeroomTeacher = Mrs. Jones 
 

 
 
13. Then click the Test button.  
 
This should result in a query window with the group of eighth-graders included in your first test 
group.  
































