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FINDING HELP 

When the information in this manual and resources from your state Dynamic Learning 
Maps® (DLM®) webpage do not lead to solutions, these contacts can provide additional 
support (Table 1). 

HINT: Print these pages and keep it handy! 

Table 1 
Additional Supports for Users 

Local Technology 
Representative   

State Education Agency   The DLM Service Desk   
1-855-277-9751 (toll-free) 
or DLM-support@ku.edu   

• Installing Kite® 
Student Portal app  

• Installing a 
supported browser 
to access Educator 
Portal 

• General computer 
support   

• Internet availability   
• Display resolution   
• Issues with sound, 

headphones, 
speakers, etc.    

• Training requirements   
• Assessment questions   
• Assessment scheduling   
• Test invalidation 

requirements   
• Student Individualized 

Education Program (IEP) 
requirements   

• Test window dates, 
extensions, requirements, 
etc.   

• Testlet resets (may take up to 
72 hours)   

Only users with an active 
Educator Portal account 
can make inquiries to the 
Service Desk about the 
following issues: 

• Data issues (rosters, 
enrollment, etc.)   

• Unlocking Student 
Portal    

PLEASE REMEMBER, IF YOU CONTACT THE DLM SERVICE DESK: 

• Do not send any Personally Identifiable Information (PII) for a student via email or via 
Live Chat in Educator Portal. This is a federal violation of the Family Educational Rights 
and Privacy Act (FERPA). PII includes information such as a student’s name or state 
identification number. Each state has unique PII requirements. Please check with your 
assessment coordinator to find out what student information can be legally emailed or 
sent via Live Chat in your state. 

• Do send: 
o Your contact information (email address and name) 
o Error messages, including the testlet number (if applicable to the problem) 

mailto:DLM-support@ku.edu
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o Service Desk ticket number when following up on a previously submitted issue 

For all concerns for which the Service Desk requires student-specific information, you 
must call. 

NOTE: All information in an email is taken into consideration when checking for PII 
violations. The electronic signature for the sender of an email may identify the district or 
school in which a student resides. If you need to communicate with the Service Desk via 
email or Live Chat, ensure the information you are providing meets your state's PII policies. 



Guide to DLM Required Test Administrator Training 2026–2027 08/05/2026  4 of 25 

GUIDE TO DLM REQUIRED TEST ADMINISTRATOR 
TRAINING 

CONTENTS 

Finding Help _______________________________________________________________________ 2 

Audience and Purpose _____________________________________________________________ 5 

Overview __________________________________________________________________________ 6 

Topics for Dynamic Learning Maps® (DLM®) Required  Test Administrator Training Modules 7 

Module 1: Overview of the DLM Assessment System ________________________________ 7 

Module 2: Testlets and Test Administration _________________________________________ 7 

Module 3: The Assessment Model (Year-End or Instructionally Embedded) ____________ 7 

Module 4: Becoming Familiar with DLM Resources __________________________________ 7 

Accessing the Training Course for  New Test Administrators ____________________________ 8 

Completing the Training Course for  New Test Administrators __________________________ 10 

Self-Directed Option ____________________________________________________________ 10 

Facilitated Option _______________________________________________________________ 10 

Landing Page of the Course for New Test Administrators ____________________________ 11 

Completing the Post-Tests (Quizzes) ______________________________________________ 12 

Accessing the Training Course for  Returning Test Administrators ______________________ 16 

Completing the Training Course for  Returning Test Administrators _____________________ 18 

Landing Page of the Course for Returning Test Administrators _______________________ 18 

Completing the Four-Part Post-Test (Quiz) _________________________________________ 20 

Reviewing the Training _____________________________________________________________ 25 

 

 



Guide to DLM Required Test Administrator Training 2026–2027 08/05/2026  5 of 25 

AUDIENCE AND PURPOSE 

Everyone who will administer Dynamic Learning Maps® (DLM®) assessments to students 
must complete the DLM Required Test Administrator Training each school year. Everyone 
with the role of Teacher in Kite® Educator Portal is automatically enrolled in the training. 
Users with other roles in Educator Portal may also be enrolled in the training per state 
decision. This guide explains how to access and complete the training. 
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OVERVIEW 

New test administrators (those who did not administer the assessment last school year) 
must successfully complete four modules. Training for new test administrators is available 
in self-directed and facilitated formats.  

State policy determines whether returning test administrators (those who administered the 
assessment last school year) must take the training course for new test administrators 
again or the training course for returning test administrators. The course for returning test 
administrators is a single refresher module and is available in a self-directed format only.  

Each state decides when the training opens and closes. 

Completing the training is required to access students’ sign-in credentials for Kite® Student 
Portal, which is the application used to administer the assessment to students. 
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TOPICS FOR DYNAMIC LEARNING MAPS® (DLM®) REQUIRED  
TEST ADMINISTRATOR TRAINING MODULES 

The training for new test administrators takes about 2.5 hours to complete. This timeframe 
includes the time needed to complete the four modules, their optional activities, and their 
post-tests, but not any additional modules a state may require. The topics are the same for 
the self-directed and facilitated options for new test administrators. The modules must be 
completed as listed in the following order.  

NOTE: The refresher module for returning test administrators reviews the topics for each 
module from the course for new test administrators and takes about an hour to complete. 

MODULE 1: OVERVIEW OF THE DLM ASSESSMENT SYSTEM 

Approximate time to complete: 30 minutes 

Module topics: 1) Test design and accessibility; 2) Test security 

MODULE 2: TESTLETS AND TEST ADMINISTRATION 

Approximate time to complete: 45 minutes 

Module topics: 1) Testlet types and item types; 2) Testlet demonstrations 

NOTE: Module 2 is the longest module because of the testlet demonstrations and an 
emphasis on accessing Testlet Information Pages (TIPs) for each testlet before attempting 
test administration with a student. 

MODULE 3: THE ASSESSMENT MODEL (YEAR-END OR INSTRUCTIONALLY 
EMBEDDED) 

Approximate time to complete: 25 minutes 

Module topics: 1) Assessment window tasks; 2) Scoring 

MODULE 4: BECOMING FAMILIAR WITH DLM RESOURCES 

Approximate time to complete: 15 minutes 

Module topics: 1) The DLM website; 2) Instructional resources 
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ACCESSING THE TRAINING COURSE FOR 
NEW TEST ADMINISTRATORS 

Educator Portal users with the role of Teacher are automatically enrolled in the training. 
Users who did not complete the DLM Required Test Administrator Training during the 
previous school year are considered new test administrators and, therefore, must 
complete the New training course. 

1) Sign in to Educator Portal

2) Select the Training tab in the main menu.
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3) Select the link to the New course in the Course Name column. (The state’s abbreviation 
and the year will appear in the course title but are not shown in the following example.) 

 

NOTE: Pop-up blockers must be disabled for the course to launch. 
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COMPLETING THE TRAINING COURSE FOR  
NEW TEST ADMINISTRATORS 

Once the New course is launched in Educator Portal, the Guide to DLM Required Test 
Administrator Training (this document) is linked at the top of the training course landing 
page for reference. Then, two options are provided for completing the course: self-directed 
or facilitated. The same option must be used for all four modules. Once an option is 
selected for Module 1, all other modules will follow the same option. The steps for each 
option are outlined as follows. Continue to the next page to review course screenshots.  

SELF-DIRECTED OPTION 

Each new trainee must follow these steps: 

1) Select the self-directed option for the first module.  
2) Navigate through the training module, read all the information, follow all instructions, 

and watch the embedded video content. 
3) Complete the post-test (quiz) for the module with a score of 80% accuracy or higher. 
4) Repeat steps 1–3 for each subsequent module until all the required modules and post-

tests are complete. (The next module is unlocked upon completion of the previous one. 
Some states require additional modules.) 

5) Select the certificate of completion so that the training will register as complete. 

FACILITATED OPTION 

A facilitator presents the training modules to an audience, but each trainee must complete 
the post-tests (quizzes) individually. The facilitated option must not be selected unless the 
trainee has already attended a facilitated training session or is directed to do so during a 
facilitated training session. To complete the post-tests, each trainee must follow these 
steps: 

1) Select the facilitated option for the first module. 
2) Complete the post-test for the module with a score of 80% accuracy or higher. 
3) Repeat steps 1 and 2 for each subsequent module until all the required post-tests are 

complete. (The next module is unlocked upon completion of the previous one. Some 
states require additional modules.) 

4) Select the certificate of completion so that the training will register as complete. 
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NOTE: Contact the local assessment coordinator regarding any scheduled facilitated 
training sessions or expectations that the training be completed using the self-directed 
option. 

L ANDING PAGE OF THE COURSE FOR NEW TEST ADMINISTRATORS 

Figure 1 shows the landing page of the course for new test administrators. 

Figure 1 
New Test Administrator Landing Page 

 

• If completing the training using the self-directed option, select Module 1 – Self-
Directed. The training module will then open.  
o Select the downward arrow to begin navigating the module. 
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o Read all information in the module and follow the directions, including attending to 
the video presentation.  

• A graphic organizer PDF is embedded in Module 1 that can be downloaded and used to 
take notes for all four modules. 

• Each module has an embedded check-for-understanding activity that is optional but 
recommended to reiterate some of the main ideas presented in the module.  

• Do not attempt the module post-test (quiz) without first going through the entire module 
presentation. 

• After completing the module itself, return to the landing page and successfully 
complete the Module 1 quiz to gain access to Module 2. Be sure to select Module 1 – 
Self-Directed Quiz. On the quiz launch screen, select Attempt quiz (Figure 2). 

NOTE: Trainees who attended a facilitated training do not select Module 1 – Self-Directed, 
as the module content and materials were delivered during the facilitated session. Instead, 
Module 1 – Facilitated must be selected. On the quiz launch screen, select Attempt quiz. 
Entry of the date and location of the facilitated training is required before proceeding with 
the Module 1 quiz.  

COMPLETING THE POST-TESTS (QUIZZES) 

The launch screen for the post-tests is the same for both the self-directed and facilitated 
options (Figure 2). 

Figure 2 
Launch Screen for Required Training Post-Tests 

 

The post-test items and questions are designed to be straightforward; however, each item 
or question and its response options should be read carefully and considered thoughtfully 
before a selection is made. A passing score requires at least eight correct responses out of 
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10. If a passing score is not achieved on the initial attempt, feedback will be provided for 
each incorrect response, and the post-test must be retaken. No limit is placed on the 
number of attempts to achieve a passing score. 

After selecting a response for each item or question in the post-test, select the Finish 
attempt … button at the bottom right of the screen. 

  

A summary screen will appear, providing an opportunity to return to the post-test items to 
make changes via the Return to attempt button or to submit the post-test via the Submit 
all and finish button. The post-test must be submitted to proceed with the training. 
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A pop-up message will appear. Select the Submit all and finish button. 

 

A review of all the items and selected responses will appear. In the Quiz Navigation section 
in the top left corner of the screen, the item numbers will appear. Each item answered 
correctly will be shaded green with a white checkmark. Any items answered incorrectly will 
be shaded red. 

All correct 

 

Some incorrect 

 

Feedback is provided for each item or question. Correct responses receive the message 
“Your answer is correct.” Incorrect responses include an explanation. Review all feedback. 
If the quiz must be reattempted due to a non-passing score, the feedback will help reduce 
errors on the next attempt.  
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After reviewing the feedback, select the link to Finish review in the Quiz Navigation section 
in the top left corner of the screen. The link to Finish Review is also provided at the bottom 
right of the screen under the feedback for the post-test items. 

 

After successfully completing the post-test for Module 1, select the course name in the 
navigation path at the top of the screen to return to the course landing page. Module 2 will 
then appear below Module 1 on the landing page. Repeat the process described previously 
for each required module until all modules and post-tests are complete. Keep returning to 
the landing page after completing each post-test by selecting the course name. (The state’s 
abbreviation and the year will appear in the course title in the navigation path but are not 
shown in the following example.) 

 

After completing the Module 4 post-test, return to the landing page again. If the state does 
not require additional modules, the certificate of completion will appear near the bottom of 
the course page. Some states require additional modules before the certificate of 
completion will appear.  

 

NOTE: Printing or saving the certificate of completion is recommended. The link to the 
certificate must be selected by clicking DLM Test Administrator Certificate for the course 
to register as complete. 
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ACCESSING THE TRAINING COURSE FOR  
RETURNING TEST ADMINISTRATORS 

Users who completed the training in the previous school year are enrolled in the Returning 
course for the new school year unless a state has opted to enroll returning users in the 
course for new test administrators. Educator Portal uses email addresses as usernames, 
so a change in email (for example, due to a name, school, or district change) leads the 
system to treat the account as new and enroll the user in the course for new test 
administrators. In these cases, contact the local assessment coordinator to request 
reassignment in the Returning course, if available for the state. 

The following directions are for accessing the Returning training course. 

1) Sign in to Educator Portal. 

 
2) Select the Training tab in the main menu. 

 

https://educator.kiteaai.org/AART/logIn.htm
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3) Select the link to the Returning course in the Course Name column. (The state’s 
abbreviation and the year will appear in the course title but are not shown in the 
following example.) 

 

NOTE: Pop-up blockers must be disabled for the course to launch. 
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COMPLETING THE TRAINING COURSE FOR  
RETURNING TEST ADMINISTRATORS 

The Guide to DLM Required Test Administrator Training (this document) is linked at the top 
of the training course landing page for reference. The steps for completing the course are 
outlined as follows, accompanied by screenshots of the course in proceeding sections. 

Each returning trainee must follow these steps: 

1) Select the link to the Refresher Training module. The module consists of five lessons: a 
What’s New lesson and then four other lessons that correspond to and recap important 
information from the modules for new test administrators. 

2) Navigate through each lesson, read all the information, and follow all instructions. 
3) Complete the four-part post-test (quiz) for the module with a score of 80% accuracy or 

higher on each part. If a passing score is not achieved on the first attempt for any part of 
the post-test, the course will redirect to the corresponding module in the training 
course for new test administrators, which must be completed before continuing with 
the Returning course.  

4) Select the certificate of completion so that the training will register as complete. 

 L ANDING PAGE OF THE COURSE FOR RETURNING TEST ADMINISTRATORS 

Figure 3 shows the course landing page for Returning Test Administrators. 

Figure 3 
Returning Test Administrator Landing Page  
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• Select Refresher Training to launch the course.  
o When the module opens, select the Start Course button or scroll down and select 

the first lesson listed below the course image and title. 

 
• Read all information in each lesson and follow the directions. 
• The module has five lessons. The first lesson highlights updates for the new school 

year; it does not include a post-test and serves as key information for returning test 
administrators. The remaining four modules align with the training modules for new test 
administrators. Complete each lesson. 

• A graphic organizer PDF is embedded at the beginning of the Overview lesson that can 
be downloaded and used to take notes for all lessons. 
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COMPLETING THE FOUR-PART POST-TEST (QUIZ) 

After completing all the lessons, select the course name in the navigation path at the top of 
the screen to return to the landing page, or select the link to Module 1 – Quiz at the bottom 
right of the screen. (The state’s abbreviation and the year will appear in the course title but 
are not shown in the following example.)  

 

NOTE: Since the four-part post-test corresponds to the four modules for new test 
administrators, each part is named by module number. Initially, only the part for the 
Module 1 quiz will display on the landing page. 

 

Each subsequent part is unlocked upon completion of the previous one. In other words, to 
gain access to the part for the Module 2 quiz, the part for the Module 1 quiz must be 
successfully completed.  

The post-test items and questions are designed to be straightforward; however, each item 
or question and its response options should be read carefully and considered thoughtfully 
before a selection is made. For each part of the post-test, a passing score requires at least 
four correct responses out of five.  
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CAUTION: If a passing score is not achieved on the first attempt for any part of the post-
test, the course will redirect to the corresponding module for new test administrators, and 
the returning test administrator will be required to complete that module and its post-test 
before continuing with the Returning course. 

After selecting a response for each item or question in the post-test, select the Finish 
attempt … button at the bottom right of the screen. 

  

A summary screen will appear, providing an opportunity to return to the post-test items to 
make changes via the Return to attempt button or to submit the post-test via the Submit 
all and finish button. The post-test must be submitted to proceed with the training. 
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A pop-up message will appear. Select the Submit all and finish button. 

 

A review of all the items and selected responses will appear. In the Quiz Navigation section 
in the top left corner of the screen, the item numbers will appear. Each item answered 
correctly will be shaded green with a white checkmark. Any items answered incorrectly will 
be shaded red. 

All correct 

 

Some incorrect 

 

Feedback is provided for each item or question. Correct responses receive the message 
“Your answer is correct.” Incorrect responses include an explanation. Review all feedback.  
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Additionally, if a passing score is not achieved on the first attempt for any part of the post-
test, a message to return to the landing page will appear at the top of the review page. The 
message will state, “Unfortunately, you did not complete this quiz with a score of 80% or 
higher. Please select your state’s course name in the upper left corner to return to the 
course and begin the additional training for this module.” 

 

The additional training module will appear on the course landing page and must be 
completed, including its post-test. For example, if the first attempt on the Returning post-
test for Module 1 does not meet the passing score, the Module 1 training for new test 
administrators will appear on the Returning course landing page. Completion of that 
module and its post-test is required before access resumes to the Module 2 part of the 
Returning post-test. 

After reviewing the feedback for a completed post-test, select the link to Finish review in 
the Quiz Navigation section in the top left corner of the screen. (The link to Finish Review is 
also provided at the bottom right of the screen under the feedback for the post-test items.) 

 

After successfully completing the post-test for one module, select the course name again 
in the navigation path at the top of the screen to return to the landing page. (The state’s 
abbreviation and the year will appear in the course title but are not shown in the following 
example.) The next part of the post-test will then appear after the previous post-test on the 
landing page. Repeat the process described previously until all post-tests are complete.  
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After completing the Module 4 post-test, return to the landing page again. If the state does 
not require additional modules, the certificate of completion will appear near the bottom of 
the course page. Some states require additional modules before the certificate of 
completion will appear.  

 

NOTE: Printing or saving the certificate of completion is recommended. The link to the 
certificate must be selected by clicking DLM Test Administrator Certificate for the course 
to register as complete. 
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REVIEWING THE TRAINING 

Taking notes during training—whether using the provided graphic organizer or an alternative 
method—is encouraged to support comprehension and retention. The training course 
remains accessible for review as long as it is open, allowing continued reference as 
needed. Although the training is designed to support trainees’ ability to absorb the 
information at a manageable pace, revisiting the content after completing the post-tests 
may further reinforce learning. 
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