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Test Administration Quick Guide

TDS manages testing for students participating in the Idaho State Assessment Program practice tests,
ISAT and IDAA operational tests. This guide provides abbreviated information for the most common
functions. More information is available in the Test Administrator (TA) User Guide through the portal.

The Test Delivery System has two components:

o Test Administrators (TAs) use the Test Administration (TA) Interface to create and manage test
sessions.

e Students use the Student Testing Site to take the tests.

For online Help Guides, look for o in the TA Interface and [ ? | in the Student Testing Site.

TA Interface
Log In

Access the Idaho State Assessment Program Portal and click the ISAT Assessments card (Figure 1) to
navigate to the Test Administration (TA) Interface card. (Figure 2). If this is the first time you are logging
in for a new school year, request a new password. (Figure 3).

Figure 1: Assessment Card Figure 2: TA Card

Browse by Assessments

ASSESSMENT ASSESSMENT SYSTEM

+]= A

xI= ull

ISAT Assessments Idaho Alternate Assessments

Provides information, resources Provides information, resources .. .

and system links for the interim and system links for the interim TeSt Admlnlstratlon
and summative ELA/L, math, and and summative ELA/L, math, and

science ISATs. science IDAAs.

Create and manage operational test sessions
from any web browser

SITE PAGE

e

Idaho Help Desk Support

Provides information and steps
for contacting the Idaho Help
Desk for all ISAT and IDAA
Assessments.
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Figure 3.Login

Forgot Your Password?

First Time Login This School
Year?

The password you used during the previous
school year has expired.

Request a new one for this school year.

On the login page, enter the email address and password you use to access all CAl systems and click

Secure Login.

Note: If the Enter Code page appears, an authentication code will be emailed to you. You must enter
this code in the Enter Emailed Code field and click Submit within 15 minutes. If the code expires,
click Resend Code to request a new one.

Start a Test Session

1. In the Test Selection window, select the tests to administer:

o If the Select Tests tab does not open automatically, click Select Tests or click Start a New
Session Now on the Active Sessions tab.

|
W Active Sessions £ Upcoming Sessions

Figure 4. Test Selection Window

These are your current/active testing sessions.

The table below shows all the sessions that are live for you right now.

Active Sessions

< Session ID & Session Info

< Type £ Share

No active sessions.

< Action e
Start a New
Session Now

o Select the test category and then select the tests you wish to administer.

Note: Once a prescheduled testing session (using “Upcoming
Sessions”) has begun, no further tests may be added to that test
session. New tests may be added to a newly started test session.
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Figure 5. Test Category Window
& IDAHO ‘ Test Administration @elp Guide

I D - E 3 8 2 - 2 3 Selgl'ests smdeft):mkup

Operational Test Selection

Operational Session ID

Choose a testing category

Then select one or more tests. You can switch categories by using the button in the modal header.

‘ > ‘ Interim Assessment ELA / Literacy |

‘ > ‘ Interim Assessment Mathematics |

‘ > ‘ Interim Assessment Science | e

You must make at least one selection before st

@ Start Operational Session

o If any of the selected tests require you to select additional settings, such as a test reason,
options for those settings appear in the Session Settings section. Select the required settings
for your session.

o Click Start Session. The Session ID appears at the top left of the page and starts with ID.

o Share the Session ID with students who will be joining the session.

Figure 6. TA Interface: Select Tests, Start Session

Operational Test Selection Q X
Filter By: LEN Tests Selected O clearal

Interim Assessment ELA / Literacy

Choose which tests to add to your session from the tree, and then start your session.

. o . ELA/L ICA Gr3 CAT
ELA/LICAGr3 PT
+ [ sicA .
ELA/L ICA Gr4 CAT
+ 0O IAB . '
+ ([0 FlAB . Select Test Reason*

-

'
Back @ Start Operational Session

Students can take both interim and summative assessments via the Secure Browser. Interim
assessments may also be taken through the Interim Testing Site.

Have students sign in to the Interim Testing Site using the card on the Idaho Portal (Figure 7) or into a
test using the Secure Browser. In both scenarios, students will use their first name, EDUID, and the
session ID to log into the test (7). For more information about the student login process, refer to the
Sign In section.
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Figure 7: Portal Card for Interim Testing Site Figure 8: Student Login
Administering Tests
Please Sign In

lll First Name:

1 EX: JORDAN
Interim Testing Site

Access the interim testing system on a web EDUID:

browser. GR Ex 123456780
Session ID:
P i)

Approve students for testing. When students select tests, the Approvals box in the TA Interface shows a
notification, indicating how many students are waiting for approval. Click Approvals to view the list of
students awaiting approval.

Figure 9. TA Interface: Approvals and Student Test Settings

@IDAHO |TestAdministration @tepGude | TET, 1Demot

Sample Session ID /‘ O\ X \// “
TRA I N - B F 8 E - 3 Select Tests Student Lookup Approvals

Approvals and Student Test Settings

'z =

Stop Session Refresh Page Menu

W/ Rpprove All Students 94

1 students awaiting approval 0 active students (max 200) 0 tests in session ® = |SAT Sample Tests
Grade 5 ELA - Practice Test- 1 student(s) ~ Approve All Studentsl
< Student Name < EDUID < Opp# < See Details < Action

! GUEST GUEST 1 @ Standard v b4

= Review and update test settings and accommodations by clicking O in that student’s row.

e Note: As a reminder, students should not be approved for testing if their
U settings and accommodations are not correct. Some test settings cannot
be modified through the TA Interface. If any accommodations or

designated support settings are incorrect, please click the X button to
deny student access to the test and ask your School Coordinator (SC) to
update the student’s settings in TIDE.
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Figure 10. TA Interface: Edit Student Test Settings

Test Settings for: VTester, Demo @Set @ Set & Approve ® Cancel
(2] Mouse Pointer System Default
(2] Print on Demand (N/A for Braille tests) off

(2] Strikethrough ~ § m

Iﬁ Supporting Students with Literacy Challenges

e Language/Presentation English
Q Text-to-Speech None
(7] Translations (Glossaries) No Glossary

= To approve an individual student for testing, click %

= To deny a student for testing, click x and enter the reason in the box.

= To approve all students for a given test or segment, click Approve All Students for that test or
segment.

Monitor the students’ progress throughout their tests. The Progress column displays the student’s
progress status for the test. Refreshing the page will not affect student’s while they test.

Figure 11. TA Interface: Students Currently Testing

M - ' ~~
TEST_FAA4_1 . W{WE‘S . lsmw?l.\mp | mgsm Relw?pm

5

0 studenis awalling approval 0 print requests 3 active students (max 200) 3 tests in session ® = ELA and iaih Practice Tests

/\ Test with potential issues

o Sludent & Test & Opp# @ Progress 8 Tsﬁ;ms & Actions
GUEST -

! - G3 ELA Practice Test 1 I Ged @ & Standard ]
o ansvered T

These are your current/active testing sessions

& Fr:f%?:ﬂnalllm & Text & Opp# © Progress 8 Tsist:mgs & Actions
GUEST .

! G3 ELA Practice Test 1 PEr— L ® Stndas 44 n

= Click ) to pause an individual student’s test. If a student’s test is paused for more than 20
minutes, may not be able to review any questions completed before the test was paused. Check
the Pause Rules in the Test Administration Manual (TAM) associated with the type of test you
are administering for specific information about Pause Rules.
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= Click O to view a student’s full information, including current test settings.
When the time is up, stop the test session and log out.
o To stop a test session, click Stop Session at the top of the TA Site.
o Inthe confirmation message that appears, select OK. The test session stops.

=+ NOTE: When you stop a test session, the Session ID can no longer be used. When you pause a
U test session, you can log back into the same session, using that Session ID.

Student Testing Site
SignIn

Before taking an operational test, students can take practice and training tests to familiarize themselves
with the online testing process and to practice the use of accommodations and designated supports.
Aside from the sign-in process, the Student Practice and Training Tests Site (Figure 12) has the same
appearance and functionality as the Student Testing Site.

Figure 12: Practice and Training Tests Card

a1 o

il
IV

The ISAT Practice Test Quick Guide and

&b
Practice and Training Tests The IDAA Training Test Quick Guide provide an overview on
how to administer these tests.

Become familiar with the testing
system and types of questions
on the operational tests

Practice and Training Tests Site

1. From the Idaho State Assessment Program Portal, select the Practice and Training Tests card.

(Figure 12). Alternately, launch the Secure Browser and select the Take a Practice Test card.

2. Keep Guest User toggled to ON (Figure 13) to take tests for any grade level or switch to OFF (Figure
14) to enter a student’s first name and EDUID for only grade-level tests.

For Test Administrators: Keep Guest Session toggled to ON to access a non-proctored test or switch to
OFF to enter a Session ID for a proctored test session in the TA Interface.
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Figure 13:Guest Toggled On

Please Sign In

&l

Guest User

Toggle to sign in as yourself

o il

Guest Session

Toggle to join an active session

ikl Run Diagnostics

Browser: Chrome v122

Figure 14: Guest Toggled Off

Please Sign In

G Guest User

Toggle to sign in as yourself

First Name:
1 EX: JORDAN

EDUID:
QB Fx 123456789

— Guest Session

Toggle to join an active session

Session ID:

ﬁ TRAIN

Operational (Live) Test Site

1.
2,
3.

Open the Secure Browser. The Sign In page appears (Figure 15).

Students enter their first name, EDUID, and the Session ID.

Select Sign In. If a student is signing into the Interim Testing Site, they will click the “Interim Testing

Site” card on the Idaho Portal. (See Figure 7)

Figure 15. Students: Secure Browser Sign-In Page

Please Sign In

This is the

First Name:

- 8

Student ID:

Operational Test Site
If you wish to take a
practice test, pl 1]
click the button below

Session ID:

P -

J} Operational Test Site

Sign In
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Common Login Errors

The first name and EDUID do not match. This indicates that the first name entered does not match
the first name associated with the EDUID. This information must match exactly as the information is
found in TIDE or on the student’s testing ticket.

The session ID is not available. The session ID entered is not an available test session. Verify that
you entered the session ID correctly or that the session ID has started or has not been stopped.

No tests are available at this time. The student settings do not match the online testing parameters.

Check to see if the student is eligible for the test you are administering or if the correct test is in the
operational test window.

Call the Idaho Help Desk if you are unable to test and cannot get past the above login errors. They
can assist you while you are trying to log students in.

Verify Student Information

1.

After you sign in, the Is This You? page appears on the student screen. Verify that the information
on this page is correct.

If you are signed in as a guest, no confirmation page appears.
Select Yes to continue.

Figure 16. Students: Is This You? Page

Is This You?

Please review the following information.

First Name Grade
first 09

EDUID School:
005500001 Demo School 999901

Select an Available Test

1.

On the Your Tests page, select the category of your test if available, then select the test you need to
take.

= [f you are signed in as a guest, select your grade from the Student Grade Level drop-down list to
view the available tests.

Wait for the TA to check your test settings and approve your participation.
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Figure 17. Students: Your Tests Page

Your Tests

Select the test you need to take.

Interim Assessment ELA / Literacy Q
Interim Assessment Mathematics »

a Operational Test Site Back to Login

Check Device Functionality

1. The Audio/Video Checks page may appear, depending on the test. Perform each check that appears
to proceed to the next page.

Figure 18. Students: Audio/Video Checks Page
Audio/Video Checks

Your test uses multi-media features. Please perform the follawing checks befare continuing.

Audio Playback Check

Make sure audio playback is warking.

n, play the sample sound, press the spesker button.,

Next Step:
if you heard the sound, choase T heard the sound. If not, choose I did not hear the sound.

1 did not hear the sound

o If you are testing with text-to-speech (TTS), play the sample TTS audio to verify that it reads
the text aloud.

o If the test contains audio content, play the sample audio to verify that you can hear it clearly.

o If the test contains verbal response questions, record an audio sample, and play it back to
verify that your microphone is functioning properly.

o If the test contains video, play the sample video to verify that you can play the video
properly.
Begin the Test
1. Onthe Instructions and Help page, review the test instructions and your test settings, if desired.

2. Select Begin Test Now to start the test.

Complete the Test

1. On each page of the test, answer all the questions before selecting Next to proceed to the next
page.
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2. After completing the last question on the test, students click Next in the global menu. The test
review page appears, displaying a list of questions available to review.

3. Onthe End Test page, (Figure 19) select a question number to return to the test and review answers

or select Submit My Test to complete the testing process. Once you submit the test, you can no
longer modify any responses.

Figure 19. Students: End Test Page

Congratulations, you reached the end of the test!

If you need to review your answers, select the question number you wish to review.
A flag icon appears for any questions that you marked for review.

M = You have markod questions. Riview these questions befone submisting your ts!.

2 3 4 5 & 7
"] ] ™~ 10 i1 12 13 M 14
15 16 17 1 M 15 20 21
22
Submit My Test | Click here to submit your test for scofing. This action cannot be undone, Please make

} e all your redponies hive been reviewed, You will not be able 1o réludn 1O your test

You can pause a test at any point. If you pause for more than 20 minutes, you cannot review any
questions completed before pausing, unless you paused on a page with incomplete questions.

Test Layout and Tools

This section provides an overview of the Test Delivery System’s available tools and where they are
located.

Figure 20shows the basic test layout and primary tools available in the Student Testing Site.

Figure 20. Students: Test Layout

Remd 2| Grade § ELA CAT Sampls Test (0 out of 37) GUEST, GUEST (SSID: GUEST) GUEST SESSION ? . n
< (= H Global Menu = & (&
Bt Mesl fave

=-| &« =|| Question Section

promt

Stimulus Section

Read the passage and answer the questions.

!
James Watt and the Teakettle Select the two sentences that should be included in a summary of
by James Baldwin the last four paragraphs of the passage.
r '
A little boy f:mn_l Scotland was sulmg_l.n his James was from Scotland. Response
grandmother's kitchen. He was watching Area
the red flames in the wide open fireplace

) ) James knew steam could power ships.
and quietly wondering about the causes of

things. Indeed, he was always wondering
and always wanting to know. James continued to live with his grandmother.

"Grandma," he presently asked, "what James kept thinking about uses for steam as he grew up.
L makes the fire burn?” S

/
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Global and Context Menus

The global and context menus allow students to access on-screen tools. Students can access these tools
using a mouse or keyboard shortcuts.

About the Global Menu

The global menu at the top of the test page contains navigation buttons on the left and tool buttons on
the right (Figure 21).

Figure 21. Students: Global Menu
(temsZ) 2019 Grade 7 English/Language Arts Released Items (0 out of 10) GUEST, GUEST (STN: GUEST) GUEST SESSION (2](&](n

) @ Test Tools | & &) &

Back Next Save Line Reader_Zoom Out Zoom In

Navigation Buttons

To open a test tool in the global menu:

e Select the button for the tool. The selected test tool activates.

About the Context Menus

Each test page may include several elements, such as the question, answer options, and stimulus. The
context menu for each element contains tools applicable to that element (Figure 22).

Figure 22. Students: Context Menu for Questions

H )
e B P
GUEST  Last Saved: 3:58 PM

| F Ik for Rt
Select the list of numbers that are all mull @ e

0 9, 27, 35, 63 @be Strikethrough

® 9,48, 81, 90

a)

18, 36, 45, 64

=)

18, 54, 72,99

Open a Context Menu for Stimuli and Questions

Students can access context menus by right-clicking elements or by selecting elements and then clicking
the context menu button.

To access the context menu for a passage or question:

1. Click the context menu ‘="' button in the upper-right corner of the stimulus or question. The context
menu opens.

Select a tool.

Open a Context Menu for Answer Options

Students can use the context menu to access tools for answer options in a multiple-choice or multi-
select question.

To access an answer option's context menu:

1. To open the context menu, do one of the following:
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=  For a two-button mouse, right-click an answer option.

=  For a single-button mouse, click an answer option while pressing Ctrl.

= For a Chromebook, click an answer option while pressing Alt.

= For a tablet, tap the answer option and then tap the context menu button (this selects the
answer option until you select a different option).

Select a tool from the context menu.

Available Test Tools

Table 1 lists the tools available in the Global Menu section of the test page Table 2 lists the tools
available in the Question and Stimulus sections (context menu tools), and Table 3 lists the additional
tools available in the Student Testing Site.

(] Note: Some tools are available for all tests, while others are only available when testing in a
particular subject or when testing with a particular accommodation.

Table 1. Global Tools

Tool Name

Instructions

Calculator '

To use the on-screen calculator, select Calculator in the global
menu.

Dictionary

To look up definitions and synonyms in the Merriam-Webster
dictionary or thesaurus, select Dictionary in the global menu.

Formula ' x¥

To view the on-screen formula sheet, select Formula in the
global menu.

Graph Paper

To use the on-screen graph paper tool, select Graph Paper in
the global menu. You can use the buttons at the top of the
graph paper window to plot points and lines on the grid.

Help [ 2 |

To view the on-screen Help Guide window, select the question
mark [ ? | button in the upper-right corner.

Language Toggle ®

For items and stimuli that have content in two languages, such
as English and Spanish, you can select the language in which
to display the content for easier readability.

By default, the item will be presented in the language specified
at the beginning of the test. To switch the language, select
Language Toggle in the global menu.

Line Reader —

To highlight an individual line of text in a passage or question,
select Line Reader in the global menu. If the enhanced line
reader mode is enabled, all content except for the line in focus
is grayed out for greater emphasis.

This tool is not available while the Highlighter tool is in use.
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Tool Name

Instructions

Masking ' ]

The Masking tool temporarily covers a distracting area of the
test page. To use this tool:

3. Select Masking in the global menu.
4. Click and drag across the distracting area.

5. To close the Masking tool, select Masking again. To
remove a masked area, select . in the upper-right
corner of that area.

Notes | [4]

To enter notes in an on-screen notepad, select Notes in the
global menu. These notes are available globally and can be
accessed from any page in the test.

Depending on the tool’s settings, advanced editing features,
such as word and character count, spell check, and text
formatting options may be available.

Furthermore, if the copy/paste feature is enabled, the text
entered in this tool can be copied and pasted into text response
areas or comment fields of items displayed on that page.

Pause

To pause a test, select| 11 |. If you pause the test, then you will
be logged out.

Periodic Table

To view the on-screen periodic table, select Periodic Table in
the global menu.

Print Page | &

To request to print the entire test page, select Print Page in the
global menu.

Print Passage | &

To request to print a reading passage, select Print Passage in
the global menu.

System Settings

To adjust audio volume during the test, select in the upper-
right corner. Students testing with TTS can also use this tool to
adjust TTS settings.

Students testing on mobile devices cannot use this tool to adjust
volume. To adjust audio volume on mobile devices, students
must use the device's built-in volume control.

You can also specify the language in which the names of
buttons, messages, and other Ul elements are displayed on the
test page by selecting the required language from the
Language drop-down list in the System Settings menu.

Zoom buttons

Q)@

To enlarge the text and images on a test page, select Zoom In.
Multiple zoom levels are available. To undo zooming, select
Zoom Out.
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Table 2. Context Menu Tools

Tool Name

Instructions

American Sign Language

You can watch videos that translate test content into American
Sign Language (ASL).
To view ASL videos:
From the context menu, select American Sign Language.
= |f only one ASL video is available, the video opens
automatically.

= |f multiple ASL videos are available, sign language (&?
) icons appear next to the test content for each video.
Select the icon for the test content you wish to translate
into ASL.

If the ASL video content includes chapter markers, you can
jump from one point of the video to another.

Glossary (Word List)

To open the glossary, select a word or phrase that has a border
around it. If the TTS feature is enabled, you can select the TTS
icon in the Glossary or Word List pop-up window to listen to the
content. While the text is being read aloud, the TTS icon is
replaced by the speaking icon.

Highlighter

To highlight text, select the text on the screen and then select
Highlight Selection from the context menu. If multiple color
options are available, select an option from the list of colors that
appears.

To remove highlighting, select Reset Highlighting from the
context menu.

Text in images cannot be highlighted. This tool is not available
while the Line Reader tool is in use.

Mark for Review

To mark a question for review, select Mark for Reviewkfrom the
context menu. The question number displays a flap ’7 ‘ in the

upper-right corner and a flag icon ¥ appears next to the
question number on the test page. The Items pop-up window
also displays a flag icon next to the question number.

Notepad

To enter notes for a question, select Notepad from the context

menu. After entering a note, a pencil icon |Zp appears next to
the question number on the test page.

You can only access your notes for a question on that
question’s test page.

Depending on the tool’s settings, advanced editing features,
such as word and character count, spell check, and text
formatting options may be available.

Furthermore, if the copy/paste feature is enabled, the text
entered in this tool can be copied and pasted into text response
areas of items displayed on that page.
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Tool Name

Instructions

Print Item

To send a print request for an individual question, select Print
Item from the context menu. After sending the request, a printer
icon =\ appears next to the question number on the test page.

Select Previous Version

To view and restore responses previously entered for a Text
Response question, select the Select Previous Version option
from the context menu. A list of saved responses appears.
Select the appropriate response and click Select.

Strikethrough

For selected-response questions, you can cross out an answer
option to focus on the options you think might be correct. If the
tool is set to the enhanced mode, you can strikethrough multiple
lines of text, such as an answer option spanning more than a
line, as well as graphics.

There are two options for using this tool:
6. Option A:

b. To activate Strikethrough mode, open the context menu
and select Strikethrough.

c. Select each answer option you wish to strike out.

d. To deactivate Strikethrough mode, press Esc or click
outside the question’s response area.

7. Option B: Right-click an answer option and select
Strikethrough.

Text-to-Speech

To listen to passages and questions, select a Speak option
from the context menu.

To listen to responses to constructed-response items, use the
TTS button in the formatting toolbar of the item response area.

Tutorial To view a short video demonstrating how to respond to a
particular question type, select Tutorial from the context menu.
Table 3. Other Tools
Tool Name Instructions

Closed Captioning

Questions and stimuli with audio elements automatically
display closed captions for students testing with the
appropriate accommodations. You can select the up arrow E
to move the closed captioning to the top of the screen or the
down arrow K3 to move it to the bottom of the screen. You

can also close the closed captioning by selecting m

Expand Passage

To expand the passage section, select the double arrow v

icon. The section will expand and overlap the question section
for easier readability. To collapse the expanded section,

select the double arrow «” icon again.
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Tool Name

Instructions

Expand buttons

You can expand the passage section or the question section
for easier readability.

e To expand the passage section, select the right arrow
icon —' below the global menu. To collapse the
expanded passage section, select the left arrow icon <
in the upper-right corner.

e To expand the question section, select the left arrow icon

<— below the global menu. To collapse the expanded

question section, select the right arrow icon —> inthe
upper-left corner.

Speech-to-Text (STT)

Speech-to-Text allows students testing with the appropriate
accommodations to dictate responses to constructed-

response items. To use STT, select the microphone icon %
in the formatting toolbar of the item response area and begin
speaking. The dictated response will be transcribed as text in
the item response area.

Braille Type
(ISAT ELA and Math Only)

Type of Braille in which online test items are printed. Note:
Online Braille testing is only offered for ISAT ELA and Math
tests.

Emboss
(ISAT ELA and Math only)

This tool allows students to send test items to an embossing
printer for online Braille testing. Note: Online Braille testing is
only offered for ISAT ELA and Math tests.

Emboss Request Type
(ISAT ELA and Math only)

This tool specifies the type of embossing in which online
Braille tests are printed. Note: Online Braille testing is only
offered for ISAT ELA and Math tests.
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