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Step 4: 
From the list select what assessments/exams you would 
like to add to your test series. 

Step 3: 
Achieve has 6 pre-defined fields that are required to run a 
test series. Please select YES, use these fields. If you 
would like to add your own fields you can do so in the 
next steps. 

Step 1: 
The CREATE A NEW TEST SERIES button is located 
under the Assessments tab. 

Step 2: 
Name your Test Series accordingly use the common 
naming assessment for exams and assessments just make 
sure you add Test Series in the name. 
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Step 6: 
Review the assessments/exams you added to the test series. 

Step 7: 
Link the columns in your assessment/exam to the pre-
defined columns in the test series. PLEASE NOTE: the 
Proficiency level column is what is used in the Pivot Ta-
ble the remaining three are required for the Multiple As-
sessment Listing report.  

Step 8: 
Please review the column headings and data.  

Step 5: 
Assessments/Exams are now being locked. Remember 
the test series transfers over the data in a “snapshot” 
form. That is, only data that is currently stored in that 
assessment will show up in the test series. If you add data 
to the assessment you will have to create a new test series 
for it to show in reporting.  
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Step 9: 
By selecting modify columns you can add a new field or 
change the column names and types. 

Step 10: 
Your new test series can be found under the Assessments 
tab. PLEASE NOTE: Once assessments are added to the 
assessment, you will need to use the grade filter for them 
to show up.  


