How to Release a TEKS Check 1
· Login to D2SC.

· Click on “Student Tracking System”. 

· Click on the period/course name.

· Click on the words “Sec. Diagnostic” in the top of the column on the right.  That cell should turn blue.
· Right Click on the cell that says “Sec. Diagnostic”. 

· Select “Add QB Assignment”.  A new window or tab will open.

· On the row titled Assessment, use the down arrow to select the exam you wish to give.  For Wednesday, the 23rd, you are looking for:  

2009-2010 TC1 Your Course Name
· On the third row:  Scoring Category, use the down arrow to select the term:

                     TEKS Check

· On the fourth row:  Grading Period, use the down arrow to select the term:

               SEC. DIAGNOSTIC

· Leave all of the other blanks and boxes alone. 

               DO NOT change anything else!

· At the bottom of the screen, select the STUDENTS tab.

· Click ONLY on the name(s) of the students that are PRESENT for the exam.  Do not release the test to students who are absent.

· Scroll back to the top of the window and click on the SAVE disk.   A new window will open.

· Click the Finish  button.  A “0*” indicates that the test has been released to the student and is ready for student login.

· To release the exam to additional students who arrive late or are absent and need to make-up the exam, simply RIGHT click on the name of the exam (you will have to click on Sec. Diagnostic to see that column) and select “RELEASE TO NEW STUDENTS”.  A new window will open.  

· DO NOT, DO NOT, DO NOT, RELEASE THE EXAM A SECOND TIME!

· Click on the additional name(s) of the students now PRESENT to take the exam.

· Click the SAVE disk.  The “0*” will now appear for these additional students.

