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KCA TestBuilder Formative Testing Tool 

Administrator and Editing Guide 
The Center for Educational Testing and Evaluation 

 
 

 

 

KCA TestBuilder is the vehicle developed by the Center for Educational Testing and Evaluation 

(CETE) for delivering formative assessments to Kansas schools. Formative assessments 

provide feedback that can be used to modify teaching and learning activities. KCA formative 

assessments are low-stakes assessments that give teachers and schools immediate feedback 

on how their students are mastering targeted indicators. Students gain valuable experience 

using the same online testing tools used in the “real” Kansas Computerized Assessments 

(KCA).   

 

Types of Accounts for KCA TestBuilder 

 
There are several types of accounts in KCA TestBuilder. Each type of account has certain 

functions and privileges available. 

 

District Administrator accounts allow persons with the ID and Password to: 

 Create other district level accounts.  

 View CETE generated Building Administration Accounts and create additional Building 

Administration Accounts.  
 Reset usernames and passwords of Building Administrator accounts. 

 

See pages 2-4 in this manual for details about District Administrator functions. 

 

Building Administrator Accounts allow persons to: 

 Create other building level accounts.  

 Assign which tests and test item pools are available to teachers and editors in their 

building.  

 Create new testing pools of items that teachers and editors can be assigned.   

 Create and maintain Teacher accounts (create new logins, delete invalid logins, reset 

teacher passwords) in their building. 

 Create Editor accounts for a pool of items. 

 

See pages 4-8 in this manual for details about building administrator functions. 

 

Note:  CETE has already created a Building Administrator  account for each school  in your 

district.  

 

Editor Accounts  

 Building Administrator must create Editor accounts. 

 An Editor account allows the person to create new items for the assigned testing pool 

based on the KSDE standard/benchmark/indicator framework.  

 Editor accounts also allow editing of test items that they have created within the 

assigned test pool. Editors cannot edit KSDE items.  

 Users can create new tests within the assigned test pool using items that they have 

created, KSDE items that have been assigned to that pool, or both.  

 

See pages 9-16 of this manual for details about Editor functions. 
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Teacher Accounts 

 Must be created by Building administrator. 

 Allows person to create and administer tests to students. 

 Allows person to access reports for his/her classroom after testing.  

 

For information about teacher accounts, see the separate KCA TestBuilder Teacher Manual 

available at http://www.kca.cete.us/. Click on KCA TestBuilder to log in.  

 

District Administrator Account 

 

 

 

 

 
 

 
 
Creating and Editing District Level Accounts 
 

If desired, you may create additional district level accounts. These accounts would allow others 

to help manage your district’s KCA formative testing building accounts.  

 

 

To create administrative accounts, click 

on “Administrative Accounts.” 

 

 

 

 

 

 

Click “Add Administrative Account.” 

 

 

Create a new username and password. 

 

It is recommended that you use the following 

standard when creating new accounts: 

 

Username: 4 digit central office building code, 

first initial, last name 

 

Example: 1647jsmith 

Password: first name 

Users can easily change their passwords once 

they log in to the system. 

 

Contact information should contain the new 

administrator’s e-mail address.  

 

Click on “Create User” to complete the process.  

 

If the username you have selected is 

already in use in the state-wide system, this 

message will appear. 

Go to http://www.cete.us/. Locate the TestBuilder 

Login box, and enter your CETE district user name and 

password. Anyone with the district ID and password 

information will be able to access KCA TestBuilder and 

function as a District Administrator for formative 

testing. 

http://www.kca.cete.us/
http://www.cete.us/
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Try a different username and click “Create User.”  

 

You can continue to add as many district administrative accounts as desired. If you ever need 

to edit an account or change a password, simply click on the “Edit” link. 

 
Creating and Editing Building Administrator Level Accounts 
 

CETE has created one Building Administrator level account for each school in your district. If 

desired, you may create additional building level accounts. (You will not need to create 

additional building level accounts for schools. However, you may want to create a building level 

account for the district curriculum 

department, special education 

department, etc.) 

 

 

To create building accounts, click on 

“Building Administrators.” 

 

 

 

Click on “Add Building Account.” 

 

 

 

 

 

 

Fill in all the required fields and click “Create 

User.” 

 

Contact information should contain the new 

building administrator’s email address.  

 

 

 

 

 

 

If the username you have selected is already in use in the state-wide system, this message will 

appear. 

 

 

 

 

Try a different username and click “Create User.”  
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You can add as many building accounts as desired. If you ever need to edit an account, change 

a username, or reset a password, click on the “Edit” link. 

 

 

 

Building Administrator Accounts 

 

 

 

 
 

 
 
 

 

Creating and Editing Building Level Accounts 
 

If desired, you may create additional building level accounts. These accounts would allow 

others to help manage your school’s KCA formative testing teacher accounts and testing pools. 

 

 

To create an additional building account, click on 

“Building Administration Accounts.” 

 

 

 

 

 

Click “Add Administrative Account.” 

 

Create a new username and password. 

 

It is recommended that you use the 

following standard when creating new 

accounts: 

 

Username: 4 digit building code, first initial, 

last name 

 

Example: 2345bsmith 

Password: first name 

 

Users can easily change their passwords 

once they log in to the system. 

 

Fill in all the fields with an asterisk.  

 

Click on “Create User” to complete the processes.  

 

Go to http://www.kca.cete.us/, click on KCA 

TestBuilder, and enter your username and password 

given to you by your district level administrator. 

http://www.kca.cete.us/
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If the username you have selected is already in use in the state-wide system, this message will 

appear. 

 

 

 

Try a different username and click “Create User.”  

 

You can add as many building accounts as desired. If you ever need to edit an account, change 

a username, or reset a password, click on the “Edit” link. 

 

 

Creating Teacher Accounts and Assigning Teachers to Testing Pools 

 
 
To create Teacher accounts and assign them to 

testing pools, click on “Testing Pools.” 

 
 

 
 
You will want to determine if you want to create new testing pools or use the default testing 

pool provided by KCA TestBuilder. The default testing pool contains all of the KSDE supplied 

reading, mathematics, science, and social studies assessments and questions for grades 3-11. 

You may decide it best to customize testing pools for each grade level and/or subject. For 

example, you may want to create a testing pool with just mathematics questions and assign 

mathematics teachers to this testing pool. You may also want to create a testing pool just for 

3rd grade teachers that include only 3rd grade questions.  

 

To use the default testing pool, click on “Testing Pools.”  

 
Next, click on “Edit” for the Default Formative Pool.  
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Click on “Teacher Accounts” to create Teacher 

level accounts that will have access  

to this testing pool. 

 

 

 

 

 

Click on “Add New Teacher To Pool.” 

 

 

 

Fill in all the required fields, following the same naming 

standard as building administrative accounts: 

 

Username: 4 digit building code, first initial, last name 

 

Example: 1876ssmith 

Password: first name 

 

Click “Create Teacher Account” to complete the process. 

If you ever need to edit an account, change a username, or 

reset a password, click on the “Edit” link. 

 

 

 

 

 

Click on “Update User” and then “Return to Pool Management.” 

 

 

 

 

 

Create Custom Testing Pools 
 

If desired, you may create specialized testing pools and limit access to the pools to certain 

teachers. To begin to create a custom testing pool, click on “Testing Pools.” 

 
In the text box, type the name of your new testing pool and click on “Create New Testing 

Pool.” 

 
Your new testing pool is created. You will now need to add test items and teachers to the pool. 

 

Click on “Edit” to begin customizing the testing pool. 

 

 

 

 

Type the name of the 
new testing pool FIRST 
and then click “Create 
New Testing Pool.” 
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You have several options available.   

 

 
 

Teacher Accounts: 

Teacher accounts are created in the exact same way as they were when adding them to the 

default pool. The teacher accounts in this pool will only have access to the items added to the 

pool. 

 

Editor Accounts: 

Editor accounts are created in the exact same way as teacher accounts. The main difference is 

that editors will have the ability to create new questions within the specified pool. The editor 

will then also be able to edit these items and build tests containing these new items as well as 

any KSDE items that have been added to the assigned pool. Editors can add or delete items 

from the testing pool. Teachers within this pool will then have access to the new items/tests.  

 

Tests: 

You may add pre-built formative tests to your testing pool. Click on the “Tests” link. 

 

 
 

To search for specific tests, narrow your search by clicking on the grade level and/or subject. 

Then click “Search Tests.” 

 

To preview the test, click on the test link. To add the test to the pool, click on “Add To Pool.” 
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Questions: 

Individual questions can be added to the testing pool. Questions are added in the same way as 

tests are added to the pool. Click on the “Questions” link. To search for specific questions, 

narrow your search by clicking on the grade level and/or subject. Then click “Search 

Questions.” 

 

Other Search tips: 

 Typing a keyword in the search box will search for the word in the question stem. 

 Typing an indicator string will search standard/benchmark/indicator number, 

description, or an entire string (i.e., 6.4.1.k2) 

 

 

 
 

 

Your results will be displayed. To preview the test question, click on the question link. To add 

the question to the pool, click on “Add To Pool.” 

 

 
 

Passages: 

Passages are listed by title and can be searched and added to the testing pool in the same 

manner that tests and questions are. Passages are only available for reading assessments.  

 

Hint:  When adding reading passages, searches are performed by questions in the passage.  

When you add one question, you add the entire passage group of items, so only add one 

question from the passage. Questions from reading passage groups cannot be deleted. 

 

 
 

 

You may create as many customized testing pools as desired for your building. If a teacher 

needs access to more than one customized testing pool, you will need to create more than one 

username for that teacher. 
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Editor Accounts 

 

Editors can perform the following functions: 

 

 Create new items for the assigned testing pool based on the KSDE 

standard/benchmark/indicator framework, 

 Edit new test items that the editor has created within the assigned test pool (Cannot 

edit KSDE items.), and 

 Create new tests within the assigned test pool using items that they have created, 

KSDE items that have been assigned to that pool, or both.  

 

Creating New Questions 

 
 

 

 
 

 

Click on the desired question type and click 

“Continue.” 

 

 

 

 

 

 

 

 

Choose the question subject from the drop down 

menu and click “Continue.”  

 

 

 

 

 

 

 

Choose the grade from the drop down menu and click “Continue.”  

 

 

 

 

 

 

You will be asked to indicate the standard, benchmark, indicator, and sub indicator for the new 

question.  

To create a new question, click 

on the “Create New Question” 

button on the Questions page. 
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Fill out the required fields and click 

“Continue.” 

 

 

 

 

 

 

 

 

 

 

 

Type your question in the 

Question Stem box. Use the 

editing tools such as bold, 

italics, and underline if 

desired. 

 

 

 

 

 

 

 

Type your responses in the 

response boxes.  

 

 

 

 

 

 

Click “Continue.” 
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From here, you may edit the properties and grouping, add a response, and preview the 

question. 

 

 

 

 

 

 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

   

 

 

You will need to select which answer choice is the correct answer by clicking on “mark correct.ò 

 
 

 

To add an image to the question stem or responses, click on “advanced edit.” 

 

 

Click “Manage Images.”  

 

 

Browse to find your image, then click “Upload Images” and 

close the box. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Edit Properties  changes the 

layout of the question. 

 

Edit Grouping  changes the 

standard/benchmark/ 

indicator or adds a second 

standard/benchmark/ 

indicator. 

 

Add Response adds a new 

response to the question. 

 

Preview  allows you to 

preview the question and 

select the default layout of 

the question. 

 

Randomize Ordering  

randomizes the order of 

responses in the questions. 

 

 

 

Make basic formatting changes to 
questions (bold, underline, italics) 
through the editing toolbar. 

 

Put your cursor where you 

want the image inserted and 

click on the insert/edit image 

icon. 
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Click “Update Question” to complete the process. 

 
 

The new question will now be available to teachers who are assigned to this testing pool. 

 

 

Editing an Existing Test Item 
 

 
 
Search for a question to edit by subject, 

grade, keyword, indicator string, or a 

combination. (Questions must have been 

added to the testing pool by the Building 

Administrator to be available to the Editor. 

Only questions that were created by an 

Editor can be edited. KSDE items will not 

be able to be changed or edited.) 

 

 
Your search results will be displayed. You can edit, preview, or print questions. 

 

 

 

 

 

 

 

 

 

 

 

To edit the question, click the “Edit” icon. You now have several options to customize the test 

question. You may edit the properties or grouping, add a response, and preview the question 

just as was done when creating the item. 

 

Edit 
question 

Preview 
question 

Print question 

Find your image in the “Image List” 

drop-down box. 

 

You may choose the alignment of 

the image as well as dimensions, 

border, and vertical and horizontal 

space; however, these items are 

not required. 

 

 
Click “Insert.” 
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Click on “advanced edit” to insert an image into your question. (Refer to directions on page 11) 

 
Click on the desired ordering of the answer choices. 

 
 

You will need to select which answer choice is the correct answer by clicking on “mark correct.ò 

 
 

The new updated question will now be available to teachers who are assigned to this testing 

pool. 

 

 
Advanced Editing 
 
There are several editing options available in the advanced editing mode.  These tools offer 

more control in your editing process.  

 

The top row of tools is mainly used to format font. You may change the font family and size 

as well as the alignment of the text. 

 

 

 
 

 

Middle Row 

 

 

 

 
 

 

 

 

 

 

 

Bottom Row 

 

 

        Tools for formatting tables        

 
 

 

 

 
 

 

Indent and 
outdent  

Bullets 
and 
numbering 

Undo and 
redo  

Insert/edit 
image 

HTML tools 

Find and find 
& replace 

Insert a 
table 

Insert a 
horizontal line 

Subscript and 
superscript 

Insert a special 
character 
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Creating New Tests 
 

 
 

 

 

 
 

 

 

You can then begin adding questions to the test by clicking “Add Question Here”. 

 

 
 

 

 

Search for questions by subject, grade, keyword, indicator string, or a combination. 

 

Search tips: 

 Keywords will search in the question stem. 

 Indicator string will search standard/benchmark/indicator number, description, or an 

entire string (i.e., 6.4.1.k2) 

 Reading passages are searched by questions. Adding one question from the 

passage will add the entire passage group to your test. 

 Reading stand-alone questions can be found by entering “standalone” to the keyword 

field. 

 

 

 

To create a new test, click on 

the Build Test button at the top 

of the page. 

 

 

 

 

 

 

Fill out the required fields 

and click “Continue.” 

 

You can choose multiple 

tools for the test by holding 

down the control key while 

selecting each tool.  
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Check the box of each question you want to add to your test and then click “add selected”. You 

may also click “add to test” next to the desired question. Another available option is to add all 

questions from your search results by selecting “check all” and then “add selected”. 

 

 
 

Hint:  When adding reading passages, searches are performed by questions in the passage. 

When you add one question, you add the entire passage group, so only enter one 

question from the passage. Questions from reading passage groups cannot be deleted. 

 

You may view, delete, or change the order of a question. 

 

 

 
 

 

“Edit properties” will let you change the test name and grade, test directions, and add, remove 

or change the order of tools available in the test. 

 

 
 

 

 

 

 



                                                           ©2009 University of Kansas                                   16 

 

 

 
 

   

You may add, remove, and change the order of the tools that will be available for students 

during the testing session.  

 

 
 

 

Scroll down to add/edit the instructions for the test or any help notes (formula page) you 

would like to appear during testing. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Change the name of 

the test and grade 

level if desired. 

 

 

Click on “Update 

Properties” after 

making changes to 
the test properties. 

Use the blue  

up and down  

arrows to change  

the order 
of the tools. 
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Reporting 

 

 

Teachers have access to a wide variety of reports for their students. These same reports are 

made available at the building and district level.  

 

Districts and buildings will have access to teacher reports by choosing the “Results” link at the 

top of the page and then searching by “All Teachers” or by one teacher at a time.  

 

 
 

 

The results will be displayed by test administration and can be downloaded as a csv or pdf file. 

 

 
 

See the KCA TestBuilder Teacher Manual for more information about reports. 

 

 

 

Helpful Hints and Tips 

 

Before students can take a formative assessment, a teacher must create test administrations 

for the students. See the teacher’s KCA TestBuilder Teacher Manual for instructions. Distribute 

teacher usernames and passwords to teachers along with a copy of the teacher manual so 

teachers may begin the process of creating test administrations for the students.  

 

 

Preparing Computers 

KCA software must be loaded onto the testing computers before students can be tested. The 

software for formatives assessments is the same as used for the KCA. Contact your technology 

specialist to be sure you have the correct version of KCA software installed. 

 

In addition, the KCA tutorials will need to have Flash v7r63 as a minimum to run the tutorials. 

You can update to this Flash version by going to this link: 

http://www.adobe.com/go/getflash/ 

 

For assistance or questions, please contact CETE at (785)864-3537 or (785)864-7092. 

 

http://www.adobe.com/go/getflash/

