
 

© 2011 Center for Educational Testing and Evaluation  
 

1 

Kansas Writing Instruction and Evaluation Tool (KWIET) 
Teacher Help Document 

 
 

 
 
 
This guide is intended to help teachers understand how to use the Kansas Writing Instruction 
and Evaluation Tool (KWIET). 
 

Step1: Registering for KWIET 
 
Teachers planning to make use of KWIET must request a  
CETE user account from cete.us. Teachers need to enter their Kansas Teacher ID  
number when requesting accounts. District administrators must approve  
teacher accounts in order to prompt their activation. Responsible  
administrators must upload SCRS data for teachers’ courses in order for  
teachers to have access to KWIET.  Note: Course group  
information for teachers will be the same for Interim and Writing  
Assessments. 
 
 
 

Step 2: Installing the KWIET Student Application 
 
Before a student can use KWIET, the application will need to be installed on each computer 
that will be used.  The KWIET student application, once installed, will provide an icon that 
students will click to open KWIET.  After KWIET launches, the computer will be locked down 
and will not allow access to other applications. To download the KWIET application and see the 
download instructions, go to www.cete.us/kap/documentation/kwiet/. 
 
Students can practice using KWIET by completing a practice task.  To access the practice task, 
students will use the following username and password: 
 
Username:  kwiet 
Password:   guest 
 
The practice task allows students to become familiar with KWIET before completing an 
assigned writing task.  No results from the practice task will be saved once the practice 
task has ended. 
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Step 1: Installing the KWIET Student Application 

Step 3: Bookmark the KWIET Administrator Link 
 
 
               
 
Tea 
 
 

 
 
 
 
 
 
 
 
 
 
 

District and Building Administrators 
Step 3: Teacher tasks 

 
 
District and building administrators will be able to log in to KWIET and Create/Search Prompts, 
Create/Search Rubrics, Create/Search Tasks, and Create/Search Task Administrations. Any 
prompts, rubrics, tasks, or task administrations can be viewed and used by other users in the 
same building or district. However, only the user that created the prompt, task, or task 
administration will be able to make changes to what was created. Other users will only be able 
to see and use these features; they cannot make changes to them. 
 
District and building administrators will not have classes/courses/students assigned to them so 
they will not be able to give or score a student task.  
 
 
 
 
 
 
 
 
 
 

Go to http://ads.cete.us/ads/ and log in. You will use the same username 
and password for KWIET as you currently use for the CETE website.  If 
you do not have a username and password, you will need to request one 
from cete.us. 
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Step 4: Teachers  
Step 3: Teacher tasks 

 
 
Teachers must first have classes/courses/students uploaded through SCRS before KWIET can 
be used.  
 
Teachers that are assigned to the same building will be able to see and use prompts, rubrics, 
tasks, and task administrations created by other teachers in the same building.  However, only 
the user that created the prompt, rubric, task, or task administration will be able to edit.  
 
Prompt: Create or edit your own prompts or search for prompts. 
Rubric: Create or edit your own rubrics or search for rubrics. 
Task: (A writing assignment or test made up of one or more prompts.) Create or edit your 
own tasks or search for tasks. 
Task Administrations: Create or edit your own task administration windows or search for 
task administration. 
Enrollment: Enroll or un-enroll students in tasks or reactivate student enrollments. Schedule 
students to collaborate and respond to drafted tasks. Change the task administration window 
for enrollments. 
Score Tasks: View or print responses for completed tasks and assign scores and add 
comments on student responses. 
Reports: View aggregate reports by student, class, grade, and task. 
Logout: Log out of KWIET. 
 
St 
 
 
 
 
 
 
 
 
 
 
s 

Step 5: Create and Search/Edit Prompts 
 
You can choose to create a prompt, search and use an instructional example prompt, or use a 
prompt created by another user in your building. 
 
To create a prompt, click on Prompt, then Create. Fill in all the required fields, then click 
Create Prompt.  After you have created the prompt, you will be able to review your text for 
any necessary changes. Note: the characters ; ~ , and ‘ are not allowed in the Prompt Title 
field. Prompt Title is limited to 70 characters, and Writing Situation and Directions for Writing 
are limited to 2000 characters. 
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To search for a prompt, click on Prompt, then click Search/Edit. Enter all or part of the text 
to search, or leave the Search field blank to search for all available prompts. After results are 
displayed, you can click the View link to view the prompt. Only the original user will be able to 
edit the prompt by clicking the Edit link. 
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Step 6: Create and Search/Edit Rubrics 

 
You can choose to create a rubric to be used by your students, search and use an instructional 
example rubric, or use a rubric created by another user in your building. 
 
To create a rubric, click on Rubric, then Create. Fill in all the required fields, then click Create 
Rubric. After you have created the rubric, you will be able to edit any existing fields of the 
rubric.  Note: Rubric Name is limited to 70 characters, and Rubric Description is limited to 
1000 characters. 
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To search for a rubric, click on Rubric, then click Search/Edit. Enter all or part of the text to 
search, or leave the Search field blank to search for all available prompts. After results are 
displayed, you can click the View link to view the rubric. Only the original user will be able to 
edit the rubric by clicking the Edit link. 

 
 
 
Step 4: View Tests 

Step 6: Create and Search/Edit Tasks 
 
You can choose to create a task to be used by your students, or search a task created by 
another user in your building. 
 
To create a task, click on Task, then Create. Fill in all the required fields, then highlight the 
prompt(s) in the left-side box and click the right arrow to move the selected prompts to the 
right-side box to add prompts to the task. Prompt order can be changed using the arrow keys. 
Click Save Task.   
 
After you have created the task, you will be able to review your text for any necessary 
changes. Note: the characters ; ~ , and ‘ are not allowed in the Task Name field. Task Name is 
limited to 20 characters. 
 
 

 
 



 

© 2011 Center for Educational Testing and Evaluation  
 

7 

To search for a task, click on Task, then click Search/Edit.  Enter all or part of the searched 
text, or leave the Search field blank to search for all available tasks.  After results are 
displayed, you can click the View link to view the task. Only the original user will be able to 
edit the task by clicking the Edit link. 
 

 
 
 
 
 
 
 
 

Step 7: Create and Search/Edit Task Administrations 
 
 
 
After a task has been created and before it can be given to a student, you need to set up a 
task administration. A task administration will let you define when a task is available to 
students. 
 
To create a task administration, click on Task Administration, then Create.  Fill in all the 
required fields. Use the calendar icon shown next to the Beginning Date and Ending Date to 
help select your task dates. Use the Any Time button to easily insert a 24-hour window for 
Beginning Time and Ending Time. Then click Create Task Administration. 
   
After you have created the task administration, you will be able to review your text for any 
necessary changes. Note: the characters ; ~  , and ‘ are not allowed in the Administration 
Name field. Administration Name is limited to 20 characters. 
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To search for a task administration, click on Task Administration, then click Search/Edit.  
Enter all or part of the text to search, or leave the Search field blank to search for all available 
task administrations. After results are displayed, you can click the View link to view the task 
administration. Only the original user will be able to edit the task administration by clicking the 
Edit link. 
 
 

 
 
 
 
 
 
Step 7: Create and Search/Edit Administration 

Step 8: Enrollment 
 
After creating a task and a task administration, you are now ready to enroll your students.  
The enrollment feature allows you to: 
 

• Schedule students to take a task 
• Reactivate a task that has been completed 
• Schedule students to collaborate and respond to drafted tasks 
• Select a different task administration schedule for a KWIET task 

 
 
NOTE: Each student must only be enrolled in one grade. See information below on 
how to disable student grades for those students enrolled in multiple grades. 
 
To Schedule Students, click on Enrollment, then Schedule Students. Select Available Classes, 
Available Grades, and Available Tasks, then click Search. All students enrolled in your search 
will be displayed.   
 
To enroll students for a task administration, check the Enroll box under the Enroll Or Un-enroll 
column.  Be sure to select an Available Task Administration from the dropdown box, then click 
Schedule Students.  You will see the time a task is available in the Task Administration column 
for the enrolled students.  If you need to adjust dates/times of a task administration, you must 
do this from the Task Administration page. 
 
Each student’s Username/Password can be printed by clicking the Print button at the bottom of 
the screen. 
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To Reactivate Students, click on Enrollment, then Schedule Students. Select Available 
Classes, Available Grades, and Available Tasks, then click Search. All students enrolled in your 
search will be displayed. Note: A student can continue to log in to the same task until his/her 
response is published. A student only needs to be reactivated after he or she has “published” a 
response to a task and needs or wants to make additional revisions.  
 
To reactivate a student for a task administration, check the Enroll box under the Enroll Or Un-
enroll column. The task status should be Published. Check the box for each student you want 
to reactivate, then click Schedule Students. The status of each student will change to Not 
Started. They will be reactivated for the same task administration and task. The student can 
now log back in to the task and complete his or her work. If you need to adjust dates/times of 
a task administration, you must do this from the Task Administration page. 
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If checkboxes are shown in the Grade column for a student, that student is enrolled in multiple 
grades. A student should only be enrolled for one grade, and the invalid grade should be 
disabled. To disable a grade, click on the box in the Grade column next to the incorrect 
grade. When you are finished, click on the Disable button. This will remove the student from 
the incorrect grade. 
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To Edit Schedule, click on Enrollment, then Edit Schedule. All students enrolled in your 
search will be displayed. Check the box for any students needing their task administration 
changed. Be sure to select your new task administration from the drop-down box, then click 
Update.   
 

 
 
To Schedule Collaboration, click on Enrollment, then Schedule Collaboration. All students 
enrolled in your search will be displayed. Check the box for the students that you want to be 
available for collaboration, then click Schedule Students.   
 
A student cannot save to the Collaboration tab until that student is scheduled for collaboration 
by the teacher. A student cannot serve as the responder until that student is scheduled for 
collaboration by the teacher. If students are not scheduled for collaboration, they will move 
from the Drafting tab to the Publication tab. Note: A teacher cannot schedule a student for 
collaboration while the student is logged in to KWIET.  
 
 
 
 
 
 
 
 

Step 9: Score Tasks 
 
 
When a student completes his or her task, you can log in to review and score the work. 
 
To score a task, click on Score Tasks. Fill in all the required fields and click Search. All 
students for your search will be displayed with their status. You can view a student response 
using the View Response link, which displays the response using the student interface. You can 
also download and save or print the student response by checking the box and clicking 
Download Responses (PDF) button.   
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Using the View Response link, you will see the student response, 6 scoring drop-down boxes, 
and a text box to provide comments. You can select a score for each category or only some of 
the categories. If all 6 traits are not scored, no composite score will be provided. Be sure to 
click Save Scores. 
 

 
 
To enter any comments you want to pass back to your student, click on the Teacher 
Comments tab. To add a comment within the response, select a section of text. Then, click on 
the comment icon . The selected text will bold, and the comment box will insert and 
display following the selected text. Enter your comments in the box. Click the Save Comment 
button to save your comments.  
 
 
For comments about the writing task overall, the comment box below the student response 
can be used. Enter your comments. Click the Save Comment button to save your comments. 
These comments will appear with the student response.   
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You may download the student response, along with the score and your comments, by clicking 
the Download Response (PDF) button. To return to the list of students, click the Back to 
Students button. 
 
 
After you have scored and saved a student’s work, the student will be able to see your 
assigned scores and any comments when he or she logs in to the student interface. 
 
 
 
 
 
Tests 
Step 10: Reports 
 
 
You will be able to see student results in different ways by using the Reports button. 
 

1. Benchmark by Grade 
 

 
 
 
 
 
 
 

2. Benchmark by Task 
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3. Benchmark by Class 
 

 
 
 
 
 
 
 
 

4. Benchmark by Student 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
When you are done using the KWIET teacher interface, you can log out using the button at the 
top of the page. Note: due to some security features with certain browsers, you may need to 
close the interface using the X close button at the top of the screen. 

Step 10: Logout 


