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General Information 

About AIMSweb 

AIMSweb is a benchmark and progress monitoring system based on direct, frequent and continuous 

student assessment. The results are reported to students, parents, teachers and administrators via a 

web-based data management and reporting system to determine response to intervention. 

The AIMSweb system components provide one comprehensive progress monitoring and RTI Solution. 

 

 Benchmark – Assess all students three times per year for universal screening (early 

identification), general education progress monitoring, and AYP accountability. 

 Strategic Monitor – Monitor at-risk students monthly and evaluate the effectiveness of 

instructional changes. 

 Progress Monitor – Write individualized annual goals and monitor more frequently for those who 

need intensive instructional services. 
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Logging In 

1. Enter www.aimsweb.com into your browser window to open the AIMSweb products website. 

 

2. Click the Customer Log in button to open the Customer Login page. 

 

Tip: Bookmark this page for easy access. 

 

3. Enter your information into the corresponding fields. 

4. Click the Login button to log into your account.  

 

Note: If any of your entered information is incorrect, a message will appear. Log in again with the 

corrected information. 

Logging Out 

In the top right corner of every page is a Logout button. It is important to log out of the AIMSweb 

software every time you are finished using it.  

 

Note: For security purposes, it is strongly recommended you close your internet browser window after 

each session to prevent the use of the browser's Back button to potentially access sensitive information. 



AIMSweb Software Guide 

-15- 

 

Contacting AIMSweb Technical Support 

AIMSweb offers several options for you to obtain the technical support and guidance you need:  

Online Help System 

Use help by clicking the Help button at the top right corner of the screen. A small window will appear with 

a description of your current page and instructions on completing tasks and special features of that page. 

At the top right corner of the AIMSweb software screen are two buttons: Help 

and Logout. The help button provides page-specific information. If you have a question on any page, such 

as”how do I (fill in the blank)?” or”what is (fill in the blank)?”, you can click the Help button for more 

detailed information.  

Forum 

 

Click the Forum tab to view the Forum for AIMSweb. You can read questions and discussions previously 

posted by other AIMSweb users or post your own questions.  These questions can be addressed to either 

the AIMSweb Technical Support Team or other AIMSweb users. Select the forum category that best suits 

your needs. Choose from: 

 

 Tell Pearson What You Think-- Use this folder to post suggestions, request feature 

enhancements, or share your comments and/or concerns. 

 Support-- Use this folder to get help with product and software-related issues support-related 

requests. 

 AIMSweb Community-- Use this folder to communicate with other AIMSweb users. 

 Product Updates-- Review this folder for AIMSweb product updates and notices. 

 Archive-- Review this folder for previously answered questions about AIMSweb. Please note that 

as AIMSweb changes, some of the product and software answers may no longer be applicable. 

 

After selecting the forum category, browse the category topics to find information relevant to your 

question. Click the topic link to view the original post and all subsequent responses. If you do not see a 

relevant topic, post your own by clicking the words New Topic at the top of the Forum page. In the 

Message Title, enter a brief description of the topic. Use the Message Text box for the body of your 

question. When you are finished, click the Post Thread button to post the topic on the Forum. 
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AIMSweb Technical Support 

Email AIMSweb Technical Support – You can send your support questions to the AIMSweb Technical 

Support Team at aimswebsupport@pearson.com. It is important to be as specific as possible when 

requesting technical support. The more information you provide a technician to begin with, the faster they 

will be able to help you.  

AIMSweb Technical Support Phone Service – You can speak to an AIMSweb Technical Support 

representative by calling 866-313-6194 between the hours of 8:00 AM and 5:00 PM CST.  

Editing Personal Preferences  

You may change your personal information at any time by clicking the My Account tab at the top of the 

screen. 

Editing your Personal Information 

1. Click the My Account tab to open the Personal Info page. 

 

2. Enter your changes into the corresponding field.  

Note: From here, you can also change your username to something easy for you to remember. 

 

3. Click the Save button at the bottom of the page to save any changes made to your personal 

information. 
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Changing Your Password  

1. Enter your current password (the password you used to log in to your 

account) in the Current Password field.  

  

2. Enter your new password in the New Password field.   

3. Re-enter the password to verify the change.  

4. Click the Save button to save any changes made to your personal 

information. 

Editing Your Password  

From the My Account tab, click the gray Password sub-tab located on the left side of the screen. If you 

feel your password has been comprised, it is important to change it as soon as possible. 

 

Note: Once password or username changes are saved, AIMSweb will send an email to you with your new 

log in information.  

Renewing Your AIMSweb Account (Primary AIMSweb Manager only)  

The primary AIMSweb Manager will have access to an Account sub-tab. The account window contains 

subscription and renewal information.   

 

The primary AIMSweb Manager can renew the account subscription for the upcoming year by clicking the 

Renew link.  
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Viewing your Primary Contacts 

 

The Primary Contact is a designated point person within your school or district who can answer questions 

about your account or AIMSweb, in general.  

1. Click the My Account tab. 

2. Click the Primary Contact side tab. 

Gathering AIMSweb Materials 

These materials may be General Outcome Measure or user-specific. For example, some documents will 

only be for Reading or Mathematics measures, while some documents are intended for the specific user. 

AIMSweb documents are provided as PDF downloads and all presentations are provided as PowerPoint 

downloads.  You may download them to your computer and copy for account use only.  Downloading is a 

two-step process: 

1. Click the download link to open the PDF file.  

2. Save (or print) the file by using the PDF preferences under the File menu.   

In order to view the documents, you need Adobe Acrobat Reader and Microsoft PowerPoint Viewer 

installed on your computer. These programs are free.  

 Open http://www.adobe.com/products/acrobat/readstep2.html to download and install the Adobe 

Acrobat Reader.  

 Open http://www.microsoft.com/downloads to download and install the Microsoft PowerPoint 

Viewer. 

Select the yellow Downloads tab to access AIMSweb materials, such as probes. Tabs will display on the 

left based on user type.  All users will have access to relevant training material.  Only manager users 

can download Benchmark probes and passages.  Managers and Progress Monitor Users, including RTI 

users, can download Progress Monitor probes and passages.   
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Downloading Benchmark Probes  

Only manager users and RTI Users have access to download Benchmark probes and passages. In an 

attempt to reduce the distribution and familiarity of AIMSweb Benchmark Passages, AIMSweb 

Benchmark Teacher users do not have access to the Benchmark passages. 

1. Click the Downloads tab. 

2. Click the Benchmark sub-tab to access the AIMSweb Benchmark Probes.  

3. Select a General Outcome Measure from the drop-down menu at the top left of the page. 

4. Click the Go button.  

5. Select a General Outcome Measure tab to view the available AIMSweb Benchmark probes. 

6. Click the Download link next to the probe title or click the Download All Passages link at the top 

of the page to download individual probes. 

 

Note: The Download All Passages feature is not available for all General Outcome Measures. 

Downloading Progress Monitor Passages  

Manager users and Progress Monitor Teacher Users have the ability to download Progress Monitor 

probes and passages.  

1. Click the Downloads tab. 

2. Click the Progress Monitor sub-tab to access the AIMSweb Progress Monitor Probes.  

3. Select a General Outcome Measure from the drop-down menu at the top left of the page. 

4. Click the Go button.  

5. Select a General Outcome Measure tab to view the available AIMSweb Progress Monitor 

probes. 

6. Click the Download link next to the probe title or click the Download All Passages link at the top 

of the page to download individual probes. 

Note: The Download All Passages feature is not available for all General Outcome Measures. 
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Account Settings 

Password Security Settings 

To ensure the privacy of student data, AIMSweb has implemented password security standards. 

AIMSweb managers are provided the Password Security Settings interface which security settings may 

be adjusted to meet the needs of the organization..  

 

AIMSweb default minimum password requirements are 7 characters and includes a minimum of 3 of the 4 

criteria listed below: 

 Upper case:  1 
 Lower case:  1 
 Numeric:  1 
 Special Characters: 1 

Default expiration of passwords is 120 days. A previous password cannot be re-used for the set number 

of passwords held in history and/or for 12 months. If a password is entered incorrectly in 5 consecutive 

login attempts in a row, the account will be locked. At this point, the user can use the Forgot Password 

link to have a temporary password sent to their email address contained in the system or they may 

contact their AIMSweb Manager to reset the password.  
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The customizable options are: 

Option Definition Range 

Min. Password 

Length 

The minimum required password length; default 

is 7. 

7-15 characters 

Password 

Expiration 

The number of days until the password expires 

and must be changed by the user; default is 

120. 

30-365 days 

Used Password 

History 

This changes the number of times a password 

must be reset before a prior password can be 

re-used; default is 3. 

Note: Password history is kept for 12 months, 

regardless of history number setting. The 

system will use a combination of [x] number of 

passwords, or 12months, whichever is greater. 

1-12 passwords 

User Account 

Expiration 

This changes the number of days after a 

password has expired before the user is 

deactivated in AIMSweb. The default is 60. 

30-80; never 

 days 

Account Lockout This changes the number times a user can enter 

his/her password incorrectly before the account 

is locked. The default is 5. 

3-10     tries 

              

Changing the Default Security Settings 

1. Click the Manage tab. 

2. Click the Password Security Settings link in the Navigation menu. 

3. Select the desired settings from the drop down menus. 

4. Click Save. 

5. Click Agree. 

 

Note: To return to the Pearson default settings, check the box next to Use Pearson Default at 

the top of the screen. Any changes to these settings will affect all users in your account. 

All changes are logged in the table below the options. This information includes: 

 Date Changed-- the date that the settings were changed 

 Changed By-- the user who changed the settings 

 Changes-- a comprehensive description of what was changed 
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NCES Identifier Verification and Primary Contact Selection 

NCES Identifier 

In order to better serve your needs, AIMSweb is now requiring the entry and verification of the school 

National Center for Education Statistics (NCES) school number and selection of a primary contact for 

each school and district in your account. To find the NCES number for your school, click the link below: 

http://nces.ed.gov/ccd/schoolsearch/. 

An NCES Number is much like a unique identifier for each school within each state. NCES numbers must 

be entered and/or verified once annually. The 12-digit NCES number comprises three separate parts:  

 The first 2 digits indicate the state using the FIPS code.  

 The next 5 digits indicate the district.  

 The last 5 digits indicate the school.  

NCES numbers can be entered on the Manage Schools page for each school in the account or for all 

schools from the NCES Identifier Verification screen. 

Note: Only Managers on the account can enter the NCES numbers at their permissions level and below. 

For example, AIMSweb Managers can enter NCES numbers for all schools within the account. District 

Managers can enter NCES numbers for all schools within their district. School Managers can enter NCES 

numbers for their school. 

Primary Contacts 

The Primary Contact is a designated person who can address questions about AIMSweb. Each AIMSweb 

user will see the Primary Contacts on the My Account tab. Primary Contacts are required for each level 

in the account (AIMSweb, District, School). The selection of Primary Contacts will ensure that updates 

and important information can be disseminated.  

Note: Only managers on the account can select primary contacts at their level and below. For example, 

AIMSweb Managers can select for all schools and districts within the account. District Managers can 

select for all schools within their district. School Managers can select the school.  

Primary Contacts must be selected and/or verified annually. If a Primary Contact is deactivated in the 

account, managers will be prompted to designate a new Primary Contact for the district and/or school. 



AIMSweb Software Guide 

-23- 

 

Entering NCES Numbers and Selecting Primary Contacts for Individual Schools within the 

Account 

 

1. Log in as a manager. 

2. Click the Manage tab. 

3. Click the Schools link in the Navigation menu. 

4. Click Edit to open the Manage Schools edit screen. 

5. Select the user to be designated as a primary contact from the Primary Contact drop down.  

6. Enter the 12-digit NCESnumber.  

Note: AIMSweb, District, and School Managers will display in the drop down. If mangers are not 

set up in the account, click here for more information. 

7. Click Add. 
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Selecting Primary Contacts for Individual Districts 

 

1. Click the Manage tab. 

2. Click the Districts link in the Navigation menu. 

3. Click Edit to open the Manage Districts screen. 

4. Select the user to be designated as a primary contact from the Primary Contact drop down.  

Note: Only AIMSweb and District Managers will display in the drop down. If you do not have a 

District Manager set up in the account, click here for more information about setting up district 

managers. 

5. Click Add. 
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Entering NCES Numbers and Selecting Primary Contacts for All Schools within the 

Account 

Upon logging into your account, you will be prompted to enter and verify your school's NCES number until 

all numbers have been entered for the schools in your account.  

1. Click the Manage tab. 

2. Click the NCES Identifier link in the Navigation menu. 

 

3. Click OK to open the AIMSweb NCES Identifier Verification screen. 

 

Note: Select whether to view the school(s) with NCES numbers requiring verification or all 

schools in the account from the Show drop down. 

4. Enter the 12-digit NCESnumber and verify the number is entered correctly.  

5. Select the Primary Contacts at the District, School, and Account levels from the drop downs. 

Note: Only AIMSweb Managers will display for selection of the account-level primary contact. 

AIMSweb and District Managers will display for selection of the district-level primary contact. All 

managers will display for the selection of the school-level primary contact. If managers are not set 

up in the account, click here for more information. 

6. Check the Verify checkbox (es). 

Note: If verify is not checked, you will not be able to save the information. 
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7. Click Save.  

Note: If you have entered an incorrect NCES number, a notification message will display. Click 

OK to change the entered number. 

Viewing your Primary Contacts 

 

The Primary Contact is a designated point person within the school or district who can answer general 

questions about AIMSweb and the AIMSweb account. 

1. Click the My Account tab. 

2. Click the Primary Contact side tab. 
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Managing your Account 

Managing Districts 

Account data is entered and managed under the Manage tab. The menu allows you to navigate the 

Manage interface by selecting items to create, edit, and delete data. As you select a menu item, the 

manage interface to the right will change.  

Note: Only AIMSweb Managers can manage districts within the AIMSweb account.   

To manage districts in your AIMSweb account, select the Manage tab and Districts in the menu. To the 

right of the page, the Manage Districts page appears. 

 

Creating Districts  

The first time an AIMSweb Manager logs in to an AIMSweb account, the first item in the menu (Districts) 

is highlighted in gray. The Manage Districts page appears on the right.  Entering a school district is the 

first item in setting up your account.  

 

1. Enter the name of the district.  

2. Select a primary contact for the district. The primary contact will be someone who is a 

designated point person within your school or district. All District Managers and AIMSweb 

Managers will be available for selection.  

3. Enter an abbreviation for the district.  

Note: This abbreviation will appear on generated reports. It is important to assign unique 

abbreviations to each district.  
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4. You will also see an option that reads Teachers Can Enter Benchmark Data - yes/no. This will 

set the default option for all schools within the district. (As each school is added you will have the 

option to change this default setting.) This will determine if teachers, when they log in to their own 

AIMSweb account, can enter Benchmark scores or just view Benchmark data. If teachers do not 

enter their own Benchmark scores you will need to designate a manager user to enter the data. 

5. The next option reads Teachers Can Use Strategic Monitoring - yes/no.  This will set the 

default option for all schools within the district. As each school is added you will have the option 

to change this default setting. This determines if monthly Strategic Monitoring data is available for 

reporting.  

6. The next option reads Teachers Can Add Students- yes/no. This will set the default option for 

all schools within the district.  If you select yes, teachers will be able to add students to the 

AIMSweb system, possibly resulting in duplicate students. If you select no, teachers will be able 

to add students to their rosters or PM caseloads that already exist in the AIMSweb system, but 

will not be able to create new students. 

7. When you have completed entering the information, click the Save button to save the changes or 

the Cancel button to remove any information entered. The district will appear in a table at the 

bottom of the page. Action items appear next to the district: Edit, Delete, and Select. Repeat this 

process until all districts using this AIMSweb account have been entered. 

Editing Districts  

At the bottom of the page are your districts. Next to the district names, in the action column of the table, 

are the action items: Edit, Delete and Select.  

1. Click Edit link. The district will appear at the top of the page.  

2. Make any changes necessary.  

3. Click the Save button to save the changes or Cancel to remove changes.  

Deleting Districts  

Click the Delete link in the action column next to the district name. 

Note: As a safety precaution a district cannot be deleted until all schools within the district have been 

deleted. 
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Selecting Districts  

Your districts are listed at the bottom of the page. Next to the district names, in the action column of the 

table, are the action items: Edit, Delete and Select. Click the Select link in the Action column next to the 

district. 

Managing Schools 

After districts are added, schools need to be added to each district. If you are an AIMSweb Manager and 

have multiple districts within your account, select a district to enter schools within that district. If you only 

have one district within your account, a district does not need to be selected. 

All AIMSweb, District and School Managers access the Manage Schools interface by selecting Schools 

in the Manage menu. The Manage Schools window appears to the right. 
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Note: The NCES Identifier only affects US accounts. 
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Adding Schools  

1. Enter the school name. 
2. Select a primary contact for the school. The Primary Contact will be someone who is a 

designated point person within your school or district. All School, District, and AIMSweb 
Managers will be available for selection.  

3.  Enter a school abbreviation.  
 
Note: This abbreviation will appear on generated reports. It is important to assign unique 
abbreviations to each district.  

4. Select a school type.  The school type will be regular by default.  You may designate your school 
as regular, reading first, title one, or special education. 
 
Note: The school type is used to disaggregate data in reports throughout the account. 

5. Select the grades served within the school by clicking the check boxes under the title of Grades 
Served. You will also see an option Teachers can Edit Benchmark Data - Yes/No. This will 
determine if teachers, when they log in to their own AIMSweb account, can enter Benchmark 
scores or just view Benchmark data.  If teachers do not enter their own Benchmark scores, you 
need to designate a manager user to enter the data. 

6. The next option reads Teachers can use Strategic Monitoring - Yes/No.  This determines if the 
monthly Strategic Monitoring interface is available for use within the school account.  

7. If you have the Behavior module is part of the subscription, the Bess Norm Default Group option 
appears. Select which norm group to use when scoring and generating reports for Bess. The 
options are:Combined and Gender-Specific. The default is Combined. 

8. Click Save to save your changes or Cancel to remove any information that has been entered. 
Continue the above process until all schools within the district have been added.  

Schools that have been added to your AIMSweb account will appear in a table at the bottom of the 

Manage Schools page, each with the action items: Edit, Delete, Select, and Graduate.  

Editing Schools  

Click the Edit link in the action column next to the school name to edit a school's information. Make 

changes in the fields above the school table. Click the Save button to save your changes.  

Selecting Schools  

Schools are selected when students and teachers are added to the school.  If you only have one school 

within your AIMSweb account, you do not need to select a school. 

To select a school in your AIMSweb account, click Schools in the menu. To the right of the page, the 

Manage School interface appears. All schools within the selected district are listed at the bottom of the 

page.  Click the select link next to the school you wish to select.   
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Deleting Schools  

Next to the school names, in the action column of the table, are the action items: Edit, Delete, Select and 

Graduate.  

1. Click the Delete link in the Action column next to the school. A window will appear, asking you to 

confirm the deletion.  

2. Click OK to delete the school or click Cancel to discontinue the action. As a safety precaution a 

school cannot be deleted until all teachers and students within the school have been 

removed.  

After all the schools have been added, click the Select link next to the school name to enter teachers and 

students for the school.   

Graduating Schools  

At the end of each school year, students must be graduated to the next, or higher, grade level.  

1. Select Schools in the Manage menu to open the Manage Schools page.  

2. Click the Graduate link to advance every student within the school one grade level.  

 

After clicking the Graduate link, you will be asked to confirm the advancement.  

3. Click OK to continue the graduation or Cancel to terminate the action. 

Note: Retained students will need to have their 'current grades' edited after the graduation 

process is complete.  

4. After each student has been advanced one grade level, the students who are in the highest grade 

served within the school need to be transferred to another school. After clicking the Graduate 

link, the Transfer Students window opens. 

5. Transfer the students to complete the graduation process. 
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Report Criteria Setup 

 

You can save multiple sets of criterion cut scores, norm-referencing percentiles, and targets for each 

measure.  This gives you the reporting flexibility to select comparisons defined for your account or for 

your school.  

 

 In doing so, you can see your students’ growth, based on the normative data included with AIMSweb or 

your own cut scores and percentiles, with a simple selection on the report. 

 

Note: When setting up Report Criteria for the Instructional Recommendations report, the criterion must 

have the same name for different measures within one General Outcome Measure. For example, any 

criteria set up for R-Path, Maze, and R-CBM would be named Reading Scores 2009-2010. 

 

AIMSweb norms provided with your account cannot be edited. Also, any report criteria set up at the 

account level, cannot be edited at the school level. For example, if an AIMSweb manager enters report 

criteria, the school manager cannot change those criteria. However, the school manager can add criteria 

specific to his/her school. Also, only AIMSweb Managers can change details or deactivate/activate 

measures within an account. 

Note: When defining report criteria at the school level, you cannot edit report criteria set by your 

AIMSweb manager at the account level.  

Deactivating Measures 

You can deactivate unused measures by checking the measure and clicking the Deactivate button at the 

top of the screen. Once deactivated, these measures will not appear in the list. Also, any districts or 

schools within your account will not be able to enter data for the deactivated measures. To view 

deactivated measures, select Inactive from the Show menu and click Search. Then, check the box next 

to the measure you wish to activate and click the Activate button.  
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Editing Details for a General Outcome Measure 

From here, you can customize your reports by changing the performance summary, potential instructional 

action, and/or colors. For criterion-referenced reporting, you can also add or delete levels. 

Editing CriterionReferencing Details 

1. Click the Details link to open the Report Criteria Details screen. 

 

Performance summary reports a student’s skill level based on Benchmark scores.   

2. Enter the performance summaries as you would like them to appear on the Benchmark reports. 

You may enter up to four performance summary categories.  

3. Enter a corresponding potential instructional action. The potential instructional action is paired 

with each performance summary to display a recommendation or requirement for students in a 

given performance category. 

4. Select the appearance order of the performance categories from the Order drop down menus. 

One will appear at the bottom of the report.   

5. Select the display color for the performance categories from the Color drop down menus to 

customize the colors shown on the reports. 

Note: To delete performance categories for criterion-referencing, click the Delete link next to 

each row.  

If you have entered cut scores for the deleted detail, those scores will be merged with the next 

higher level. For example, your template contains four levels with the following values: 

Deficient:  0-5; Emerging: 6-10; Established: 11-20; Mastery: 21 and higher 

You delete Emerging. 

The associated values are now: 

Deficient: 0-10; Established: 11-20; Mastery: 21 and higher  

6. Click the Save button to save your changes.   
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Editing NormReferencing Details 

1. Click the Details link to open the Report Criteria Details screen. 

 

Performance summary reports a student’s skill level based on Benchmark scores.   

2. Enter the performance summaries as you would like them to appear on the Benchmark reports. 

There are five performance summary categories.   

3. Enter a corresponding potential instructional action. The potential instructional action is paired 

with each performance summary to display a recommendation or requirement for students in a 

given performance category. 

4. Select the appearance order of the performance categories from the Order drop down menus. 

One will appear at the bottom of the report.   

5. Select the display color for the performance categories from the Color drop down menus to 

customize the colors shown on the reports. 

Note: Norm-referencing performance categories cannot be deleted. 

6. Click the Save button to save your changes.   
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Editing Targets 

1. Click the Details link to open the Report Criteria Details screen. 

2. Click the Target tab to open the Targets screen. 

 

 

3. Enter a target name as you would like it to appear on the Benchmark reports.  We recommend 

using brief, but descriptive verbiage.   

Adding New Values for a General Outcome Measure 

From here, you can customize your reports by adding new percentiles, cut scores, or targets. What is 

added here is available for selection on the reports. 

Note: AIMSweb norms provided with your account cannot be edited.  

Adding CriterionReferencing Values 

1. From the Report Criteria Setup screen, click the Values link next to the measure for which you 

wish to add values.  
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2. Click Add New to begin adding new values. The screen opens with the Criterion-Referenced 

tab selected. 

 

3. Enter the name into the Name field. What is entered in this field will appear verbatim on the 

report. It is recommended that you use brief, but descriptive verbiage. 

4. Enter cut-scores for each grade and benchmark period to classify students into performance 

categories based on Benchmark scores.  The editable text fields are for the threshold numbers. 

 Use the highest possible score for the category.  

For example, if you want students scoring 0-14 on a given Benchmark test labeled as deficient, 

enter 14 into the deficient text field.  The lowest numbers are pre-populated in the remaining 

fields.  Continue entering scores for all performance categories. 

5. When finished, click Save to save the entered scores. 

Adding NormReferencing Values 

1. Click the Values link to open the Report Criteria Values screen. 

 

2. Click Add New to begin adding new values. The screen opens with the Criterion-Referenced 

tab selected. 

3. Enter the name into the Name field. What is entered in this field will appear verbatim on the 

report. It is recommended that you use brief, but descriptive verbiage. 
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4. Click the Norm-Referenced tab to open the window. 

 

5. Enter percentiles for each grade and Benchmark period to classify students into performance 

categories based on local norms.  The editable text fields are for the threshold percentiles.  Use 

the highest percentile for the category.  

 

For example, if you want students ranging from the 1st – 25th percentile to be well below 

average, enter 25 in the well below average text field.  The lowest percentiles are pre-populated 

in the remaining fields.  Continue entering percentiles for all performance categories. 

6. When finished, click Save to save the entered percentiles. 

Adding Targets 

1. Click the Values link to open the Report Criteria Values screen. 

 

2. Click Add New to begin adding new values. The screen opens with the Criterion-Referenced 

tab selected. 

3. Enter the name into the Name field. What is entered in this field will appear verbatim on the 

report. It is recommended that you use brief, but descriptive verbiage. 
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4. Click the Targets tab to open the window. 

 

 

5. Enter benchmark targets for each grade and benchmark period in the available text fields as you 

would like them to display on your Benchmark reports. 

Note: The rate of improvement is automatically calculated when the targets are entered. 

Managing Users 

At the customer (account), district, and school level there are two user-types each: managers and 

reporters. Manager users have the ability to edit data, create users, and view and print all reports. 

Reporters have the ability to view scores and generate reports, but not edit or manage data.  

Managing Customer Users  

Only AIMSweb Managers can manage customer-level users.  At the customer level, the two user types 

are: AIMSweb Manager and Reporter.  

Adding CustomerLevel Users 

1. Select the Manage tab. 

2. Click Customer Users in the Manage Menu to open the Manage Customer Users screen. 

 

 

3. Click the Add Customer User link in the top right corner of the window to open the Add 

Customer User page.  

4. Select a user type from the drop-down menu.  



 

-40- 

 

5. Enter the user's information (required fields are in red). 

6. Click the Add button to add the user or click the Cancel button to cancel any changes. An email 

with the user's login information is automatically sent to the email address previously entered. 

Searching for CustomerLevel Users 

To search for customer users, select the user type from the drop-down list in the upper left corner of the 

Manage Customer Users screen.  Click the Go button to search for an existing AIMSweb user in the 

account. 

All of the selected user types will be displayed at the bottom of the page. Next to each name are the 

action items Edit, Delete, and Deactivate. 

 Click Edit to edit the user information.  

 Click Delete to permanently delete the user account. 

 Click Deactivate to block the user from logging in to his or her account. When the account is 

inactive, an Activate link will appear. Click Activate to reactivate the account.  

Managing District Level Users 

Only AIMSweb and District Managers can manage district level users.  At the district level, the two user 

types are: District Manager and Superintendent.  

The District Manager can edit and view all data for schools within the designated district. The 

Superintendent is the reporter user for this level. The Superintendent can view scores and generate 

reports for all schools within their district.  

If more than one district exists within the AIMSweb account, select the district in which the user will be 

working. Select District Users from the Manage Menu to display the Manage District Users window. 

Click the Add District User link in the top right corner of the window to open the Add District Users 

window. 
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1. Select a user type from the drop-down menu.  

2. Enter the user's information (required fields are in red). 

3. Click the Add button. An email with the user's login information is automatically sent to the email 

address.  

Searching for Users 

To search for existing district users in the account, select the user type from the drop-down list in the 

upper left corner of the Manage District Users screen and click the Go button.  

 

All selected user types within the district will be displayed at the bottom of the page. Next to each name 

are the action items Edit, Delete, and Deactivate.  

 Click Edit to edit the user information.  

 Click Delete to permanently delete the user account. 

 Click Deactivate to block the user from logging in to his or her account. When the account is 

inactive, an Activate link will appear. Click Activate to reactivate the account. 

Managing School Users  

At the school level, the two user types are named School Manager and Principal. The School Manager 

can edit and view all data for students within the designated school. The Principal can generate and print 

reports for all students within the designated school.  

If more than one district or school exists within your account, you must first select the district and school 

in which the school user will be working.  

Adding Users 

1. Select the Manage tab and School Users in the manage menu to display the Manage School 

Users window.   

2. Click the Add School User link at the top right corner of the window. 

3. Use the drop-down menu to select a user type. 

4. Enter the user's information (required fields are in red). 

5. Click the Add button. An email with the user's login information is automatically sent to the email 

address entered in the previous fields. 



 

-42- 

 

Searching for Users 

To search for school users, select the user type from the drop-down list in the upper left corner of the 

Manage School Users screen and click the Go button to search for existing school users in the account.  

All of the searched for user types within the school will be displayed at the bottom of the page. Next to 

each name are the action items Edit, Delete, and Deactivate. 

 Click Edit to edit the user information.  

 Click Delete to permanently delete the user account. 

 Click Deactivate to block the user from logging in to his or her account. When the account is 

inactive, an Activate link will appear. Click Activate to reactivate the account.  

 

Managing Students 

Manager users will manage students via the Manage tab.  Select the Manage tab and click Students in 

the Manage menu to access the Manage Students window. This window is school specific. If your 

account includes multiple districts or schools, be sure you have selected the proper district and school. 

 Regular Benchmark Teachers - Regular Teachers access the Manage Students interface via 

the My Classes tab.  Select the My Classes tab and click the Add Students button above the 

class roster.  Regular teachers are limited to managing students only in his or her assigned 

grade(s). 

 Progress Monitor Teachers - Progress Monitor Teachers access the Manage Students interface 

via the Progress Monitor tab.  Select the Progress Monitor tab and click the Manage Students 

button. 

 RTI Users - RTI Users access the Manage Students interface via the RTI tab.  Select the RTI tab 

and click the Manage Students button. 

The Manage Students window appears. There are two distinct frames within the Mange Students 

interface. To the left is Add A Student and to the right is Student List. After students are added using the 

left frame, they will appear at the right under the Student List.  
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Note: If the student in the list is progress monitored, click the PM icon next to his/her name to view 

associated progress monitoring caseloads or the View button to open the Student Data Detail window. 

Adding Students  

Under the Add A Student frame there are three buttons: Add, Clear, and Search. The two functions of this 

frame are adding and searching for students.  

 

At any time, use the Clear button to remove information from the Add A Student fields. Using the Clear 

button will also open the entire student list to the right of the page. 

 

Note: Clicking the Advanced Fields hyperlink will open more searchable fields. 

Adding Students 

1. Enter the student's information under the Add A Student frame. The required fields are in red.  

Note: These fields can be used to perform searches for students later.  

2. Additional fields are available by selecting the Show Advanced Fields hyperlink.  

3. After entering information, click the Save button to save the student to your database or click the 

Clear button to remove all information from the text fields. After saving the student's information, 

the student appears highlighted under the Student List to indicate the student is added.  

4. Continue the above process until all students have been entered.  
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Searching for Students  

 

Note: You can search for students based on your access level. For example, if you are an AIMSweb 

manager, you can select all from the District drop down to search for students within your entire account. 

If you are a District Manager, you can search for students within all schools in your district, but not in 

other districts. 

 

If you are looking for a student, but aren't sure of the spelling of the student's name, enter the first name 

of J and a current grade of 3. All students in the 3rd with a first name starting with J will appear in the 

student list to the right. The more general the search, the more students the search will return. 

Note: You can change the number of students viewed by using the drop-down menu next to the word 

Students in the Student List. By default, 10 students appear in the list. You can also use the Next buttons 

to page through the list of students. The single arrow to the right of the word Next will advance the view 

by 1 page of the student list. The double arrow will advance the view to the last page of the student list. 

Editing Student Information 

1. Click directly on the student's name from the Student List. The student's information will appear in 

the frame to the left which is now labeled Edit. 

 

2. Make the necessary changes. 
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3. Click the Save button to save the changes or the Cancel button to remove any changes. When 

changes have been made, the student will appear highlighted to the right under the Student List 

to indicate the change was successful.  

Note: You can also click the Lower Grade and Graduate buttons to either lower or raise the 

current grade of the student during the edit.  This is only applicable to some user types. 

Deleting Students  

Delete a student by clicking the check box next to the student's name and clicking the Delete button. 

Multiple students can be deleted by clicking the check boxes next to as many students' names as 

you wish to delete. 

 

Note: A student cannot be deleted until all of the student's Benchmark scores have been removed. It is 

recommended that students are transferred out of the school database rather than deleted to 

maintain the integrity of any Benchmark scores that have been entered. 

Adding Students for Strategic Monitoring  

Students are enabled for Strategic Monitoring using the Manage Students interface.  Students will remain 

as part of their Benchmark roster, but will also appear in the roster for Strategic Monitor months.  

 

1. Search for the student or students you wish to designate for Strategic Monitoring.   
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2. Click the check boxes next to the student names and click the Add SM button below the student 

list. An icon appears next to the student names indicating the student is enabled for Strategic 

Monitoring. 

Removing Students from the Strategic Monitoring Roster 

Remove students from the Strategic Monitoring roster from the Edit Student interface.   

1. Search for the student.  

2. Click the student's name.  The student's information will appear in the left frame, now labeled 

Edit.  If the student is enabled for Strategic Monitoring, a check mark will appear in the Strategic 

Monitoring box.   

3. De-select this box  

4. Click the Save button. 

Transferring Students 

1. Check the box next to the student(s) name you wish to transfer. 

2.  Click the Transfer button. 

 

3. Select the transfer-to school and grade:  

Note: Transfer Students is designed to accommodate the transfer of multiple students to multiple 

schools. All the students leaving the school will appear listed.  

4. Select the students' new grade level in the Grade After Transfer drop-down menu.  

5. Use the Transfer-To drop-down menu to select the students' transfer schools.  

Note: If the students will not be attending a school within your AIMSweb system, select the 

unlisted school option.  
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6. Click the check box next to the students' names you wish to transfer to the selected grade and 

school.  

7. Click the Next button. You'll continue this process until all students have been designated their 

respective transfer-to schools.  

8. The next page allows you to double-check your students' transfer-to information. 

 

9. Make any changes using the grade and school drop-down menus. 

10. Click the Save & Next button to continue or the Cancel button to cancel the transfer. If a conflict 

exists between selected grades and schools, you will receive a message and students who are 

unable to be transferred will appear highlighted in red. 

11. After clicking the Save & Next button you will be prompted to print transfer slips for your records. 

 

Note: These transfer slips are important; if a student returns to the school you will need the 

provided information to re-enroll the students.  

12. After you have printed the transfer slips, click the Finish button to complete the transfer. A 

message will appear reminding you to print your transfer slips.  

13. Click OK to complete the transfer process. Click Cancel to discontinue the action. 
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Transferring Students back into your School from the Unlisted School  

1. Click the Students link from the Manage page to open the Student List. 

 

2. Click the Show link next to Advanced Fields to open the Advanced Fields. 

3. Enter the Transfer ID into the last field in the list. 

 

 

Note: This is the number on the Transfer Slip that was printed when the student was transferred. 

If you do not have this number, you can retrieve it by clicking the Year in the top right corner of 

your screen under the Help and Logout button and view the roster for the student's previous 

class. The transfer ID is the AIMSweb ID.  

 

Copy the AIMSweb ID and switch the year back to the current school year. 

4. Click Search. The student will appear in the list. Click the Transfer button next to the student's 

name to transfer that student back into your school. Follow the Transferring Students steps to 

complete the transfer. 
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Creating Student Users  

Student user accounts can be created to allow students and their parents to log into AIMSweb and view 

Benchmark improvement reports. The student user account will only display the designated student's 

information.  

 

Creating Student Users 

1. Search students to create a student user.  

2. Click the check box next to the student or students you wish to select and click the Add User 

button. A happy face will appear, indicating the student has a user account created for him 

or her.  The student user information can be edited by clicking the happy face icon next to the 

student name. 

Generating Account Information Slips 

Account information slips can be generated for student users by grade.  These slips display the user login 

information and are ideal for printing and distributing to the users.   

1. After performing a search for an entire grade, if one or more students within the grade have 

student user accounts, Create Account Information Slips for Grade _ Student Accounts link 

will appear below the student list.  

2. Click this icon to generate a PDF of the student users' login information.   

Managing Teachers 

Once districts and schools are entered, add teachers within the school. When adding a teacher, you can 

assign the teacher Benchmark classrooms as grades served. To do this, select Teachers from the 

Manage menu to the left. The Manage Teachers interface appears to the right. 

If you are an AIMSweb or District Manager and have multiple districts and schools within your account, 

select a district and school to enter teachers. If you only have one district or school within your account, 

you do not need to make a selection. 
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Adding Teachers 

1. Enter the teacher's information in the labeled fields at the top half of the page.  The 

required fields are in red. 

2. Click the check box next to the grades displayed to assign the teacher to one or more 

Benchmark grade.   

3. Click the Save button to save your changes or the Cancel button to cancel the changes. 

Teachers will appear in a list at the bottom of the page. Next to each teacher's name in 

the action column are the following options: Edit, Delete, and Deactivate. 

  Editing Teachers  

1. Click the Edit link next to the teacher's name to edit the teachers.  

 

2. After you have made your changes, click the Save button to save your changes or the Cancel 

button to terminate the action. 

Activating/Deactivating Teachers  

Teachers, who are no longer serving within the school, but have class records from the current or 

previous years can be deactivated. Deactivating a teacher will prevent the user from logging into the 

AIMSweb account (with the provided login information), but will maintain the historical integrity of the 

account's data.  

Click the Deactivate link next to the teacher's name to deactivate a teacher. When a teacher is 

deactivated, an Activate link will appear next to his or her name. Click the Activate link to reactivate the 

teacher's user account. 
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Deleting Teachers  

Teachers who have been added, but have never been assigned classrooms or logins can be deleted. 

1. Click the Delete link next to the name of the teacher you wish to deactivate. 

 

2. Click the OK button to confirm or Cancel to cancel the deletion.   

Note: Teachers who are assigned classes cannot be deleted. 

 Generating Account Slips  

You have the option to generate account slips for individual teachers or multiple teachers in the list.  This 

will reset the password for the selected teachers and he/she will only be able to log on with the password 

in the account slip. This is a temporary password that will expire upon initial login into the system. 

1. Click the Manage tab. 

2. Click the Teachers link in the Navigation Pane to open the Manage Teachers screen. 

3. Select whether you wish to generate a PDF only with the account information or send the 

information via email.  

 

Note: Select PDF only if you intend to print the slip and give to the teacher. 

 

4. Check the box in the first column to select the teacher for whom you wish to generate an account 

slip. 
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5. Click Generate Account Slip to open the Warning Message. 

 

6. Click OK to open the Information window. 

 

7. Click Continue.  If an email address does not exist for the selected teachers, you will be 

prompted to enter a valid email in the box provided. This is the email used when sending the 

account slip. If entering an email address, another window will appear requesting confirmation of 

the information. 

8. Click Continue to open the Warning Message. 

 

9. Click OK to generate the account slip. 

 

If you selected the PDF and Email option, 

you will receive an email with an attachment named AIMSwebAccountSlip.pdf containing the 

account slips. The teacher will receive a separate email with his/her login information. He/she will 

be prompted to change the temporary password upon initial login into AIMSweb. Click here to 

view an example account information slip. 
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If you selected the PDF option, 

you will receive an email with an attachment named AIMSwebAccountSlip.pdf containing the 

account slips. The teacher will not receive a separate email with his/her login information. 

 

10. Click Teachers to return to the Manage Teachers window. 

Note: If you do not receive your email, ensure that AIMSwebsupport@pearson.com is on the 

approved list in your email. If it is not, the email could be placed in your Spam folder. 

After teachers are added, they appear in a list at the bottom of the page.  

 

Next to the teacher's name in the User column is the Add link. Click this link to create unique accounts, or 

users, for a teacher. There are four teacher user types: Regular Teacher, Progress Monitor Teacher, 

Regular and Progress Monitor Teacher, and RTI User: 

 Regular Teacher Users have access to view and/or edit their Benchmark Classroom roster, 

depending on the designated settings under the Manage Schools interface (Teachers can edit 

Benchmark data –yes/no and Teachers can use Strategic Monitoring –yes/no).  

 Progress Monitor Teacher Users have access to create Progress Monitor caseloads and 

assessment schedules for at-risk students. Progress Monitor Teacher Users do not need a 

Benchmark Classroom created for them as a Progress Monitor Teacher can access and assess 
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students from any grade within the school, regardless of each student's assigned Benchmark 

classroom.  Progress Monitor teachers create and manage their own Progress Monitor caseload. 

 Regular and Progress Monitor Teacher Users have access to a Benchmark Classroom (with a 

roster created under the Manage Teachers interface) and the ability to create Progress Monitor 

assessment schedules which transcend class lines.  

 RTI Users have access to our RTI (Response to Intervention) interface as well as a Benchmark 

Classroom and the Progress Monitor interface.  
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 Benchmark/Strategic Monitor 

Interface 

Progress Monitor 

Interface 

RTI Interface 

Regular Teacher X   

Progress Monitor  

Teacher 
 X  

Regular and Progress 

Monitor Teacher 
X X  

RTI User X X X 

 

Create individual teacher users by clicking the Add link under the Username column in the teacher list. 

The Add A Teacher User window will appear.  All of the required fields are in red. 

Adding a Teacher User 

1. Select one of the four user types from the User Type drop down menu. 

2. The username is automatically generated. If you wish to change the username, enter the new 

username in the text field.  

3. Enter the teacher's email address. You can enter a password (with confirmation password) at this 

time, but it is not required. If you leave the password fields blank, a password is automatically 

generated for the user.  

4. Check the Email Password to User check box. 

5. Enter any additional information. 

6. Click the Add button to create the teacher user or Cancel to remove any changes. The teacher's 

new log in information is automatically emailed to the user at the provided email address.  

After adding the user, you are returned to the Manage Teachers window. Next to the teacher's name, 

under the username column is the teacher's new username where the Add link used to appear. This 

indicates a user for the teacher has been created.  

 

Note: To edit the teacher's user information, click the teacher's username to access all the previously 

described fields or email a user his or her login information. 
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Managing Classes 

Homeroom classrooms can be created at the time the teacher is added to the account. From the Manage 

Classes page, additional classes can be created. 

Searching for a Class  

The Manage Classes interface allows for classroom search by grade and/or teacher name. Use the drop 

down menus to select your search criteria and click the Search button. Classrooms returned in the 

search appear at the bottom of the page. Click the classroom name. Next to each class are the action 

items Edit Roster and Delete.  

Adding a Class  

1. Select the grade and teacher from the drop down menus. 

2. Enter a class or group name in the text field provided.  

3. Use the Teacher has read/write access to class check box to allow the teacher to enter scores 

and edit their students and rosters. Deselecting this option will block the user from entering 

scores or editing students and rosters. This selection will only affect the specific classroom 

and no other classrooms assigned to the teacher. 

4. Once the information is entered, click Add to add the classroom or Clear to remove the 

information. Classrooms will appear in a list at the bottom of the page. Classrooms without 

read/write access are highlighted in red.  

Adding Rosters  

Once teachers have classes created, you can add students to the class roster by clicking the Edit Roster 

link next to the teacher’s name. This will open the Manage Roster window. 

Deleting Classes  

To delete a class, click the Delete link next to the teacher's class. 

Note: Classes can be deleted only when all students have been removed from the classroom. 
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Managing Benchmark Rosters 

Rosters define the Benchmark classrooms where Benchmark and Strategic Monitor scores will be 

entered and viewed. Students who will be Progressed Monitored do not need to be placed in a specific 

Progress Monitor classroom. Instead, they should be entered into a Benchmark Classroom and Progress 

Monitor Teacher Users can access these students through a separate Manage Students interface. 

Adding Students to a Benchmark Roster  

 

Class rosters can be edited from the Manage Teachers interface. Begin by clicking the Manage tab and 

Teachers in the Manage menu. When teachers are assigned classes, the assigned grade will appear 

below their names in a student list. Next to each grade listed are the action items Edit Roster and Delete 

Class. Click the Edit Roster link next to a teacher/grade to open the Manage Roster page. From there, 

you can add students to the class roster. 

At the top of the Manage Roster interface is the Teacher's name, Grade, School, and School Year. Below 

is the Class Roster (which is empty until students are added).  

 

At the bottom of the page is an alpha-bar with the letters A-Z and an All button next to the letter Z. You 

can view students by first letter of their last name by clicking the corresponding alpha-button or view all 

students within the grade and not enrolled in a classroom by clicking the All button. 

Adding Students to a Roster 

1. Once the students appear at the bottom of the page, begin adding them to the class roster by 

clicking the check boxes next to the students who will be added to the class.  

2. Click the Add button below the student list to add students to the roster or click the Cancel button 

to remove the check boxes next to the students' names. After clicking the Add button, the 

students will appear at the top of the page under the title of Class Roster. Continue this process 

until all students have been added to the roster. 
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3. Click Classes in the Manage menu or click the Return to Manage Classes link below the alpha-

bar to open the Manage Classes.  

4. Continue the above process until all students have been added to a class roster. 

Moving Students to a New Benchmark Roster 

Students can be moved from one Benchmark classroom to another within the same grade only. Move 

students by editing the current class roster.  

1. Click the check box next to the student's name. 

2. Click the Move button to open the Move Students window.  

3. Select a new teacher/roster for the student from the Move Students to drop-down menu.  

4. Click the Move button to complete the action or click the Cancel button to cancel the action. 

Once the move is complete, the original class roster appears. 

 

Note: Students can be removed from a class only when all Benchmark scores for the student 

have been deleted from the account. It is recommended that students are transferred out of the 

school rather than removed from a roster. This will maintain the integrity of your local Benchmark 

data.  

Printing Benchmark Score Sheets 

Before Benchmark assessments are given, classroom score sheets can be downloaded, printed, and 

distributed to aid in the data input process. 

 

1. Select the My Classes tab.   
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2. Click the paper icon at the far right corner of the page to generate a score sheet for the 

classroom.  

3. Select which measure or measures the score sheet will include by clicking the check box next to 

each measure. Select any combination of measures with up to 4 score slots. 

4. Click the Generate button to generate the score sheet or click the Cancel button to terminate the 

action. The score sheet will be generated in the form of a PDF.  

Data Exports 

AIMSweb data may be exported as student data only; student, teacher, and class data; or student, 

teacher, class, and score data.  From the Data Exports page, Managers can customize data exports in 

the format of comma- or tab-delimited files.  

Exporting Data  

1. Select Data Export from the Manage menu to open the Data Export window. 

 

2. Select your data export preferences from the fields provided.  If you wish to have the export 

emailed to you, check the Email Export File box.  

Note: If you password protect your export, ensure that you remember the password used as they 

are not retrievable. 

Note: To export all data from your account, check the box next to Export All Data at the top of 

the window. This will automatically select all options on the page. 

3. Click the Export button to schedule the data export. Data exports are performed during off-peak 

hours, typically overnight. The file will be available for download the following morning. 

Note: Do not use slashes (/) or hyphens (-) in the file name of your data export. 

After you have requested your first export, two tabs will appear: 
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 On the Exports tab, you can view all of the requested and completed exports in the system.   

 

Completed files cannot be modified. Clicking the file name will allow you to submit a new export 

request using the same settings. You can download your exported files from this window if the 

export status is ”complete” and the Download link appears in the Action column. Completed files 

are available for download for one month.  Data exports are performed off-peak hours, typically 

overnight.  The file will be available for download the following morning. 

 On the Scheduled Exports tab, you can create another export, modify a recurring export, or 

delete recurring exports.  

 

Click the Create New button to create a new export.  

Note: You may also schedule Data exports to run during specific times. To do this, enter the Frequency 

Beginning and End Dates into the corresponding fields. Then, select Daily, Weekly, Monthly by Day, 

Monthly by Week using the corresponding radio buttons. To prevent delay, it is recommended that you 

schedule your exports one day in advance. 

Downloading your Export File  

From the Exports tab, click the Download link in the Action column. If the status Incomplete, the file is 

not ready to be downloaded.  

Note: To request another export file using the same settings, click the file name of the previously 

requested export file. 

Deleting your Requested Export  

From the Scheduled Exports tab, check the box next to the export you wish to delete. Then, click the 

Delete button. 
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Data Imports 

From the Data Import page, managers can upload import data files to AIMSweb. Once uploaded, the data 

is available in your account the next day.  

 

The table displays all of the imports that have been uploaded into your account with the file name, 

submitted on date, expected completion date, submitted by, last status, and action. 

Note: You can only change data at your level or below. For example, AIMSweb managers have access to 

change data for the entire account. However, District Managers have access to change data within their 

district. 

What will the data import do?  

 Add new or update existing districts and/or schools listed in the file. 

 Add new or update existing teachers listed in the file, if students included. 

 Add new or update existing students listed in the file. To update the existing students, the unique 
identifier in the AIMSweb system must match what is in the import file to prevent student 
duplication. 

 Graduate students listed in the file for the current year. 

 Change existing student demographic data in the AIMSweb system to reflect what is in the import 

file. 

 Add students to the classes as listed in the import file (students may be listed in multiple classes 

if the Classname is distinct for each row within in the file). 
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Submitting a Data Import  

Note: You can save your import file at any time during this process. 

1. Select Data Imports from the Manage tab to open the Data Imports page. 

 

2. Click New Import to open the What to Expect screen.  

 

3. When finished reading the instructions on this screen and viewing the specifications and 
guidelines via the links at the bottom, click Continue to open the screen for loading your data. 
 

 
4. Click Browse to find your file for uploading.  

 
Note: Files must be in a tab-delimited .txt format. If your file is not in this format, you will receive 
an error message. The File Type is always Standard. 

5. Select the school year for which you wish to upload data from the corresponding drop down.  
6. Click Browse to find your file for uploading.  

Note: Files must be in a tab-delimited .txt format. If your file is not in this format, you will receive 

an error message. The File Type is always Standard. 



 

-63- 

 

7. Click Continue to open the File Structure window. 

 

Note: If your file matches the data specification for AIMSweb, you will continue from here. If your 

file has incorrect column names, you will need to map them prior to continuing.  

8. Select information from the Data Specification Columns drop down. Once a column has been 

mapped, it will not appear as an option for the other columns in the drop down.  Always select 

skip for the Customer ID column. 

9. When finished mapping the columns, click Save to open the Validation Complete screen 

.   

Note: This screen will not appear until all columns have been mapped correctly. 

10. Click Continue to open the Data Validation screen. 
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11. Click Continue to open the District Validation screen. 

 

12. If you wish to set all of the districts as new with the checkbox. Otherwise, select add as new or 

map to an existing district from the Action drop down. 

13. Click Continue to open the District Check Completion screen. 

 

14. Click Continue to open the School Validation screen.  

 

15. If adding a new district, the schools will immediately be validated with no selections to be 

made. However, if adding schools to an existing district, you can set all of the schools as new 

with the checkbox. Otherwise, select add as new or map to an existing school from the Action 

drop down. 
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16. Click Continue to open the Teacher Validation screen. 

 

17. If adding a new school, the teachers will immediately be validated with no selections to be 

made. However, if adding teachers to an existing school, you can set all of the teachers as 

new with the checkbox. Otherwise, select add as new or map to an existing teacher from the 

Action drop down. 

18. Click Continue to open the Student Validation screen. 

 

19. If adding new students to an existing school, you can set all of the students as new with the 

checkbox. Otherwise, select add as new or map to an existing student from the Action drop 

down.  

 

20. Click Continue to view the Import Summary. 
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21. From here, you can view all of the data that will be added to your account and ensure that 

what you have imported is what you intend to update. 

Note: If the Import Summary screen shows information that you do not want to change in your 

account, click Cancel to cancel the import.  

22. Click Done to complete the import. After clicking Done, the import will be available in your 

account the next day. 

Note: There is a known issue (http://support.microsoft.com/kb/77295)with using Excel 2003 to create your 

tab-delimited file. If you have used Excel and are getting an error message during the initial verification of 

your file, complete the following steps. 

1. Open your data file. 

2. Click the heading of the District column to highlight the entire column. 

Right-click and select Cut from the menu. 

3. Click the empty column directly to the right of the last column in your file to highlight. 

4. Right-click and select Paste from the menu to paste your District column.  

5. Click the row below the last row in the document containing data to highlight the entire row. 

6. Press Shift + Ctrl +Down Arrow Key on your keyboard. 

7. Right-click and select Delete from the menu.  

8. Click anywhere in the document outside of the highlighted row to remove the highlighting. 

9. Select Save As from the File Menu. 

10. Select Text (Tab-delimited) for Windows and Text to Windows for Mac. 

11. Click Save to open a message window. 

12. Click OK to open the next message window. 

13. Click Yes to save the file. You are now ready to import your file. 

Searching the Data imports  

1. Enter the Start and End dates into the corresponding columns. 

2. Click Search to filter the list based on the entered dates. When finished, clear out the dates and 

click Search again to view all files in the list. 
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My Classes 

When you log in, the current Benchmark period (Fall Winter, or Spring) is displayed by default in the 

 tab screen. If you wish to enter scores for a different benchmark period, select the period 

from the Timeframe drop down menu.  

 

Note: If you have Benchmark classrooms for multiple grades, grade level tabs will appear on the left side 

of the page. Select the different tabs to view the students from each grade level.  

If the option is selected for your school, Strategic Monitoring title bars appear when a strategic monitoring 

period is selected from the Timeframe drop down menu.  

 

Strategic Monitoring assessments will take place and scores will be recorded once a month. All score 

entering and report features are identical to the standard Benchmarking. 

You can: view Classroom Reports, add students, update student information, download PDF scoring 

sheets, enter or edit student scores, and add comments or qualitative features. 
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View Classroom Reports  

The eight classroom-level reports available for each General Outcome Measures are located below 

the  heading.  

 Tier Transition- This report provides a comparative snapshot that tracks student progress and 

movement across fall, winter, and spring periods. 

 Scores and Percentiles- This report displays a list of students ordered by benchmark scores 

with a corresponding potential instructional action. 

 Instructional Recommendations- This report displays each student’s score, percentile, and 

status for each measure within the skill.   

 Score Distribution by Correlation Point- This report displays student scores based on a 

selected correlation point. 

 Score Distribution- This report displays the assessment results by percentage of students or 

number of students who scored within intervals of 10.   

 Summary of Impact- This report separates students who are Benchmarked, Strategic Monitored, 

and Progress Monitored, displaying each Benchmark score and indicating if the student reached 

the designated last Benchmark goal.   

 Histogram- This report displays the number of students and their corresponding scores, in 

intervals of 10 with the corresponding instructional recommendation. 

 Improvement- This report displays the average score per benchmark period based on the 

selected correlation point. 

You may also view these Classroom Reports for additional General Outcome Measures. Click the radio 

buttons (circles) below the other General Outcome Measures to select them.  

The reports are available in HTML or PDF format.  

 

Note: You will need Adobe Acrobat Reader to view and print the .pdf-formatted reports. If you do not 

have Adobe Acrobat Reader installed on your computer, download and install the latest version free of 

charge from www.adobe.com/products/acrobat/readstep2.html. 
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Add Student  

If your students are not displayed in the Benchmark period, click  to display the Add 

Student to Class window. Enter the student's information and click Add to add the student to the 

classroom.  

Note: Required fields are Red. 

Enter or edit student scores  

1. Click  to open the list of the students in your classroom. If you are entering scores 

outside of a benchmark period, the following message will appear: You are about to enter 

scores for the Spring Benchmark period.  

 

Note:  You may also enter the date assessed if different from the date you 

enter scores. You can enter this date for the entire class or individual 

students if assess on different dates.  

To enter for individual students, click the Enter Date Given link next to the 

students name. This will open the Calendar window. From there, you can 

select the date. If you want to include the date for all students in the class, enter the date given 

into the field at the top of the Score Entry window or select from the calendar by clicking the icon. 

Scores must be entered in mm/dd/yyyy format. 

  

2. Enter Corrects and Errors for the students for each available General Outcome Measure. 

Note: Click  to enter scores vertically for one General Outcome Measure at a time, or click 

 to enter scores horizontally for all General Outcome Measures. 

3. When finished, click Save to save the scores or click Cancel to return to the Benchmark 

Classroom home page. 

Note: Scores sheets are available to print prior to assessing students. Under the heading of 

Score Sheets: you will see an option for paper. Click this link to download score sheets. 
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Student Information and reports  

A table containing: qualitative features and comment options, the names of the students in the classroom, 

General Outcome Measure scores, and General Outcome Measure Reports is located below the 

 buttons. 

Click  to select Qualitative Features and What Parents Can Do To Help lists that you may add to a 

student's report. Click Save to save the information or click  Cancel to return to the Benchmark 

Classroom home page. 

Click  to add comments to a student's report.  

Note: You can add qualitative features and comments only if the students have scores) 

Update Student Information 

To update a student's information, click the student's name to display the Update Student Information 

window. Edit or update any of the student's information and click Save to save any changes you have 

made. 

General Outcome Reports 

If you have entered student scores, they will be listed under the column headings for each General 

Outcome Measure. Click a student's score to view the student's Benchmark scores for Current School 

Year Report. If you click a column heading (i.e.  ), a Benchmark Scores for Current 

School Year Report is generated for all of the students in the classroom. 

Pathway Report 

The Pathway Report for every student in the classroom is located under the  column 

heading. The Pathway Report displays student scores for every Benchmark Period and every General 

Outcome Measure. You may select the check boxes by the General Outcome Measure names to either 

hide or display the General Outcome Measures. If you click the  column heading, a 

Pathway Report is generated for all the students in the classroom. 
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Behavior Module 

Overview 

The AIMSweb Behavior module is a comprehensive and flexible toolkit for supporting RTI and positive 

behavior support programs, and can be used as a stand-alone program or with the AIMSweb Academic 

modules. When used to support a behavior RTI program, AIMSweb Behavior is appropriate for all Tiers: 

At Tier one, it can be used to screen for behavioral and emotional problems, prosocial behavior problems, 

and problems with motivation to learn; at Tiers two and three, it can be used to target these problems, 

provide effective and proven strategies for improving behavior, and create progress monitor forms that 

can be used to track a student’s performance over time. And, when used in conjunction with the 

AIMSweb academic modules, can be used to track both behavioral and academic performance 

throughout the school year. When coupled with a positive behavior support program, AIMSweb behavior 

can be used to develop customizable progress monitoring forms tailored to a school’s individual needs or 

program, providing a comprehensive solution for tracking a student’s progress on positive behavior 

support initiatives across the school year. 

 

For information about the administration procedures and technical properties for the tools included in the 

AIMSweb Behavior module, refer to the AIMSweb Behavior User and Technical Manual, which is 

available on the Downloads tab. 

 

If you do not have the Behavior module as part of your AIMSweb subscription, please contact the 

AIMSweb Sales Department by calling 866-313-6194 between the hours of 8:00 AM and 5:00 PM CST.  

Click the links below for more specific information about how to use the Behavior module:    

Benchmarking with Behavior  

The Behavior module supports benchmarking with both the Behavior and Emotional Screening System 

(BESS) and Prosocial Behavior and Motivation to Learn from the Social Skills Improvement System 

(SSIS) Performance Screening Guides (see the AIMSweb Behavior User and Technical Manual for 

additional information about these tools). 

 

Note: If you are a manager and will be entering scores for multiple classes, see Entering Scores for 

more general information about manager score entry. 
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Although scores can be entered from the Scoring tab (for managers) and the My Classes tab (for 

teachers), it is recommended that you enter scores from the Behavior tab directly. That way, you will be 

able to create Action Plans and begin Progress Monitoring without leaving the Behavior tab. 

 

1. Click the Behavior tab from the tabs across the top of your screen 

 
to open the Benchmark Landing page. 
 
 
Note: The Timeframe defaults to the current Benchmark Period, but if you wish to enter scores 
outside of the benchmark period, select the benchmark period and click Go. 
 

2. Click the Rate Now link in the BESS Teacher Form column next to the student for whom you 
wish to rate. If you are rating outside of a benchmark period, a message will appear, click OK to 
close the message. If a rating has already been entered for that student, a score will appear 
be displayed instead of the Rate Now link. Click this score to edit the rating form. 
Note: After you have rated the students, check any of the students for whom you would like to 
create an Action Plan in the Select for Intervention column. Then, click Save & Next. See 
Creating a Behavior Action Plan for more information. 
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Entering Scores for the BESS Teacher Form 

1. Enter a date into the Date field. Today's date appears in the field. 

 
Note: Dates must be in MM | DD | YYYY format. You can also click the Calendar icon to open 
the Calendar window. 
 
Note: The Name drop down selection defaults to the student for whom the Rate Now link was 
clicked. However, any student in the class may be selected from this list. 

 

Note: Today's date appears in red.  

Click the date to change the current date. To change the month or year, click the + or -. 

2. Click Expand to view the instructions for entering scores. When finished reading, click Collapse 
to close the instructions. 

 
3. Select the appropriate response from the radio buttons or enter 1,2,3 or 4 into the text field for 

each of the 27 responses. Once a response is entered, the focus will automatically be on the next 
field. You do not need to press Enter or Tab to move to the next field. 
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4. When finished entering responses, click Save to save the responses and open the Benchmark 
tabor click Save and Next to continue entering responses for the next student in the class.  
 
Note:  Responses are required for at least 23 of the 27 statements to score the assessment. 

Note: If the student is missing information required to score a rating, the following message appears 

instead of a score on the main benchmark screen: 

 

Click the Need More Info link to see detailed details information about what information must be collected 

prior to complete the scoring of the rating form. Reports cannot be generated for students with missing 

information or responses.  

Entering Scores for the BESS Student Form 

Note: BESS Student Forms can only be used with students who are at least eight years old or older. This 

screen is for recording paper-pencil form entry of student responses. For information on printing the rating 

forms, see Generating Paper Rating Forms. 

1. Click Rate Now link in BESS-Student column for the student to open the Bess-Student Entry 
Form. 
 
Note: If you are assessing the student on a separate day from the rest of the class, click the 
Enter Date Given link to change the assessment date for that student. 
 
Note: The Name drop down selection defaults to the student for whom the Rate Now link was 
clicked. However, any student in the class may be selected from this list. 

2. Enter a date of birth for the student into the Date of Birth field. If a date of birth already exists for 
that student, it will appear in this field. Date of birth is required for scoring BESS. 
 

 
3. Click Expand to view the instructions for entering scores. When finished reading, click Collapse 

to close the instructions. 
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4. Select the appropriate response from the radio buttons or enter 1,2,3 or 4 into the text field for 

each of the 30 responses. Once a response is entered, the focus will automatically shift to the 
next field. You do not need to press Enter or Tab to move to the next field. 
 
Note: The Spanish form uses the same items as the English form. 
 

5. When finished entering responses, click Save to save the responses and return to the main 
Benchmark tab or click Save and Next to continue entering responses for the next student in the 
class. 
 
Note:  Responses are required for at least 26 of the 30 statements to score the assessment. 

Note: If the student is missing information required to score a rating, the following message appears 

instead of a score on the main benchmark screen: 

                                  

Click the Need More Info link to see details about what information must be collected to complete the 

scoring of the rating form. Reports cannot be generated for students with missing information or 

responses.  

Entering Scores for SSIS Prosocial Behavior Form 

1. Click Rate now link in SSIS- Prosocial Behavior column for the student to open the rating form.  
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2. Click Expand to view the instructions for entering scores. When finished reading, click Collapse 
to close the instructions. 

 
3. Select the appropriate response from the radio buttons or enter 1, 2, 3, 4 or 5 into the text field for 

each student. Once a response is entered, the focus will automatically shift to the next field. You 
do not need to press Enter or Tab to move to the next student. 

4. When finished entering responses, click Save to save the responses and return to the 
Benchmark tab. Once you have finished entering the ratings, you can click the student's score to 
open the completed rating form. 

Entering Scores for SSIS Motivation to Learn 

1. Click the Rate Now link in the SSIS Motivation to Learn column for the corresponding student to 
open the rating form.   
 

  
2. Click Expand to view the instructions for entering scores. When finished reading, click Collapse 

to close the instructions. 
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3. Select the appropriate response from the radio buttons or enter 1,2,3, 4 or 5 into the text field for 

each student. 
 
Once a response is entered, the focus will automatically shift to the next field. You do not need to 
press Enter or Tab to move to the next student. 

4. When finished entering responses, click Save to save the responses and return to the 
Benchmark tab.  

Once you have finished entering the ratings, you can click the student's score to open the completed 

rating form. 

Generating Paper Rating Forms 

You can generate PDFs for all of the rating forms for either the entire class or specific students in the 

class. Once the forms have been filled out, enter the responses by clicking Rate Now for the selected 

student. 

1. Click on the Benchmark tab to open the Printable Assessment Forms 
screen. 

2. Select either BESS or SSIS from the Test Items radio buttons. 
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3. If BESS was selected, select Teacher Child/Adolescent or Student from the Assessment 
Form radio buttons. Selected students will appear on the form for reference. 
 
Note: If a student is selected, an option appears to select English or Spanish rating forms. 

4. Select Class or Selected Students from the Level radio buttons. 
 
Note: If you select to print forms for individual students, choose the students from the list box. 
Press CTRL to select multiple students in the list. 

5. Click Generate to open a PDF file containing the rating forms.  
 

 
From here, you can save or print the forms.  

 Behavior Action Plans 

Action Plans should be created for students who are thought to be at risk for behavioral, prosocial, or 

motivational problems. They are used to target and select behaviors to monitor, and to select 

interventions designed to help improve prosocial behaviors and motivation levels, as well as reduce 

problem behaviors. Students who appear on this list were selected from the Behavior-Benchmark tab. 
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1. Click the Behavior tab to open the Behavior module. 

 
This screen opens to the Benchmark tab with all students in the class. Students who have been 
previously assessed appear with the scores and date of assessment. Elevated scores are 
highlighted in yellow or red. If one of the ratings contains elevated scores, the Area of Concern 
is Yes and Select for Intervention is checked. However, any of the students can be selected for 
intervention or de-selected by checking the box in the Select for Intervention column.  
 
Note: To rate a student who has not been previously rated, click the Rate Now link in the 
corresponding column. See Entering Behavior Scores for more information about rating 
students.  

2. Once the students have been selected, click Save and Next to open the Action Plan page. 
  

Creating an Action Plan 

Action Plans are used to create a student-centered pathway for addressing problem levels of behavior or 

motivation that were identified from the benchmark components (or some other referral process, such as 

teacher referral), or for monitoring behaviors associated with positive behavior support plans or programs. 

When completing an action plan for a student, specific behaviors are selected for remediation and 

monitoring; intervention strategies that provide step-by-step instructions can also be selected. In addition, 

progress monitoring schedules are also defined and managed as part of the Action Plan.  

Step 1: Identify the Type of Action Plan 

When creating an Action Plan, the first step is to indicate whether the action plan is being developed to 

target a specific behavioral or motivational problem, or if it is to address behaviors that are part of a 

school-wide expectation program (such as a positive behavioral support program). These options can be 
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selected using the drop down menu presented in the Select Behavior or School-wide Expectations 

column. A selection must be made in order to create a rating form or view the list of intervention options.  

Note: Click Expand next to the Instructions to view a summary of directions for this screen.  

Note: You 

can add an additional action plan to a student by checking the box next to the student for whom you wish 

to add an action plan and click Add Action Plan. 

Step 2: Identify the Type of Rating Form (if progress monitoring is desired) 

The second step of the Action Plan consists of choosing one of the rating form type options, which 

include the following: 

 Rating Scale &endash; chose when descriptive ratings of behavior are desired (e.g., Never, 
Sometimes, Often, Almost always; Yes, No; etc.)  

 Frequency - chose when a simple count of the number of times a behavior occurs is desired 
(e.g., counting the number of times a student turns in homework assignments on time each week) 

 Interval &endash; chose when a percentage of time a behavior occurs is desired (e.g., the 
percent of time a student remains on-task during a class period). 

Step 3: Identify Target Behaviors to Include on the Rating Form 

This step is used to determine the specific student behaviors that will be included on a progress 

monitoring rating form. The behaviors presented here are based on the selections made in the previous 

two steps. When benchmark results are available (i.e., obtained scores from the BESS or SSIS 

components) and the Behavior and Rating Scales options were chosen in steps 1 and 2, behaviors that 

were rated as most problematic across one or more benchmarks will be presented first, providing an easy 
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way to review and select problematic behaviors for targeted monitoring and intervention that are aligned 

with the results from the benchmark tools. 

When Benchmark Results are Available    

 

1. Select the behaviors from the benchmark results by choosing the corresponding box in the Select 
Behavior to Target column.  

2. Click Save & Next to proceed to the list of behaviors to monitor that correspond to the selected  
 

 
benchmark behaviors.  
 

3. Check the box next to the behavior(s) that will be included on the progress monitoring form, and 
choose a Rating Response Option from the drop down menu that corresponds to the selected 
item (available options are based on the type of rating form that was previously selected).   

4. To add a custom behavior to the list of behaviors, select the Add New Behavior link at the 
bottom of the table, and type the desired behavior into the text box that was added to the table. 
Select a response option from the Rating Response Option column. Also, choose the type of 
behavior: positive or negative. Positive behaviors are behaviors the child generally should engage 
in (e.g., Helps others) while negative behaviors are behaviors the child is generally trying to 
reduce (e.g., Avoids making eye contact when talking to others). Note that this selection will affect 
how the item is scored on the rating form. When the total score for a rating form indicates positive 
behavior, then positive items will be scored in a positive direction (e.g., for Never, Sometimes, 
Often, Almost Always response options, positive item for a positive behavior form would be 
scored as 0 points for a Never response, 1 point for a Sometimes response, 2 points for an Often 
response, and 3 points for an Almost always response). When the total score indicates positive 
behavior, then negative items will be scored in the opposite direction (e.g., for an item such as 
Daydreams, a Never response would be given 3 points because that is the ”desirable” response, 
a Sometimes response would be given 2 points, etc.). The same process is applied to rating 



 

-82- 

 

forms in which the total score indicates negative behavior (see Step 4 below for additional details; 
see the AIMSweb Behavior User/Technical Manual for information on the scoring used for each 
item type). 

When Benchmark Results are Not Available, Form Type = Rating Scale 

 

1. Use the Show Behaviors drop down menu to select the type of behaviors displayed (e.g., All, 
Disruptive Behavior Problems, or Social Problems).  

2. Check the box next to the behavior(s) that will be included on the progress monitoring form, and 
choose a Rating Response option from the drop down menu that corresponds to the selected 
item (available options are based on the type of rating form that was previously selected).   

3. To add a custom behavior to the list of behaviors, select the Add New Behavior link at the 
bottom of the table, and type the desired behavior into the text box that was added to the table. 
Select a response option from the Rating Response option column. Also, choose the type of 
behavior: positive or negative. Positive behaviors are behaviors the child generally should engage 
in (e.g., Helps others) while negative behaviors are behaviors the child is generally trying to 
reduce (e.g., Avoids making eye contact when talking to others). Note that this selection will affect 
how the item is scored on the rating form. When the total score for a rating form indicates positive 
behavior, then positive items will be scored in a positive direction (e.g., for Never, Sometimes, 
Often, Almost Always response options, positive item for a positive behavior form would be 
scored as 0 points for a Never response, 1 point for a Sometimes response, 2 points for an Often 
response, and 3 points for an Almost Always response). When the total score indicates positive 
behavior, then negative items will be scored in the opposite direction (e.g., for an item such as 
Daydreams, a Never response would be given 3 points because that is the ”desirable” response, 
a Sometimes response would be given 2 points, etc.). The same process is applied to rating 
forms in which the total score indicates negative behavior (see Step 4 below for additional details; 
see the AIMSweb Behavior User/Technical Manual for information on the scoring used for each 
item type). 



 

-83- 

 

When Benchmark Results are Not Available, Form Type = Frequency or Interval 

 

This step is used to determine the specific student behaviors that will be included on a progress 

monitoring rating form. The options presented here are based on the selections made in the previous 

steps and the availability of benchmark results. You can add custom behaviors to this form by 

clicking Add New Behavior. 

1. Check the box in the Select Behavior to Include on Rating Form column for the behaviors you 
wish to monitor. 

2. Select whether the behaviors are positive or negative from the This Behavior Reflects column. 
 
Note: All behaviors listed on the form must be either all positive or all negative.  
Note:  To add custom behaviors: 

1. Click Add New Behavior. 
2. Type the behavior in the text field provided. What is entered in this field will appear 

verbatim on the Rating Form. Repeat steps 4 and 5 for custom behaviors. 
3. Enter a Time/Period into the corresponding fields for each time period you wish to rate. For 

example, if you are tracking these behaviors in English and Math. Enter English into the first 
field and Math into the second. 
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Step 4: Create the Rating Form 

 

The fourth step in creating the Action Plan is used to provide some additional details about the rating 

form, previewing the rating form, and selecting a schedule for completing the rating form. 

1. Define a Form Name. A unique form name must be provided. The name will appear on the 
progress monitor report. 

2. Define a Behavior Goal. This is an optional step that can be used to provide a description of the 
behavior goal that has been defined for an action plan. 

3. Define a Replacement Behavior. This is an optional step that can be used to provide a 
description of the replacement behaviors that the student is expected to engage in. 

4. Define an Initial Target Goal. This is a required field, and is used to define the targeted level of 
behavior that the student is expected to achieve. The goal is expressed as a number, and should 
be chosen based the scores that can be obtained based on the rating form that has been created. 
For a progress monitoring form that uses the Rating Scale form type, the Initial Target Goal 
should be selected after considering the highest score that can be obtained on the rating form. 
For example, a form with 5 items that uses the Never/Sometimes/Often/Almost always response 
categories would have a range of possible scores from 0 to 15 (each item is scored from 0 to 3 
points). For a progress monitoring form that uses the Frequency form type, there technically is no 
limit to how high a total number of times a behavior can be counted; thus, practical considerations 
will need to be applied when considering a goal level. For a progress monitoring form that uses 
the Interval form type, the range of possible scores is 0% to 100%. Goals should be selected 
based on what performance is reasonable based on the present circumstances for the student, 
and should be changed as needed and as appropriate. 

5. Select a Response to the ”A high score on this form indicates Positive/Negative behavior” 
statement. Rating forms can indicate either desirable or undesirable behavior. For example, 
school-wide expectation programs typically involve rating students on behaviors that they are 
expected to engage in (e.g., Being safe, Helping others, etc.). Or, behavior forms can represent a 
collection of undesirable behaviors that a student is being asked to reduce or stop (e.g., a 
collection of disruptive behaviors, such as Bothering other students, Daydreaming, etc.). As 
indicated in Step 3: Identify Target Behaviors to Include on the Rating Form, the individual items 
will be scored based on their item type (i.e., positive or negative) and the response chosen here. 

6. Enter the goal start and end dates in a format of mm/dd/yyyy or click the Calendar icon to select a 
date. Schedules cannot begin or end on a weekend day (Saturday and Sunday). 
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Note: The Goal Duration cannot be longer than 366 days. After 366 days a new Schedule must 
be created for the student. 

7. Select how often you will assess the student from Assessment Schedule and Frequency radio 
buttons and text fields or drop-down menus. The options are: 

 Daily - selecting every X number of days. 
 Weekly - selecting every X number of weeks and on which days.  
 Monthly by Day - selecting the X day of every X number of months.  
 Monthly by Week - selecting the X day of the week of every X months.  

8. When finished, click Save & Next to select Interventions on the Select Interventions screen. 

Step 5: Selecting Interventions 

There are a number of interventions that are available for remediating behavior problems and improving 

behavior and skills. Available interventions are based on the type of Action Plan selected in Step 1 (i.e., 

Behavior or School-wide Expectation). Interventions provided for the Behavior Action Plan provide step-

by-step instructions for their implementation.  

 

Three categories of interventions are provided, including Lesson Plans (which can be used to teach skills 

to small groups or entire classrooms), Skill Steps (which can be used for individuals or small groups, 

using a Tell-Show-Do-Practice model for teaching social skills), and Strategies (which can be used for 

individuals or small groups, using a step-by-step approach and illustrations for reducing behavior 

problems).  

 

When behaviors were targeted from the Benchmark results (in Step 3: Identify Target Behaviors to 

Include on the Rating Form), interventions will be presented that correspond to the selected benchmark 

behaviors. Interventions provided for the School-wide Expectations Action Plan are based on a number of 

common types of school-based interventions, and are used to easily note in the Action Plan Summary 

the use of these interventions.  

Note: If the intervention contains an associated video, click the Show Video link to view. 
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Selecting Interventions for Behavior Action Plans 

 

1. Check the boxes under the Select column for the interventions you wish to add. What is selected 
here will appear on the Action Plan Summary available on the Action Plan screen. 

2. Click Save & Next to return to the Action Plan screen to view your created action plan. 

Selecting Interventions for School‐wide Expectation Action Plans 

 

1. Check the boxes under the Select column for the interventions you wish to add. What is selected 
here will appear on the Action Plan Summary available on the Action Plan screen. 

2. Click Save&Next to return to the Action Plan screen to view your created action plan.  
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Step 6: Adding Notes to an Action Plan 

Notes can be added to a schedule at any time. These notes will appear on the Action Plan Summary. 

1. Click Add in the Notes column  

 
to open the Notes window. 

 
Note: The date entered defaults to the current date and cannot be changed. 

2. Enter a Label for the note in the corresponding text field. 
3. Enter Comments into the corresponding text field.  What is entered in these fields will appear 

verbatim on the Action Plan Summary report. 
4. Click Save to save the note.  

Editing Notes 

1. After you have saved a note, an Edit link will appear next to the Add link in the Notes column.  
2. Click this link to edit any previously entered notes. The Date field will be a drop down listing any 

dates that contain notes.  
3. Select the date for the note you wish to edit and make changes.  
4. Then, click Save. 
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Viewing the Action Plan Summary 

The Action Plan Summary Report includes notes that have been entered during the benchmark or action 

plan stages, and a summary of the latest benchmark, intervention, and progress monitoring results. 

1. Click the Paper icon in the Notes column 

 
to open a PDF of the Action Plan Summary report. 

 
2. From this report, click Save or Print. 

Filing an Action Plan 

Filing Action Plans allows you to view only current or relevant schedules, but maintain completed or 

outdated schedules for your records. Schedules are filed by school year. Filed Action Plans cannot be 

edited. 

 

1. Check the box next to the student's name. 
2. Click the File button. The student's name will then be removed from the Action Plan home page.  

Note: View filed assessment schedules by selecting the word Inactive from the Showing _ Schedules 

drop-down menu at the top of the Action Plan home page. Filed schedules cannot be edited. To return a 

schedule to the active list, click the check box next to the student's name and click Unfile.  
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Deleting an Action Plan 

Deleting an Action Plan will permanently remove the it from your caseload, However, this  will not delete 

the student from his or her school. 

Note: Action Plans with corresponding score data cannot be deleted. These should be Filed instead. 

1.  Check the box next to the name of the student whose Action Plan you wish to delete. 
2. Click Delete. You will be asked to confirm the deletion of the action plan.  
3. Click OK to continue deleting the Action Plan or click the Cancel to cancel the deletion. 

Progress Monitoring with Behavior 

Progress Monitoring enables onscreen or paper-and-pencil completion of custom progress monitor forms 

(created in the Action Plan). It also is used to generate progress monitor reports that can track a student’s 

performance over time and across multiple intervention periods.   Progress monitoring is both graphic and 

numerical, with opportunities to identify phases of intervention and change target levels of performance 

(aka performance goals). 

 

Students who have at least one rating form defined in the Action Plan portion of the AIMSweb Behavior 

module will appear on the Progress Monitor landing page. If a student has multiple schedules, each 

schedule will appear on a separate line. The Progress Monitoring Landing page table displays the: 

 Student-- name of the student with a progress monitoring schedule 
 Schedule-- displays the begin/end dates and frequency for the schedule 
 Rating Form Name-- displays the name of the rating form that was created in the Action Plan 

wizard. 
 Last Completed-- displays the date and the score for the last completed rating form. 
 Next Scheduled-- displays a link for the next scheduled date for a rating form as well as a link to 

Rate Now. Clicking the Date link will open the rating form with the date on the form defaulted to 
the scheduled date and clicking Rate Now will open the rating form with the date on the form 
defaulted to the current date. 

 Intervention-- Clicking Start opens the Intervention window for entry of a new goal. 
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 Goal-- displays the goal score for the schedule. 
 Progress Report-- Clicking this link will open the progress report for the specific student. 

Extending a Schedule 

Once a progress monitoring schedule has been started, you can extend the end date of the schedule. 

1. Click the Date Range in the Schedule column 

 
to open the Rating Form Setup screen. 

 
2. Enter the new date into the Goal Ending Date field 

or 

Click to open the Calendar window for selection of a new date. 
 
Note: Schedules cannot begin or end on a weekend date or span more than 365 days. 

3. Click Save to save the new date and return to the Progress Monitor Landing page. 
 
Note: Only the Goal Ending Date can be changed on the schedule. 
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Rating Students 

You can rate your students on any week day, regardless of the selected date in your schedule. 

1. Click Rate Now or click the date from the Next Scheduled column to begin rating students. 

 
Note: Rate Now will default the date on the Rating Form to the current date. If you wish to enter 

another date, enter into the field or click the to open the Calendar window for selection of a 
new date. 
  

2. Enter who completed the form in the Completed By field. 
3. Enter the responses into the rating form. 

 If you selected Rating Scale when setting up your rating form, select the responses from 
the drop down boxes. 

 • If you selected Rating Scale when setting up your rating form, select the responses from 
the drop down boxes.  

 If you selected Frequency when setting up your rating form, enter the percentage of time 
the behavior occurred for each period into the corresponding text fields. 

 If you selected Interval, enter the number of times the behavior occurred for each period 
into the corresponding text fields.  

4. Click Save to save the entries and return to the Progress Monitor Landing page. The Last 
Completed column will display the score from the completed rating form. 
 
Note: A saved form can be edited by selecting the form date 

 
from the Previous Dates drop down. If the form is missing entries, the status is shown as 
Incomplete. 

Note: You can print a PDF of the rating form by clicking the Paper icon in the Next Scheduled column. 
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Adding an Intervention to a Progress Monitoring Graph  

When interventions and/or behavioral performance targets are used with a student, this information can 

also be noted using the summary table.  

1. Click Start in the Intervention column 

 
to open the Intervention window. 

 
Note: The date defaults to the current date. If you have previously entered interventions, you can 
select a date from the drop down to edit those interventions. The Goal Date is the end date for 
the schedule. Only one Intervention can be entered each day. 

2. Enter a brief description of the intervention into the Intervention Label text field. This display on 
the Progress Report. 

3. Enter a new target goal score, if desired, into the Target Goal Score field. 
4. Enter a full description in the Full Description text field. This display on the Progress Report. 
5. Click Save to save the Intervention.  

 
Note: If the target goal was changed, the new goal will appear in the Goal column on the 
Progress Monitor Schedule. 
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Viewing a Progress Report 

1. Click Progress Report in the Progress Report column 

 
to generate a Progress Report.  

2. Click Expand next to Report Options to select the options for the report. The available options 
are: 

 Show Mean-- Average of all the total scores within the intervention period. 
 Show Median-- Median of all the scores within the intervention period. 

1. When finished, click Display. 

Total Behavior Score Chart 

The chart is a line graph illustrating the student's overall rating form score in relation to the goal.  

  

Note: If a scheduled date is skipped, the line will continue over that date connecting the before and after 

scores.  

If an intervention is entered into the schedule, a horizontal black line appears. This line appears for the 

date that the intervention was entered.  

Behavioral Goal 

This is the goal entered on the Create Rating Form setting up an Action Plan.  

Replacement Behavior 

This is the replacement behavior entered on the Create Rating Form setting up an Action Plan.  
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Intervention Notes 

These are the intervention descriptions entered on the Progress Monitoring Schedule when adding an 

intervention to the schedule. 

Item‐Level Graphs 

A graph or table (for behaviors with only 2 response options) is presented for each behavior included on 

the rating form.  

 

Each graph provides a comparison between an item’s rating and the average of all items rated on each 

rating form. Such a comparison can be helpful for determining how a student is performing on a specific 

behavior compared to the average performance across all behaviors, for a specific rating form.   

 

Each data point on the graph indicates the date the rating was made (via the X axis), and the rating that 

was given (via the Y axis). A key is provided beneath the graph that shows the relationship between the 

response given to the item and the score (i.e., number of points) given to the response.  

Filing Progress Monitor Schedules 

Filing schedules allows you to view only current or relevant schedules, but maintain completed or 

outdated schedules for your records. Schedules are filed by school year. Filed schedules cannot be 

edited. 

 

1. Check the box next to the student's name. 
2. Click the File button. The student's name will then be removed from the Action Plan home page.  

Note: View filed schedules by selecting the word Inactive from the Showing _ Schedules drop-down 

menu at the top of the Action Plan home page. Filed schedules cannot be edited. To return a schedule 

to the active list, click the check box next to the student's name and click Unfile.  
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Deleting Progress Monitor Schedules 

Deleting a Schedule will permanently remove it from your caseload. However, this will not delete the 

student from his or her school. 

Note: Schedules with corresponding score data cannot be deleted. These should be Filed instead. 

1. Check the box next to the name of the student whose schedule you wish to delete. 
2. Click Delete. You will be asked to confirm the deletion of the schedule.  
3. Click OK to continue deleting the schedule or click the Cancel to cancel the deletion. 

Benchmark Reports 

Report Levels Description 

Norm Chart AIMSweb 

 

 

 

 

This report displays the Fall, 

Winter, and Spring norms from all 

customers for the current year in 

a graphical format. 

 Customer, District, School This report displays the Fall, 

Winter, and Spring norms from 

the students within your account 

in a graphical format. 

Norm Table AIMSweb 

 

This report displays the Fall, 

Winter, and Spring norms from all 

customers for the current year in 

a tabular format. 

 Customer, District, School This report displays the Fall, 

Winter, and Spring norms from 

the students within your account 

in a tabular format. 

Aggregate Norm Table AIMSweb This table displays Fall, Winter, 

and Spring norms from all 

AIMSweb customers for all 

Benchmarked School Years.  

Compare Schools Customer, District This report compares all schools 

within the entire account or 

district.  
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Report Levels Description 

Compare by Grade Customer, District This report compares Fall, 

Winter, and Spring Benchmark 

scores from a single grade level.  

Score Distribution  Customer, District, Grade, Class This report displays the 

assessment results by 

percentage of students or 

number of students who scored 

within intervals of 10.   

50th Percentiles Customer, District, School This report displays the 50th 

percentile scores by school year.  

Above/Below Target Customer, District, School, Grade This report displays the 

percentage of students per 

Benchmark period that are above 

and below the benchmark target 

configured by the customer, 

district, or school.  

 

Average by Period Customer, District, School, Grade This report displays the average 

score by benchmark period.  

Correlation Chart Customer,  Grade This report displays the 

correlation between the General 

Outcome Measure score and 

standardized test score. This 

report requires that state data 

has been uploaded into your 

account. Please contact 

AIMSwebdata@pearson.com for 

more information. 
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Report Levels Description 

Correlation Table School This report displays the 

correlation between the General 

Outcome Measure score and 

standardized test score in a 

tabular format. This report 

requires that state data has been 

uploaded into your account. 

Please contact 

AIMSwebdata@pearson.com for 

more information. 

Achievement Percentages Customer, District, School, Grade This report displays Fall, Winter, 

and Spring Benchmark data for 

all grades within the AIMSweb 

account.  

Improvement Customer, District, School, Grade, 

Class 

This report displays the average 

score per benchmark period 

based on the selected 

comparison group.  

 

Summary of Impact School,  Grade,  Class This report separates the student 

data into thirds and groups the 

students accordingly.   

 

Histogram Customer, District, School, Grade, 

Class 

This report displays the number 

of students and their 

corresponding scores, in 

intervals of 10 with the 

corresponding instructional 

recommendation.  

Compare this School School This report compares the 

selected school using a selected 

composite.   
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Report Levels Description 

Scores and Percentiles 

(Rainbow) 

Grade, Class This report displays a list of 

students ordered by benchmark 

scores with a corresponding 

potential instructional action.  

 

Scores and Percentiles Grade, Class This report displays student 

scores based on a selected 

correlation point. 

Score Matrix Grade This report displays student 

scores for all measures in the 

selected grade, highlighting 

scores that are below the 

benchmark target.   

 

High-to-Low Grade This report is a graphical 

representation of the Scores and 

Percentiles report and displays 

student scores ordered from 

highest to lowest for the selected 

grade and Benchmark period.   

 

Average Scores by 

School Year 

Grade This report displays the average 

score for an entire school year 

from each grade.   

 

Average Scores by Home 

room 

Grade This report displays the average 

score by benchmark period for all 

teachers within the selected 

grade and school.  

 

Comparison  Grade This report displays the 

benchmark period performance 

against a selected composite.   
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Report Levels Description 

Instructional 

Recommendations 

Grade, Class This report displays each 

student’s score, percentile, and 

status for each measure within 

the skill.   

Tier Transition Customer, District, School, Grade, 

Class 

This report provides a 

comparative snapshot that tracks 

student progress and movement 

across fall, winter, and spring 

periods, based on the three-tier 

RTI model. This report displays 

both high-level and student-

specific data and trends. 

 

Emailing a Report 

All reports listed in this section can be generated into a PDF and emailed from within AIMSweb. 

You may e-mail the currently selected report by clicking the  button. 

The E-mail Report screen is displayed. Enter: 

 Your e-mail address (displayed by default according to the e-mail address that was originally 

entered with the user information) 

 Recipient e-mail address 

 Subject (displays a default subject) 

 Enter your message in the Short Message window. 

Click Send to send the e-mail, or click Cancel to return to the currently selected chart. 

Click the Back button to return to the reports page. 

Note: Clicking the Log out button logs you out of AIMSweb and displays the AIMSweb Login screen. 
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Tier Transition Report 

The Tier Transition report provides a comparative snapshot that tracks student progress and movement 

across fall, winter, and spring periods, based on the three-tier RTI  model. This report displays both high-

level and student-specific data and trends. 

 

The Tier Transition report: 

 depicts the percentage and number of students in each of the three RTI tiers. 

 displays percentage and number of students moving between tiers. 

 enables you to assess the effectiveness of core curriculum (Tier 1), small group interventions 

(Tier 2), and intensive interventions (Tier 3). 

 provides quick access to the Scores and Percentiles report (from the class- or grade-level Tier 

Transition), which displays a list of students ordered by benchmark scores with a corresponding 

potential instructional action. 

Click Expand to view the available report options. 

Report Options 

 Demographics: Select the demographic information you would like the report to display. Make 

selections for the categories of Adequate Yearly Progress, Federal Disability Categories and 

Other Demographics. Make multiple selections from each category by holding down the Ctrl (PC 

users) or Apple (Mac users) key while clicking each option. Click the Clear links next to each 

category to clear all selected data in a given column. Use the Any Criteria option to include 

students with any of the demographic criteria selected, the more general option, or All Criteria to 

only include students with demographics matching all of the selected criteria. 

 

Note: Use the Any Criteria option to include students with any of the demographic criteria 

selected, the more general option, or All Criteria to only include students with demographics 

matching all of the selected criteria. For example, if you select Hispanic, Male, and Autism, the 

report will only display scores for autistic, male, Hispanic students. 

 Report Method: The Tier Transition report is available for criterion-referencing only. 

 Report Criteria: Select the reporting criteria from the drop down. If you do not have criterion-

referencing criteria entered for the selected measure, you will need to set it up from the Report 

Criteria link on the Manage tab.  
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 Comparison: Select a report composite from the Comparison drop down menu. 

 Display: Select additional school years from this drop down. If you only have one school year 

associated with your account, Display is not selectable.  

 Category: Select school categories to compare using the Category window. Multiple categories 

can be selected by holding down the Ctrl key (PC users) or the Apple key (Mac users). 

Note: Category is only available at the Customer and District levels. 

 Grade: Select the grade you wish to view.   

Note: Grade is not available at the class level. 

Click the Display button to display the selected report options. 

Compare Schools Report 

 

This report compares all schools within the entire account or district and displays comparative 

performance scores for Fall, Winter, or Spring for the current school year, selected schools, and grade 

levels. Each school will appear in a different colored box and whisker within their grade. 

The green box is a visual representation of 25-75th percentile. The Top Whisker displays students in the 

76th-90th percentile.  The Bottom Whisker displays students in the 24th- 10th percentile. 

 The vertical blue line represents the range of scores in the 90th percentile. 

 The colored boxes for each school and the composite represent the range of scores in the 25th, 

50th (black horizontal line), and 75th percentiles.  

 The orange line represents the range of scores in the 10th percentile.  

The legend at the right displays the percentiles for the box and whiskers and the color legend for each 

school appearing on the graph, if multiple schools are selected. 

Click Expand to open the report options for this report. 

Report Options  

 Demographics: Select the demographic information you would like the report to display. Make 

selections for the categories of Adequate Yearly Progress, Federal Disability Categories and 

Other Demographics. Make multiple selections from each category by holding down the Ctrl (PC 

users) or Apple (Mac users) key while clicking each option. Click the Clear links next to each 



 

-102- 

 

category to clear all selected data in a given column.  

 

Note: Use the Any Criteria option to include students with any of the demographic criteria 

selected, the more general option, or All Criteria to only include students with demographics 

matching all of the selected criteria. For example, if you select Hispanic, Male, and Autism, the 

report will only display scores for autistic, male, Hispanic students. 

 Comparison: Select a report composite from the Comparison drop down menu. 

 Target Sets: Select a target from the Target Sets drop down menu. 

 Category: Select school categories to compare from the Category window. Multiple categories 

can be selected by holding down the Ctrl key (PC users) or the Apple key (Mac users). 

 Schools: Click Expand to view all of the schools. Then, click the check box next to each school 

you wish to include on the report. 

 Grade: Select a grade level to view from the Grade drop down menu. 

When finished, click the Display button to display the selected report options. 

Compare by Grade Report 

 

This report compares Fall, Winter, and Spring Benchmark scores from a single grade level.  

The Box and Whiskers graph displays comparative performance scores for Fall, Winter, or Spring for the 

current school year, selected schools, and grade level(s). Each school will appear in a different colored 

box and whisker within the benchmark period. The green box is a visual representation of 25-75th 

percentile. The Top Whisker displays students in the 76th - 90th percentile.  The Bottom Whisker displays 

students in the 24th- 10th percentile. 

Note: The legend at the right displays the percentiles for the box and whiskers and the color legend for 

each school appearing on the graph, if multiple schools are selected. 

 The vertical blue line represents the range of scores in the 90th percentile. 

 The colored boxes for each school and the composite represent the range of scores in the 25th, 

50th (black horizontal line), and 75th percentiles.  

 The orange line represents the range of scores in the 10th percentile.  

Click Expand to open the report options for this report. 
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Report Options 

 Display: Select additional school years from this drop down. If you only have one school year 

associated with your account, Display is not selectable. 

 Grade: Check the box next to the grades you wish to view on this report. 

When finished making selections, click the Display button to view your report. 

Score Distribution Report 

 

The Score Distribution Chart displays the score distributions by service classification, meal status, or 

ethnicity. This report displays the assessment results by percentage of students or number of students 

who scored within intervals of 10.   

 

Click Expand to view the available report options.  

 

Note: Different options are available for different levels of the report. 

Customer and District Level  

 Students by - Select whether to view the data by percentage of students included the selected 

grouping or number of students. 

 Correlation Point- Select to group scores by: 

 Service Code 

 Meal Status 

 Ethnicity 

 Display- Select to view data from the two prior school years, if available.  

 Category- Select to view specific (or multiple) categories of students on this report. The report 

will be filtered based on the selection made from this drop-down.  

 Grade- Select which grade they wish to view on the report. 

 Period- Select which benchmark period to view on the report. The options are: Fall, Winter, and 

Spring. 
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Grade and Class Options  

 Students by- Users can select whether to view the data by percentage of students included the 

selected grouping or number of students. 

 Correlation Point- Users can select to group scores by: 

 Service Code 

 Meal Status 

 Ethnicity 

 Display- Users can select to view data from the two prior school years, if available. 

 Grade- Users can select which grade they wish to view on the report. 

 Period- Users can select which benchmark period they wish to view on the report. The options 

are: Fall, Winter, and Spring. 

When finished, click Display to view your report with the selected options. 

50th Percentiles  

 

This report displays the 50th percentile scores by school year.  

The bar graph displays the number correct at the 50th percentile by each grade. If multiple years appear 

on the report, they will appear in different colored bars, sorted by year.  

Click Expand next to Report options to select the options for this report.   

Report Options 

 Target Sets: Select a target from the Target Sets drop down menu. 

 Display: Select additional school years from this drop down. If you only have one school year 

associated with your account, Display is not selectable. 

 Category: Select school categories to compare. Multiple categories can be selected by holding 

down the Ctrl key (PC users) or the Apple key (Mac users). 

 Period: Select the benchmark period for which you wish to view data from this drop down 

When finished making selections, click the Display button to view your report. 
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Above/Below Target Report  

 

This report displays the percentage of students per benchmark period that are above and below the 

Benchmark Target.  

Click Expand next to Report options to select the options for this report.   

Report Options 

 Demographics: Select the demographic information you would like the report to display. Make 

selections for the categories of Adequate Yearly Progress, Federal Disability Categories and 

Other Demographics. Make multiple selections from each category by holding down the Ctrl (PC 

users) or Apple (Mac users) key while clicking each option. Click the Clear links next to each 

category to clear all selected data in a given column. 

 

Use the Any Criteria option to include students with any of the demographic criteria selected, the 

more general option, or All Criteria to only include students with demographics matching all of the 

selected criteria. 

 

Note: If you select all, the report will only display those students who match all of the selected 

criteria. For example, if you select Hispanic, Male, Autism, and Title One, the report will only 

display scores for autistic, male, Hispanic students who are categorized as Title one. 

 Target Sets: Select a target from the Target Sets drop down menu. 

 Display: Select additional school years from this drop down. If you only have one school year 

associated with your account, Display is not selectable. 

 Category: Select school categories to compare. Multiple categories can be selected by holding 

down the Ctrl key (PC users) or the Apple key (Mac users). 

Note: Category selection is not available at the School or Grade level. 

 Period: Select the benchmark period for which you wish to view data from this drop down 

 Percentages:  Select Above to display the % of students above target. Select Above & Below 

to display both above and below target %iles.  

 Show Numbers: Check the box to either remove or include the % number value above each bar. 
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Average by Period Report 

 

The Average Score by Benchmark Period report displays the average assessment score by grade 

level, for all benchmark periods, and each school year (represented by a colored dot). 

 

Click Expand to open the report options for this report. 

Report Options 

 Demographics: Select the demographic information you would like the report to display. Make 

selections for the categories of Adequate Yearly Progress, Federal Disability Categories and 

Other Demographics. Make multiple selections from each category by holding down the Ctrl (PC 

users) or Apple (Mac users) key while clicking each option. Click the Clear links next to each 

category to clear all selected data in a given column.  

 

Note: Use the Any Criteria option to include students with any of the demographic criteria 

selected, the more general option, or All Criteria to only include students with demographics 

matching all of the selected criteria. For example, if you select Hispanic, Male, and Autism, the 

report will only display scores for autistic, male, Hispanic students. 

 Display: Select additional school years from this drop down. If you only have one school year 

associated with your account, Display is not selectable. 

 Grade: Check the box next to the grades you wish to view on this report. 

When finished making selections, click the Display button to view your report. 
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Norm Chart Report 

 

The Normative Performance Chart shows the Normative General Outcome Measure Scores for the Fall, 

Winter, and Spring benchmark periods by grade level. The General Outcome Measure scores are 

displayed according to the 90th, 75th, 50th, 25th, and 10th %iles. 

When generating from the Customer, District, or School level, this report displays the Fall, Winter, and 

Spring norms from the students within your account. 

When generating from the AIMSweb level, this report displays the Fall, Winter, and Spring from all 

customers. 

The vertical blue line for each school represents the range of scores in the 90th %ile. 

The color assigned to each selected school and the composite represents the range of scores in the 25th, 

50th (black horizontal line), and 75th %ile. The orange line for each school represents the range of scores 

in the 10th %ile. 

 The black horizontal line represents the target score. 

Click Expand to view the available report options. 

The available options for this report are: 

AIMSweb Level  

Display: Select additional school years from this drop down .If you only have one school year 

associated with your account, Display is not selectable. 

Customer, District, School Level  

 Target Sets: Select a target from the Target Sets drop down menu. 

  Display- Users can select the year for which they wish to generate this report. If multiple years 

are not available, this defaults to current year and is not selectable. 

 Category: Select school categories to compare using the Category window. Multiple categories 

can be selected by holding down the Ctrl key (PC users) or the Apple key (Mac users). 

Note: Category is not available at the school level. 

Once you have selected the desired options, click the Display button to generate the report. 
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Norm Table Report 

 

The norm table displays normative score data for the selected population. This report is available from 

different levels within the Reports tab. Your user type determines to which reports you have access. 

Customer Generate this table to display the Fall, Winter, and Spring 

normative score data in table format for your account. 

District Generate this table to display the Fall, Winter, and Spring 

normative score data in table format for your district. 

School Generate this table to display the Fall, Winter, and Spring 

normative score data in table format for your school. 

AIMSweb Generate this table to display the Fall, Winter, and Spring 

normative scores in table format for all AIMSweb customers. 

 

The Grade column displays the grade level. The %ile column displays the 90th, 75th, 50th, 25th, and 

10th %iles. 

 

The Num column shows the number of students who were assessed with probes for each benchmark 

period and General Outcome Measure selected. 

 

The heading of the column to the right of the Num column displays the units of measure for the selected 

General Outcome Measure. For example, WRCPM stands for Words Read Correct Per Minute, and is the 

unit of measure for the Reading-Curriculum Based Measurement benchmark passages. The WRCPM 

column shows the average score for each %ile ranking. 

A legend is displayed at the bottom of the table and includes additional report information. 

Click Expand top open the available report options. 

The available options for this report are: 

AIMSweb Level  

Display: Select additional school years from this drop down. If you only have one school year 

associated with your account, Display is not selectable. 
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Customer, District, School Level Report Options  

 Demographics: Select the demographic information you would like the report to display. Make 

selections for the categories of Adequate Yearly Progress, Federal Disability Categories and 

Other Demographics. Make multiple selections from each category by holding down the Ctrl (PC 

users) or Apple (Mac users) key while clicking each option. Click the Clear links next to each 

category to clear all selected data in a given column. Use the Any Criteria option to include 

students with any of the demographic criteria selected, the more general option, or All Criteria to 

only include students with demographics matching all of the selected criteria. 

 Comparison: Select a report composite from the Comparison drop down menu. 

 Display: Select additional school years from this drop down.If you only have one school year 

associated with your account, Display is not selectable. 

 Category: Select school categories to compare using the Category window. Multiple categories 

can be selected by holding down the Ctrl key (PC users) or the Apple key (Mac users). 

 Percentile: Select 1 thru 99 or 10, 25, 50, 75, 90 from the radio buttons. 

Note: 1-99th percentile option is not available for the national level norms. 

 Grade: Check the boxes next to the grades you wish to view.   

Correlation Report 

 

This report displays the correlation between the General Outcome Measure score and standardized test 

score. This report displays the correlation with four quadrants denoted by the “passing” value for the high-

stakes test, and the computed measure score of where the students should be in order to pass the test 

with the probability chosen. 

Note: When you generate the report for grade 4, i the correlation is displayed for students who have 4th 

grade scores in AIMSweb and on the state test. It displays the target for passing the 4th grade state test. 

When you generate the report for the students who have scores in 6th grade in AIMSweb and on the 

state test, it correlates so that if those students have 4th grade scores, the target is displayed for the 4th 

grade AIMSweb assessment score needed  to pass the 6th grade state test when the time comes.  

There are two sets of data correlation, the AIMSweb Benchmark scores and a high-stakes test.  By 

correlating the values, AIMSweb can determine a number in the Fall, Winter, and Spring of where a 

student should be (ie. an R-CBM target) in order to pass the high-stakes test with a high probability. 

AIMSweb uses the high-stakes test with benchmark scores from the same year, or from previous years.  
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A full year of benchmark data is required to use this report. 

 

The Standard Test & Benchmark Data Correlation of field is a drop down menu containing several 

Standard Test options. The General Outcome Measure field is below, and linked to, the Standard Test & 

Benchmark Data Correlation of field. You may select from several General Outcome Measures. 

The chart displays the probability that the student will pass the Standardized State test based on a 

student’s benchmark score for the selected general outcome measure and Benchmark Period. The dots 

on the chart represent Student Score placement. A vertical blue line is plotted to indicate the minimum 

student score for the selected general outcome measure. A green horizontal passing line is also shown; 

in addition to a computed trend line. A legend to the right of the report displays service code definitions, a 

correlation value, and minimum and passing scores information. 

Below the chart, the legend may display: 

Correlation Report Example 

The target is the minimum 'Words Read Correct Per Minute' (1) required to achieve 

Level I - IV (selectable by the   button) 

or better on the 'Minnesota Comprehensive Assessment - Grade 3 Reading'(2) test with a 

70, 80, or 90% probability (selectable by the   button) 

Notes: 
(1) General Outcome Measure-Specific 
(2) Test-specific  

Report Options 

 Standardized Test Selection: Select the standardized test to use in the correlation.  The options 

are based on the standardized test data that is loaded into your account. 

 General Outcome Measure Selection: Select the general outcome measure for comparison 

with the standardized test data. 

 Target Selection: Select the target score, either Proficient or Advanced that the student will need 

to pass the Standardized Test. These are user-defined scores and are not calculated within 

AIMSweb. 

 Probability Selection: Select the probability level that the student will pass the standardized test. 

The options are: 70%, 80% and 90%. 
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 Benchmark Period Selection - Select which benchmark period scores to use when predicting 

the performance on the standardized test. 

Achievement Percentages  

 

 

 

The Achievement Percentages report displays normative performance scores for Fall, Winter, of the 

selected skill area (i.e. reading, math) and all subsequent General Outcome Measures schools for the 

current year in both a box-and-whisker and table format. The report also displays the percent of student in 

each performance category.  The green box is a visual representation of the 25-75th percentile. The Top 

Whisker displays students in the 76th – 90th percentile.  The Bottom Whisker displays students in the 

24th- 10th percentile. The chart displays the number of corrects that fall into each percentile category per 

benchmark period. This is a tabular representation of the information in the box and whiskers chart. The 

status graph displays the percentage of students who fall into each category for the selected general 

outcome measure. Note:  This report is only available for criterion referenced measures. However, the 

status graph is norm-referenced and appears on the report for the measures that have norm-referencing 

available. 

Click the Expand link to view the available report options. 

Report Options 

 Report Method: This report is available for norm-referencing only. 

 Report Criteria: Select the reporting criteria from the drop down. If you have not entered custom 

criteria, AIMSweb Defaults will appear as the only available selection. 

 Measures: Use the check boxes to select General Outcome Measures to view.  

 Category: Select school categories to compare using the Category window. Multiple categories 

can be selected by holding down the Ctrl key (PC users) or the Apple key (Mac users). 

Note: Category is only available at the Customer and District level. 

 Grade: Select the grade for the performance data you wish to display from the Grade drop down 

menu. 

Click the Display button to display the selected report options. 
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Improvement Report 

 

The Average Score by Service Code report displays student averages by service code, meal status, 

ethnicity, or ELL/ESL for each benchmark period.  

Click Expand to view the available report options. 

Report Options 

 Target Sets: select a target view from the Target Sets drop down menu. 

 Correlation Point: Select an option to view the improvement data by service code, meal status, 

and ethnicity from the Correlation Point drop down.. 

 Display: Select additional school years from this drop down. If you only have one school year 

associated with your account, Display is not selectable. 

 Category: Select school categories to compare using the Category window. Multiple categories 

can be selected by holding down the Ctrl key (PC users) or the Apple key (Mac users). 

Note: The Category drop-down is only available at the Customer and District Level.  

 Grade: Check the box next to the grades you wish to view on this report. 

When finished selecting the options at the top of the report, click the Display button.  

Histogram Report 

 

The Histogram report uses a bar graph to display the number of students and their corresponding 

scores, in intervals of 10, in conjunction with the resultant instructional recommendation. In the top right 

corner of the report are the drop-down menus Targets, Measure Type, and Measure. 

The bar graph is a graphical representation of the number of students in each scoring range and 

performance description. The Y-axis displays the number of students in each range and the X-axis 

displays the number correct.  For example, for R-CBM, the X-axis displays the Words Read Correct 

(WRC). 

The legend displays the colors corresponding to the performance summary bars on the graph.  
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Note: If the scores are criterion-referenced, the Performance Summary indicated in the report legend are 

replaced by classifications related to the criteria. 

Click Expand to view the available report options. 

Report Options 

 Comparison: Select to compare the school’s score with: 

o All students in the grade within the school (available at the school, grade, and class 

level). 

o All students in the grade within the district (available at the Customer, District, and School 

level). 

o All students from the same grade in the state (available at all levels). 

o All students within AIMSweb (available at all levels) 

 Report Method: This report is available for norm-referencing only. 

 Report Criteria: Select the reporting criteria from the drop down. If you have not entered custom 

criteria, AIMSweb Defaults will appear as the only available selection. 

 Category: Select school categories to compare using the Category window. Multiple categories 

can be selected by holding down the Ctrl key (PC users) or the Apple key (Mac users). 

Note: Category is only available at the Customer and District level. 

 Measures: Select which measures to view on this report. 

 Measure Type: Select which measure type to view on this report. The measure type changes 

based on the measure selected from the previous drop-down. 

 Grade: Select which grades they wish to view on the report.  This option is not available at the 

Class level. 

 Benchmark Period: Select the period to view the number of students in each scoring range and 

performance description. 

When finished selecting the options at the top of the report, click the Display button.  
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Summary of Impact Report 

 

The Summary of Impact report indicates which students in Benchmark, Strategic, or Intensive programs 

have reached the Benchmark Target for a selected Benchmark period and measure. These students are 

marked with a checkmark or a smiley face.  

Students are placed in groups of Benchmark, Strategic, or Intensive programs based on the previous 

benchmark period's scores. The Fall Summary of Impact Report is displayed based on fall scores.  

Impact of Benchmark, Strategic, Intensive Curriculum 

Each column shows the total score for the selected measure. 

 AIMSweb Rules: This method uses description cut scores to determine which description level 

each score falls. Once each score is assigned a description level, the appropriate numerical 

values for the description levels are added together and divided by the total number of measures. 

This result is then converted to a percentage and percentages below 33% are put into the 

Intensive program, students between 33% and 66% are put into the Strategic program, and 

students above 66% are put into the Benchmark program. Students without scores are 

automatically placed in the Benchmark program. For Criterion-Reference measures: 

description cut scores are set by the user. If description cut scores have not been set at the 

school, description cut scores from AIMSweb are used.  

 When a measure is Norm referenced, description cut scores are determined from the school 

norms. The description cut scores are set to the tenth, twenty-fifth, seventy-fifth, and ninetieth 

percentiles.  

 DIBELS Rules: This method uses the uses the rules specified on the DIBELS website. Students 

who do not have scores in all the required measures automatically fall into the Benchmark 

program. 

Click Expand to view the available report options. 

Report Options 

 Demographics: Select the demographic information you would like the report to display. Make 

selections for the categories of Adequate Yearly Progress, Federal Disability Categories and 

Other Demographics. Make multiple selections from each category by holding down the Ctrl (PC 



 

-115- 

 

users) or Apple (Mac users) key while clicking each option. Click the Clear links next to each 

category to clear all selected data in a given column. Use the Any Criteria option to include 

students with any of the demographic criteria selected, the more general option, or All Criteria to 

only include students with demographics matching all of the selected criteria. 

Note: Use the Any Criteria option to include students with any of the demographic criteria 

selected, the more general option, or All Criteria to only include students with demographics 

matching all of the selected criteria. For example, if you select Hispanic, Male, and Autism, the 

report will only display scores for autistic, male, Hispanic students. 

 Recommendation Rules: Students are split into instructional programs by applying either 

AIMSweb or DIBELS rules. NOTE: This option is only available for DIBELS measures Initial 

Sound Fluency, Letter Naming Fluency, Phoneme Segmentation Fluency, Nonsense Word 

Fluency, Retell Fluency, Word Use Fluency, and DIBELS &endash; Oral Reading Fluency. All 

other measures will use AIMSweb Rules*  

 Show Students with Consecutive Scores Only: Use yes or no buttons to display only students 

with consecutive scores. 

 Target Sets: Select a target from the Target Sets drop down menu. 

 Reached Target Image: This option changes the marker for students who have reached target. 

Switch between the two options by selecting checkmark or smiley face in the drop down menu.  

 Category: Select school categories to compare using the Category window. Multiple categories 

can be selected by holding down the Ctrl key (PC users) or the Apple key (Mac users). 

 Measure Type & Measure: The reported measures can be changed by first selecting the desired 

measure type and then the measure.  

When finished selecting the options at the top of the report, click the Display button.  

Scores and Percentiles 

    

This report displays a list of students ordered by benchmark scores with a corresponding potential 

instructional action. This report is available in both tabular and graphical format.  

 

Students are listed by number correct on the General Outcome Measure (highest to lowest) and 

Performance Summary. This report uses coloring, which is user defined, to display the groupings for 

students by percentile rank. 
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Note: If you select to view this report as a graph, click here for the report-specific information. 

The Distribution by Scores and Percentile Table lists student scores under the following headers 

 Name  

 Corrects  

 Errors  

 Accuracy  

 Performance Summary  

 Potential Instructional Action 

Student scores are listed at the >90th, >75th, >25th, and 10th percentiles for the selected General 

Outcome Measure based on grade level within the school. Potential Instructional Action is listed based on 

each student's score. The color for each table section depends on the particular performance level colors 

selected by the AIMSweb Manager.  

 

The legend displays the colors corresponding to the performance summary bars on the graph. 

Note: If the scores are criterion-referenced, the Performance Summary indicated in the report legend are 

replaced by classifications related to the criteria. 

Clicking a student's name displays the student's benchmark scores for the current school year. 

Note: If the scores are criterion-referenced, the Performance Summary Potential Instructional Action, and 

the percentile classifications are replaced by classifications related to the criteria. 

Report Options 

 Report Method: Select whether to view this report using cut scores or normative data. 

 Report Criteria: Select the reporting criteria from the drop down. This list will only show the 

options based on the Report Method selection. 

 Display Format: Select whether to view report in tabular or graphical format.  

Note: If you select to view this report as a graph, click here for the report-specific information. 

 Above/Below options: Select which scores are to be displayed from the Below, Above, or 

Above & Below Target radio buttons. 

 Show Target: Check Show Target to display the target score as a vertical line on the table. 

 Grade: Select the Grade for which you wish to display this report from the Grade drop down. 

This option is not available at the Class-level. 

 Period: Select the benchmark period for which you wish to view data from this drop down. 

When finished making selections, click the Display button to view your report. 
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Score Distribution  

 

 

The Student Score Distribution by Correlation Point is a table displaying student score distribution 

according to Service Code, Meal Status, or Ethnicity. The table headings are: 

 Teacher 

 Student  

 Benchmark Period (Fall, Winter, Spring) - The benchmark periods are subdivided into Corrects, 

and either Accuracy or Errors (depending on which option is selected from the Display drop down 

menu), and Service Code or Meal Status. 

 Target (A number with yellow background) 
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The Service Code, Meal Status, and Ethnicity options are abbreviated within the report. These 

abbreviations are: 

Service Code Meal Status Ethnicity 

G- General Ed F- Free M- Multiple/No 

Response 

T- Title One R- Reduced W- White 

S- Special Ed N- None P- Pacific Islander 

 H- Hispanic/Latino 

F- Filipino 

A- Asian 

AI- American 

Indian/Alaska Native 

AA- African American 

N- None 

 

Click Expand to view the available report options. 

Report Options 

 Display: Select Errors or Accuracy from the Display radio buttons. Depending on the selection, 

the report will display the number missed or the accuracy percentage. 

 Target Sets: Select a target from the Target Sets drop down menu. 

 Correlation Point- Select to group scores by Service Code, Meal Status, Ethnicity 

 Grade: Select the grade for which you wish to view data from this drop down 

When finished making selections, click the Display button to view your report. 

 

The table displays Student Scores in columns for Fall, Winter, and Spring. If data has been entered for 

more than one benchmark period for the current school year, it will be displayed in order from left to 

right based on the benchmark period. The most recent benchmark scores are displayed in the last 

column.  

Clicking the  button in the Teacher column alphabetically changes the order in which the teachers 

and students are displayed. 

If you click on a specific teacher in the Teacher column, the table will be re-displayed with a list of all of 

the students for only the selected teacher. 
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Clicking the  button in the Student column heading alphabetically changes the order in which the 

students are displayed. 

If you click on a specific student in the Student column, the Benchmark Scores-Current School Year 

report is displayed. 

Clicking the   button in the current benchmark period column, sorts the current benchmark scores. 

The scores are sorted from either highest to lowest, or lowest to highest. This sort can only be done for 

the current benchmark period (i.e. If you have Fall, Winter, and Spring data, the information can only be 

sorted by Spring. If you have only Fall and Winter data, it can be sorted only by Winter).  

The Mean, Median, and Number of Students Assessed information for each benchmark period is 

summarized below the table. 

Percentiles  

 The scores for the 90th, 75th, 50th, 40th, 25th, and 10th percentile ranks are displayed in a table below 

the Distribution Table.  

Score Matrix 

 

This report displays student’s scores for all measures in the selected grade, highlighting scores that are 

below the benchmark target.   

 

When you click the Score Matrix report, a matrix-style table of scores is displayed. The table headings 

are: 

 Student 

 Teacher 

 General Outcome Measure for Fall, Winter, or Spring 

 SC (Service Code) 

Note: The legend at the bottom of the report displays the abbreviations for the General Outcome 

Measures and Service Codes. For example, R-CBM= Reading- Curriculum Based Measurement.  

 

Click Expand next to Report options to select the options for this report.   
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Report Option 

 Target Sets: Select a target from the Target Sets drop down menu. 

 Grade: Select the grade you wish to view on this report from the drop down menu.. 

When finished making selections, click the Display button to view your report. 

HightoLow 

 

The High-to-Low report is a graphical representation of student scores ordered from highest to lowest for 

the selected grade and benchmark period. This is a graphical representation of the Scores and Percentile 

Table and displays the individual students who fall into each performance summary category. The 

student’s initials are on the bottom of the chart.  The Y-axis displays the number correct for the selected 

general outcome measure and the X-axis displays the bars for each student.  For example, for the R-

CBM, the Y-axis displays the Words Read Correct (WRC).  

The legend displays the colors corresponding to the performance summary bars on the graph. 

 

Note: If the scores are criterion-referenced, the Performance Summary indicated in the report legend are 

replaced by classifications related to the criteria. 

The Target score is indicated by a black horizontal line on the chart, and the performance level for each 

student is color-coded according to the colors selected by the AIMSweb Manager.  

This report is the graphical representation of the Scores and Percentiles report. 

 

Click Expand to open the report options for this report. 

Report Options 

 Report Method: This report is available for norm-referencing only. 

 Report Criteria: Select the reporting criteria from the drop down. If you have not entered custom 

criteria, AIMSweb Defaults will appear as the only available selection. 

 Display Format: Select the display format, Chart or Table, from the radio buttons. This selection 

will determine whether you view the data in a graphical (chart) or tabular (table) format. 

 Show Target: Click the Show Target check box in the upper right corner of the screen to show 

the target score on the graph. 
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 Grade: Select the grade for which you wish to see the data from the Grade drop down. 

 Period: Select the benchmark period for which you wish to see the data from the Benchmark 

period drop down menu. 

When finished, click the Display button to display the selected report options. 

Average Scores by School Year 

 

 

The Average Score by School Year report displays the average assessment score by benchmark 

period and school year for the selected grade level. 

 

The bar graph displays the average assessment score by benchmark period and school year for the 

selected grade level (represented by a colored dot).  The Y-axis displays the number correct and the X-

axis displays the school year.  For example, for R-CBM, the Y-axis displays the Words Read Correct 

(WRC). 

Note: The legend displays the colors corresponding to each Benchmark Period on the bar graph. 

 

Click Expand to open the report options for this report. 

Report Options 

 Display: Select additional school years from this drop down. If you only have one school year 

associated with your account, Display is not selectable. 

 Grade: Check the box next to the grades you wish to view on this report. 

When finished making selections, click the Display button to view your report. 
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Average Scores by Home Room 

 

The Average Score by Home Room displays the average score by benchmark period for all homeroom 

teachers within the selected grade and school.  

 

The bar graph displays student improvement by home room, benchmark period, and grade. The Y-axis 

displays the number correct and the X-axis displays the Teacher.  For example, for R-CBM, the Y-axis 

displays the Words Read Correct (WRC). 

 

Click Expand next to Report options to select the options for this report.   

Report Options 

 Display: Select additional school years from this drop down. If you only have one school year 

associated with your account, Display is not selectable. 

 Show Numbers: Check the Show Numbers box to remove or include the average score above 

each vertical bar. 

 Grade: Select the grades you wish to view on this report from the drop down menu. 

When finished making selections, click the Display button to view your report. 

Comparison Report 

 

The Comparative Performance by Grade report displays performance scores for Fall, Winter, or Spring 

of the selected grade level.  

 The vertical blue line represents the range of scores in the 90th percentile. 

 The colored boxes for the grade and the composite represent the range of scores in the 25th, 

50th (black horizontal line), and 75th percentiles. 

 The orange line represents the range of scores in the 10th percentile. 



 

-123- 

 

Click Expand to open the report options for this report. 

Report Options 

 Composite: Select a report comparison from the Composite drop down menu. 

 Target Sets: Select a target view from the Target Sets drop down menu. 

 Grade: Select a grade from the Grade drop down menu. 

When finished making selections, click the Display button to view your report. 

Instructional Recommendations Report 

 

This report lists students on a table with the following headers: 

 UID - User ID  

 Student  

 Outcome Measure (Score, Percentile, and Status)  

 Instructional Recommendations  

This report displays each student’s score, percentile, and status for each measure within the skill. 

 Instructional recommendations are then listed based on the student's percentile ranking.  

 

Note: The report will only show data for General Outcome Measures that have associated scores. 

Otherwise, a note will appear underneath the header. For example, if no scores have been entered for 

MAZE, the report will display the following: MAZE is not shown because there are no scores entered for 

this measure. 

 

Click Expand to view the available report options. 

Report Options 

 Demographics: Select the demographic information you would like the report to display. Make 

selections for the categories of Adequate Yearly Progress, Federal Disability Categories and 

Other Demographics. Make multiple selections from each category by holding down the Ctrl (PC 
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users) or Apple (Mac users) key while clicking each option. Click the Clear links next to each 

category to clear all selected data in a given column. 

Use the Any Criteria option to include students with any of the demographic criteria selected, the 

more general option, or All Criteria to only include students with demographics matching all of the 

selected criteria. 

 

Note: Use the Any Criteria option to include students with any of the demographic criteria 

selected, the more general option, or All Criteria to only include students with demographics 

matching all of the selected criteria. For example, if you select Hispanic, Male, and Autism, the 

report will only display scores for autistic, male, Hispanic students. 

 Report Method: Select whether to view this report using cut scores or normative data. 

 Report Criteria: Select the reporting criteria from the drop down. This list will only show the 

options based on the Report Method selection. 

 Show Recommendations: Use this check box to display or hide instructional recommendations. 

 Recommendations: Use this option to display the instructional recommendations. Use the drop 

down menu to display Norm Referenced - 5 Recommendations, or DIBELS recommendations.  

Note: The DIBELS option is only available for DIBELS measures Initial Sound Fluency, Letter 

Naming Fluency, Phoneme Segmentation Fluency, Nonsense Word Fluency, Retell Fluency, 

Word Use Fluency, and DIBELS &endash; Oral Reading Fluency.  

 Measures: You may select which Outcome Measures are to be displayed by clicking on the box 

next to each General Outcome Measure.  

 Periods: Select a bench mark period for which you wish to view the scores and percentile 

rankings from the Period drop down menu. 

When finished, click the Display button to display the selected report options. 

Aggregate Norm Table Report  

This table displays Fall, Winter, and Spring norms from all AIMSweb customers for all Benchmarked 

School Years. This population is larger than that of the Norm Table. The report columns are displayed as 

Grade, Percentile, Number, and Score per Benchmark period, and Rate of Improvement. 

Click Expand to open the report options for this report. 

Report Options 

 Percentiles Breakdown: Select whether to show the breakdown by 10, 25, 50, 75, and 90 or 1-

99 from the options. 
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 Grade: Check the box next to the grades you wish to view on this report. 

When finished making selections, click the Display button to view your report. 
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Progress Monitoring 

Managing Progress Monitoring Caseloads 

Progress Monitor Teacher Users have the ability to create and edit Progress Monitor schedules, enter 

scores and create and edit interventions and goals from the Progress Monitor Caseload home page. 

Progress Monitor Teachers can also transfer, delete, or file schedules. 

Searching for Progress Monitor Schedules  

If you are a manager, superintendent, principal, or reporter user, you can search for progress monitoring 

schedules.  

 

Note: Superintendent, principal, and reporter users cannot edit progress monitoring schedules. 

At the top of the screen are drop down menus that allow you to search for a particular progress 

monitoring schedule. You can select to display all or narrow your search via selections from these menus. 

You can also search by User's Name by entering the name in the field and clicking Search.   

1. Select the options from the available drop down menus. To broaden your search, select All. To 

narrow your search, select the specific district and/or school in which you wish to search. 

Note: Managers can only search at their level and below. For example, a district manager cannot 

view schedules for other districts. Superintendents, Principals, and Reporters cannot edit 

progress monitor schedules. 
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2. Click Search to open the User Search Results window. 

 

3. Click the Go to Caseload link next to the user whose schedule you wish to view or edit. 

 

4. After clicking the Go to Caseload link for the selected user, the schedules for that user will 

appear. There are two drop-down menus under the title heading of Progress Monitor Caseload: 

Showing_Measures and Showing_Schedules.  

5. Select a measure from the Showing_Measures menu. 

6. View Filed or Active assessment schedules from the Showing_Schedules menu. 

There are seven columns on the page that display Progress Monitor assessment schedules as part of the 

Progress Monitoring Caseload: Student, Measure, Schedule, Last Score, Next Score, Goal, and Progress 

Report.  

 Student– The student's name and current grade.  

 Measure– The monitored measure. Students can be monitored for more than one measure and 

will be displayed once in the caseload for every measure assessed.  

 Schedule– The Goal Start and End Dates and frequency of assessment. The Goal Start Date is 

the first day an assessment is given. The Goal End Date is the last scheduled day of 

assessments. 

 Last Score– The last score and assessment date entered into the Progress Monitoring caseload. 

Note: The Last Score listing will appear black, orange, or red. Black indicates a scheduled 
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assessment is not due.  Orange indicates a scheduled assessment is due soon. Red indicates a 

scheduled assessment is past due. 

 Next Score– The next scheduled assessment date without an assessment score. This will let you 

know if assessment data is entered in a timely fashion.  

 Goal– The assessment grade level and the goal. 

Creating Progress Monitor Schedules  

The Progress Monitoring Caseload displays all students' Progress Monitor assessment schedules as they 

are created.  

Click the Manage Students button at the top of the page to open the Manage Students window. There 

are two frames within the Manage Students interface.  To the left is the Add a Student frame and to the 

right is the Student List.  After students are added using the left frame, they will appear at the right under 

the Student List.   

Note: If students are already added within your school database, they will appear under the Student List. 

 These students are NOT to be deleted by anyone other than the AIMSweb Manager.   

Students are added to the Progress Monitor Caseload as either new students not existing in the student 

list or as existing students.  You will need to perform a search for existing students.   

Progress Monitor assessment schedules can be used with or without the use of the Schedule Wizard.  

The Schedule Wizard allows the Progress Monitor Teacher to create the same schedule for multiple 

students and multiple measures.  

Creating Progress Monitor Schedules Using the Schedule Wizard 

The Schedule Wizard allows you to create Progress Monitor schedules for multiple students and multiple 

measures with the same duration and frequency. This can significantly decrease time spent creating 

Progress Monitor assessment schedules.  

1. Click the Manage Student button to open the Manage Students screen. 
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Perform a search for the students you wish to Progress Monitor. A more general search is 

suggested, since the result is more students displayed in the Student List.  

2. When the students appear in the Student List, click the check boxes next to each student's name. 

3. Click the Add PM button to open a window asking if you would like to use the Schedule Wizard.  

4. Click OK to open the Measures window.  

 

5. Check the boxes next to the measures you wish to select. Select as many measures as desired. 

However, for each measure selected a schedule will be created for each student.  

6. Click the Next button to open the Assessment Schedule Duration and Frequency window. 

 

 

Note: From this window, you can define the first and last days the student will be assessed. 

These are known as the Goal Start Date and Goal End Date.  

7. Enter the goal date in a format of mm/dd/yyyy or click the Calendar icon to select a date.  

Note: The Goal Duration cannot be longer than 366 days. After 366 days a new Progress Monitor 

schedule must be created for the student. 
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8. Select how often you will assess the student from Assessment Schedule and Frequency radio 

buttons and text fields or drop-down menus. The options are:  

a. Daily - selecting every X number of days. 

b. Weekly - selecting every X number of weeks and on which days.  

c. Monthly by Day - selecting the X day of every X number of months.  

d. Monthly by Week - selecting the X day of the week of every X months.  

9. If desired, you have the option of selecting Periodic and End of Schedule Reviews for the 

Progress Monitor schedule. This review will allow you and your team to help evaluate the 

effectiveness of the intervention(s) used.   

10. Select a review frequency of none, every 8 weeks, every 10 weeks, Quarterly, Trimestrally and 

Annually from the Periodic Review drop-down menu.  

11. When you have made your selections, click the Save button to save the changes and return to 

the Progress Monitor Caseload home page.  

Note: The Student, Measure and Schedule columns are filled with the data you have selected. 

  

12. Click either the Enter link under the Goal column or the Enter SLA Baseline and Goal Scores 

link under the Progress Report column of the Progress Monitor Table to open the Baseline and 

Goal Scores window. From here, you can determine the student's current level of performance 

and define a performance goal for the student. 
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13. This window is broken into three parts: Survey Level Assessment (SLA) Scores to the left and 

Initial Performance Scores and Goal Criterion for Success Scores to the right.  

 

Note: The SLA is one method which can be used to determine a student's assessment level. 

Please reference the document titled Progress Monitoring Strategies for Writing Individualized 

Goals in General Curriculum and More Frequent Formative Evaluation to learn more about 

administering the SLA.  

14. Once SLA scores are obtained, enter them into the text fields provided.  

15. Click the Save and Graph button to view the SLA chart. You can use this chart to help make 

determinations about the student's current performance or appropriate assessment levels.  

16. When an assessment level is selected, enter an assessment grade level and an initial score in 

the Initial Performance Scores section. 

 

 

17. Select an assessment grade, from the Assessment Grade Level drop-down menu. If the 

selected grade has a corresponding SLA score, you will be asked if you would like to use the SLA 

score as the initial score. Otherwise, type the student's first score at the selected grade level into 

the Initial Score text field.  

18. Optional data entry items under the Initial Performance Scores segment are:  

 Initial Errors - used to track the student's error rate and accuracy. 

 Initial Probe - used to track which probe was used for the assessment. This will help to 

avoid repetition of probes. 

 Initial Program Label - used to mark a short note on the student's Progress Monitor 

chart.  

 Initial Program Description - used to describe more in-depth the student's current 

program. 

19. Enter the Goal Corrects and the Goal Errors under the Goal Criterion for Success Scores 

portion of the window. These are the scores the student will aspire to reach on the last day of the 

assessment schedule, or the Goal End Date.  
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Note: You can determine the goal scores by using the Progress Monitoring Strategies for Writing 

Individualized Goals in General Curriculum and More Frequent Formative Evaluation document. 

20. Click the Save button to save the data and return to the Progress Monitor Caseload home page.  

 

21. Upon saving the initial and goal data, all other columns of the Progress Monitor table are filled. 

These columns are: 

 Last Score - displays the date and score of the last assessment.  

 Next Score -displays the next date the student is scheduled to be assessed.  

 Goal - displays the assessment level and the goal correct score.  

 Progress Report - displays a brief summary of the student's performance throughout the 

assessment. 

These columns are dynamic.  As more scores are entered in the future, the information displayed under 

each column heading will change appropriately. 

Editing Progress Monitor Schedules  

Use the links provided for each schedule to edit the student name, schedule duration and frequency, or 

initial and goal information. Clicking each link will take you to its respective data entry page. 
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Entering Progress Monitoring Scores 

1. Click the link under the Next Score column to open the Score Entry window in a  

calendar format. 

 

The next scheduled assessment date is displayed and highlighted green. 

 

 

Note: If you wish to view or enter scores for the entire schedule from goal start date to goal end 

date, click the Show ALL sessions for this schedule link.  

2. Enter the student's scores for the date into the Corrects and Errors text fields.  

3. Select the probe used for the assessment from the Probe drop-down menu. 

4. Select your desired tab order for efficient score entry from the Tab Order drop-down menu.  

Note: You can select from a tab order of across or scheduled dates. Across will navigate the 

cursor horizontally across the page. Scheduled dates will navigate the cursor only to the next 

scheduled date. Once you have made your selection click Go to set your preference. 

5. Once scores are entered, click Save to save the scores or click Cancel to remove any changes 

and return to the Progress Monitor Caseload home page. 

Entering Scores for Multiple Students 

You may also enter scores for all students who are assessed in the same measure. 
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1. Select a measure from the Showing_Measures drop-down menu. Only students with 

assessment schedules for the selected measure will be listed on the Progress Monitoring 

Caseload home page.   

 

2. A new icon will appear in the Next Score column heading. Click this icon to enter scores for all 

students listed on the Progress Monitor Caseload home page. The date will default to the 

earliest scheduled date. 

 

3.  After scores are entered, click the Save button to save the changes or click the Cancel button to 

cancel the changes and return to the Progress Monitor Caseload home page.  

Creating and Editing Interventions and Goal Changes  

From the score entry page, you can create interventions to document and track rates of improvement 

when a student's program changes.  

 

Note: The Intervention will restart the ROI on the day the intervention is entered.  This will not affect the 

aimline, only the trend line.  If the Goal is changed, the aimline and the trendline will end the old 

aimsline/trendline and begin anew within a single case. 
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1. Click the i icon on any date to open the Progress Monitor Intervention Information window.   

 

2. Enter a brief description of the intervention or program change in the Chart Label text field.  

Note: The chart label will appear on the Progress Monitor improvement report on the Progress 

Monitor chart.  

3. Enter a full description in the Full Description text field.  

Note:The full description will display on the Progress Monitor improvement report below the 

Progress Monitor chart. 

4. When you have entered your intervention information, click the Add button to add the intervention 

and return to the Progress Monitor Caseload home page. 

 

 

 

 

After the intervention is added, the date will then appear in yellow to indicate an intervention has 

been created. The interventions can be edited or deleted by clicking the intervention icon. After 

editing the intervention, click the Save button to save your changes or click the Cancel button to 

cancel the changes and return to the Progress Monitor score entry page.  
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Editing Goals 

Progress Monitor goals can be modified throughout the schedule. After a Progress Monitor score is 

entered and saved, a goal icon will appear for that date.  

1. Click the Goal icon to open the Goal Information page. From here, you can edit the goal.  

 

  

2. Enter the new goal into the Goal Corrects and Errors text fields.  

3. Enter a brief statement in the Chart Label text field. This will appear on the Progress Monitor 

improvement chart.  

4. Enter any notes regarding the goal changes in the Full Description text field. These notes will 

appear on the Progress Monitor improvement report.  

5. Once the goal information is entered, click the Save button to save the changes or the Cancel 

button to remove the changes and return to the Progress Monitor Caseload Home Page.  

After the goal change is saved, the date will then appear in gray to indicate which date the goal was 

changed. The goal change can be edited or deleted by clicking the goal icon. After editing the goal, click 

the Save button to save your changes or click the Cancel button to cancel the changes and return to the 

Progress Monitor score entry page.  

Transferring Progress Monitor Schedules  

Transferring the Progress Monitor schedule will transfer all information to any Progress Monitor Teacher 

within your account.  To do this: 
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1. Check the box next to the names of the student's whose schedules you wish to transfer. 

 

2. Click the Transfer Schedule button to open the Transfer Assessment Schedule(s) window. 

 

3. Select a transfer-to teacher from a list of all Progress Monitor Teachers within your account.  

4. When the teacher is selected, click the Transfer Schedule button to transfer the schedule or 

click the Cancel button to cancel the transfer and return to the Progress Monitor Caseload home 

page. 

Note: Transferring schedules is not available for RTI Users. 

Deleting Progress Monitor Schedules  

Deleting a Progress Monitor schedule will permanently remove the schedule from your caseload, 

including all schedule data. Deleting the Progress Monitor schedule will not delete the student from 

his or her school. 

 

1. Check the box next to the name of the student whose schedule you wish to delete. 

2. Click the Delete button. You will be asked to confirm the deletion of the schedule.  

3. Click OK to continue deleting the schedule or click the Cancel to cancel the action. 

Filing Progress Monitor Schedules  

Filing Progress Monitor assessment schedules allows you to view only current or relevant schedules, but 

maintain completed or outdated schedules for your records. Schedules are filed by school year.  
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1. Check the box next to the student's name. 

2. Click the File button. The student's name will then be removed from the Progress Monitor 

Caseload home page.  

 

Note: View filed assessment schedules by selecting the word Filed from the Showing _ Schedules 

drop-down menu at the top of the Progress Monitor Caseload home page. Filed assessment schedules 

cannot be edited. To return a schedule to the active list, click the check box next to the student's name 

and click the un-file button.  

Progress Monitoring Progress Report  

The Progress Report displays a brief progress description such as: Below Target, Near Target, or Above 

Target. As scores are entered into a schedule, the student's progress summary is displayed in the 

Progress Report column heading.  

The progress summary descriptions are: above target, near target, below target, insufficient scores, or 

unavailable. Progress summaries are based on the student's necessary rate of improvement versus 

actual rate of improvement.  

 The Above Target summary appears when the student's current rate of improvement is greater 

than or equal to .5 units, i.e. words read correct per minute (wrcpm) than the necessary rate of 

improvement to achieve the designated assessment goal. (>+.5wrcpm)  

 The Near Target summary appears when the student's current rate of improvement is between 

or equal to .5 wrcpm greater or less than the necessary rate of improvement to achieve the 

designated assessment goal. (+.5wrcpm to -.5wrcpm)  

 The Below Target summary appears when the student's current rate of improvement is less than 

or equal to .5 wrcpm than the necessary rate of improvement to achieve the designated 

assessment goal. (< -.5wrcpm)  

 The Goal Achieved summary appears when the student's last score is at or above the goal 

score.  This progress summary is not indicative of a student's rate of improvement or overall 

performance.  Remember to use the progress report to determine a student's overall 

achievement.   
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 The Goal Missed summary appears when the student's last score is less than the goal score. 

This progress summary is not indicative of a student's rate of improvement or overall 

performance. Remember to use the progress report to determine a student's overall 

achievement. 

 The Insufficient Scores summary appears when a student does not have enough data points to 

accurately provide a progress summary. A minimum of four data points must be entered before 

an accurate progress summary is displayed.  

Generating the Progress Monitoring Report 

1. Click the progress description to generate a full page Progress Report. By default, the Progress 

Report generates a Chart plotting the student's scores, a Goal Statement, Data, and Goal 

Changes and Intervention notes.  

2. Click Expand next to Report Options to select the options for the report. 

 

3.  When finished, click Display. 

 

Chart 

The chart is a line graph illustrating the student's scores. Based on the Initial Score and the Goal Score, a 

sloped AIMline (in black) is illustrated on this graph.  

This depicts at what rate a student needs to improve to attain his or her goal. As a student's scores are 

plotted, a sloped Trend Line (in red) is generated to illustrate the student's actual improvement rate.  

If the Progress Monitor Teacher has initiated new interventions for the student within the time of the 

assessment schedule, these will be noted by the use of vertical black lines. Each intervention will have a 

short description on the chart itself.  

 

Note: Further detail regarding the intervention can be read under the Goal Change & Intervention 

Descriptions title.  
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Use the Show radio buttons at the top of the page to display or hide Goal and Intervention trends. Goal 

Trends show the student's performance trend from the goal, regardless of interventions. The Intervention 

Trend Line will revert to a slope of ”r;0” at the beginning of each intervention. This helps the Progress 

Monitor Teacher assess the effectiveness of the intervention. Select the No Trends option to remove the 

Trend Line completely.  Select or de-select the AIMline, Intervention Lines, and Errors checkboxes for 

display on the chart. Click the Display button to display your changes.  

Goal Statement 

The Goal Statement formula is: In X weeks, student will score Y corrects from grade Z Standard Progress 

Monitoring Passages. X = the number of weeks between the Goal Start Date and the Goal End Date. This 

is the number of weeks the assessment takes place. Y= The Goal entered by the Progress Monitor 

Teacher at the time this schedule was created. Z= the student's assessment grade level.  

 

The Goal Statement provides the necessary Rate of Improvement (ROI) to achieve to attain the set goal 

and the student's actual Rate of Improvement.  

 

Data 

The data portion of the report displays the dates, corrects scores and, when applicable, the errors scores 

for each scheduled assessment. The required ROI and Trend ROI will display below the scores. 

 Assessment dates highlighted in gray are either the baseline session or days when goal changes have 

taken place. Assessment dates highlighted in yellow are days when interventions have begun. 

Goal Changes and Intervention Descriptions 

All changes regarding the assessment schedule will appear. Items highlighted in gray are either the 

baseline session or goal changes. Items highlighted in yellow are interventions. 
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Managing Periodic Reviews 

The periodic review is a tool you and your team can use to evaluate the effectiveness of a student's 

program or interventions. Periodic reviews can be created in a frequency of none, every 8 weeks, every 

10 weeks, Quarterly, Trimestrally and Annually. 

Note: Only Progress Monitor Teacher Users have the ability to create and edit periodic reviews. 

When a periodic review is created, a multi-page icon will appear next to the student's name. Click this 

icon to enter the periodic review page. 

 

Note: Periodic Review icons will appear in green, orange, and red: 

 Green indicates there are no reviews due in the near future. 

 Orange indicates a review is due in the next two weeks.  

 Red indicates a review is past due.  

The periodic review has three windows: Educational Needs/History, Annual Review task list, and Periodic 

Review task list (when more frequent reviews are selected). 

Periodic Review Tasks 

Determine Team Members  

This task allows you to create a list of people who will be working on your student's evaluation team.  

1. Click the Add a Team Member link to open the Determine Team Members window. From here, 

you can add new members.  

 

 

2. Select a person (if this task will be delegated to someone other than you) from the Assigned To 

drop-down menu.  
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3. Select the status of the task from the Status drop-down menu. The task can be saved as either 

complete, making it unable to be edited, or incomplete, which means you can come back 

and continue to work in the task. 

4. Click the Save button to save the changes or click the Cancel button to cancel the changes and 

return to the Periodic Review home page. 

Determine Educational Needs/History  

This task allows you to keep notes regarding the student’s educational needs. 

1. Click the Status drop-down menu to change the status.  

2. Click the Save button to save the changes or click the Cancel button to cancel the changes and 

return to the Periodic Review home page. 

Annual Review Results Meeting  

This task requires that your team meet within a year of the Progress Monitor assessment schedule goal 

start date. Here you will note the expected date, time and attendees of the meeting. Later, you can come 

back and note the actual date, time and attendees of the meeting.  

1. Select a review result from the list provided and enter any notes you wish to keep regarding the 

review.  

 

 

2. Change the status from the Status drop-down menu.  

3. Click the Save button to save the changes or the Cancel button to remove the changes and 

return to the periodic review home page.  



 

-143- 

 

Periodic Review Task  

A periodic review task will appear for each interval selected when the periodic review is initially created. 

To the right is an 8 week periodic review. All periodic review tasks are the same.  

1. Enter the expected date, time and attendees of the meeting. Later, you can come back and note 

the actual date, time and attendees of the meeting.  

2. Select a review result from the list provided and enter any notes you wish to keep regarding the 

review.  

 

 

3. Select a status from the Status drop-down menu. 

4. Click the Save button to save the changes or the Cancel button to remove the changes and 

return to the periodic review home page.  

RTI Caseloads 

The RTI Tab allows you to create RTI cases and manage student data. Select the RTI tab to view your 

RTI caseload home page. The RTI caseload displays students' RTI cases as they are created.  

Creating an RTI Case 

1. Select which student or students to add to your RTI caseload.  

2. Either add a new student to your account or perform a search for the student or students you 

wish to monitor by clicking the Manage Students button.  
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3. When the student appears in the Student List, click the checkbox next to the student's name.  

4. Click the Add RTI button.   

Note: Add multiple students to the RTI caseload at one time by clicking the check boxes next to 

all the students you wish to add and clicking the Add RTI button.  

As new students are added to the RTI Manage Students interface, they will automatically appear in the 

RTI Caseload. When students are selected from the Manage Students page, they appear in the RTI Case 

Management home page.  

 

 

The Initial Planning Task List  

After creating a new RTI case, click the Initial Planning link under the Current Step column of the RTI 

Case Management table.  

Enter Referral Information 

The first time the Initial Planning link is selected, you will be prompted to enter the student's referral 

information. The Referral Information window will appear.  

 

1. Enter the following information using the  text fields and drop-down menus: 

 Assigned To - As team members are added  your account they will appear in the 

Assigned To drop-down menu.  
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 Date - The referral Date 

 Referral Source - Either select a referral source from the drop-down menu or enter your 

own. 

 Concern Area - Choose from the AIMSweb assessment skill areas.  

 The Student's Teacher - Select from an existing list of teachers using the Select a 

Teacher drop-down menu or manually enter the teacher's information if he or she does 

not appear in the list.  

 Notes - Enter any notes you wish to keep regarding the RTI referral. 

Every task can be saved as complete or incomplete. An incomplete task can be edited. A 

complete task cannot be edited, but notes can be entered later.  

2. After all information is entered, use the Status drop-down menu to select either Complete or 

Incomplete.  

  

3. Click Save to save the changes or click Cancel to remove all data entered and return to the RTI 

Task List 

Note: All notes entered in the Referral Information task will appear to the right of the RTI student's page.  

Initial Planning Task List 

 

After saving the referral information, the Initial Planning Task List opens. The task list comprises 5 

descriptive columns:  

 Task # - Edit the Task Number to change the order in which the tasks are listed. Click the 

Save button to save the changes.  

 Task Name - This column displays the default name of each task. Some task names are 

editable from within the task.  

 Assigned To - As tasks are assigned the Assigned To team member will display in this 

column.  
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 Due Date - As tasks are scheduled or completed the appropriate date will appear. 

 Status - The task status of complete or incomplete types as selected appear in this column.  

Click each column heading to list the tasks by the selected criteria. Edit tasks by clicking the Task Name. 

Determine Team Members 

The team member task compiles a list for all team members added within your account.  

1. Either add new team members by clicking the Add a Team Member link or use the check 

boxes to select pre-existing team members.  

2. Select the Status of Complete or Incomplete.  

3. Click the Save button to save the changes and return to the Task List. 

Problem Identification Interview with Teacher 

 

This task is a meeting-type task.  

1. Enter the Assigned To team member, the expected date and time the meeting will take place, and 

the expected meeting attendees. 

2. Enter any pre-meeting notes at this time.  

3. After this information is entered, you can save the task as incomplete and return to it after the 

meeting has taken place. 

Note: Once the meeting has taken place, enter the actual date and time the meeting took place. 
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Determine Educational Needs/History 

 

This task displays any of the Benchmark history from within the AIMSweb system as well as any Progress 

Monitor and Survey Level Assessment (SLA) charts.  

1. Select the Assigned To team member and the expected date and time the data will be gathered. 

2. Enter any notes regarding the student's educational needs or history.  

3. Click the Save button to save the task and return to the Task List. A Determine Educational 

Needs/History summary will appear on the student's RTI case home page.  

Develop Progress Monitor Plan 

 

From here, you can document the plan for Progress Monitoring the student.  

1. Select the Assigned To team member, the Expected Date and Time the meeting will take place 

and the expected meeting attendees.  

2. Enter any notes into the Notes field. 

3. Click the Add Measure link to create a Progress Monitor schedule for the student.  

4. Select the measure to be assessed, enter a start date, an intervention length, schedule, and 

frequency.  

5. Determine the assessment grade level (see the Progress Monitoring Strategies for Writing IEPs 

in General Curriculum and More Frequent and Formative Evaluation document found on the 

Downloads page).  
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6. Enter the initial performance and goal scores.  

7. Click the Save button to save the changes and return to the Task List homepage. A Progress 

Monitor chart appears below the Task List. Use the links provided to add measures, edit 

measures and enter scores.  

8. Enter scores into the text fields provided.  

9. Click the Save button to save the changes and return to the RTI Task List. As scores are entered 

the Progress Monitor chart will be updated. 

Initial Planning Results Meeting 

 

This is the last task in the Initial Planning Task List. After all tasks are complete, you and your team must 

evaluate the outcome of the Initial Planning.  

1. Select the Assigned To team member, expected date and time and expected attendees. After the 

meeting enter the actual date and time and attendees.  

2. Before changing the task status to complete, select from one of the provided results:  

 No Results Specified  

 No Significant Educational Need  

 Some Significant Concerns but Current Intervention may be Effective  

 Some Significant Concerns and Intervention  

Needs Modification  

 Significant Educational Needs That Team Believed Could Not be Remedied with 

Scientifically Based, Resource Intensive General Education Intervention.  

3. Select the Status. 
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Filing and Deleting RTI Cases  

From the RTI caseload home page, RTI cases can be deleted or filed.  Filing an RTI case will remove the 

case from the active caseloads page, but retain the case in its entirety for your records.  Deleting an RTI 

case will permanently remove the case from your RTI home page, including all task data. Deleting the 

RTI Task will not delete the student from his or her school. 

Filing an RTI Case 

1. Click the box next to the name of the student whose case you wish to remove from the active 

caseload home page.   

2. Click the File Checked button. 

Deleting an RTI Case 

1. Click the box next to the name of the student whose case you wish to delete.  

2. Click the Delete button. You will be asked to confirm the deletion of the case.  

3. Click OK to continue deleting the case or Cancel to cancel the action. 

 

Generating RTI Compiled Reports  

The Compiled Report icon appears throughout the RTI pages.  

Click at any time to generate a report summary of all tasks. 
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Managing the RTI Defaults 

Managers can customize the RTI task list for all of the RTI users, but cannot create or edit RTI cases.  

 

 

The RTI Task list can be customized to more uniformly reflect the requirements of your unique RTI 

program. This is done by clicking the RTI tab at the top of the page. 

Customizing the Task List 

1. Select Initial Planning or Intervention from the drop-down menu in the top left corner of the page.  

2. Click the Go button to display the task list.  

Note: As the task list is edited, any RTI case created after the changes have been saved will reflect the 

new task list. Editing the task list will not retroactively edit an RTI case.  

To the right of the page are three buttons: Revert to Defaults, Save, and Cancel. 
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 Click the Revert to Defaults button to remove any changes saved in the task list and return the 

task list to its original form. After clicking the Revert to Defaults button, a confirmation window will 

appear. Click OK to revert the task list to the defaults or click Cancel to cancel the selection.  

 Click the Save button to save changes to the custom task list.  

 Use the Cancel button to undo changes to the custom task list. The Cancel button will remove 

any unsaved changes and revert the list to the last saved list.  

Default tasks are displayed in table form with the columns Del (delete), Task #, Task Name, Task 

Description, and Type. Only tasks not critical to the RTI software functionality can be deleted and will 

therefore have a check box under the Del column. Delete a task by clicking the check box next to the task 

in the Del column and clicking the Save button.  

 

Editing the task numbers will change the order in which the tasks are displayed within the RTI case and 

therefore the order in which they are scheduled to be completed. The first task, Enter Referral 

Information, and the last task, Results Meeting, cannot be reordered.  

To reorder a task, use the text fields under the Task # column to make your changes.  

 

Edit task descriptions using the text fields under the Task Description column. Only tasks descriptions 

appearing in text fields can be edited.  

 

Note: The following task descriptions cannot be changed: Enter Referral Information, Determine Team 

Members, Determine Educational Needs/History, Develop Progress Monitor Plan, Collect Progress 

Monitoring Data, and Results Meeting.   

 

The task type can be edited by using the drop-down menus next to the task under the Type column. The 

task type determines the task form. The following task type options are available: Assessment, 

Documentation, Ongoing Documentation, Interview, Meeting, Notification, Observation, and Review. 
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Once you have made your changes, click Save to save your changes, Cancel to revert the changes to 

the last saved list or Revert to Defaults to return the list to its original form.   

AIMSweb Manager Score Entry 

Entering and Editing Benchmark Scores 

The Scoring tab allows manager users access to assessment sheets and records of Benchmark and 

standard test scores as well as the ability to enter and edit Benchmark data.  

Note: If you are a teacher, see the My Classes topic for information on entering scores. 

 

At the top of the scoring page are two areas: District and School. If you only have one district or 

school, the names will appear in white text and no selection can be made.  

If you have more than one district or school, the categories appear in drop-down menus. Select your 

district and school from the drop-down menus and click the Go button. 

Entering Benchmark Scores 

1. Select the Benchmark or Strategic Monitor period you wish to view or edit from the Timeframe 

drop-down menu.   

 

Note: The timeframe automatically defaults to the current Benchmark or Strategic Monitor (if 

enabled) period. 

The columns are: Grade, Classes, and General Outcome Measures. General Outcome 

Measures are grade-specific.   

Note: When Early Literacy, Early Numeracy, and some DIBELS General Outcome Measure-type 

tabs are selected, higher grades served within the school will not be listed. 
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The Classes column displays teachers' names by grade. Clicking the teacher's name opens the 

teacher's classroom page, From there, you can view student scores. To the right of the Classes 

column is a row for each General Outcome Measure within the selected General Outcome 

Measure-type tab. Each General Outcome Measure column has a Scores link and a paper icon in 

it. The Scores link opens the Enter Scores window. At the left of the page is a Benchmark sub-

tab. If state standard test data has been entered for correlation and other reports, a second 

sub-tab labeled Standard Tests appears.  
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2. Click the Scores link next to the teacher’s name to open the teacher's classroom page. To the left, 

all students enrolled in the teacher's class are listed. 

  

Note: Scores are entered by student and General Outcome Measure. In each General Outcome 

Measure column are text fields for each student. Some General Outcome Measures have two text 

fields, one for corrects and one errors, and some only have one text field for corrects. You may 

also enter the date assessed if different from the date you enter scores. You can enter this date for 

the entire class or individual students if assess on different dates. To enter for individual students, 

click the Enter Date Given link next to the students name.  

 

This will open the Calendar window.  

 

 

From there, you can select the date. If you want to include the date for all students in the class, 

enter the date given into the field at the top of the Score Entry window or select from the calendar 

by clicking the icon. Scores must be entered in mm/dd/yyyy format. 

3. Click on the first text field for the first student and enter the student's score.  

4. Press the Tab key on your keyboard to move the cursor to the next text field. 

5. When finished, click Save to save your entered scores. 
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Note: Click the arrow to the right of the Add Student button to move the arrow to a horizontal or vertical 

position. This determines which direction the cursor will move when you tab from one text field to another. 

The vertical, or down, arrow moves the cursor down the class list, through one General Outcome 

Measure and then onto the next. The horizontal, or right, arrow moves the cursor across the General 

Outcome Measures, entering data for one student and then onto the next.  

 

Click the Quick-Save button to save scores intermittently. The Quick-Save button will leave the Scores 

window open, allowing you to continue entering scores from this screen.  

Standard Test Scores 

Selecting the Standard Tests sub-tab to the left of the page (if available) allows you to enter and edit 

standard test scores.  

Note: If you would like a state standard test added to your AIMSweb account, please contact us at (866) 

313-6194.  

Entering Scores 

1. Click the Enter/Edit Scores link 

 

to open the Score Entry page. 



 

-156- 

 

 

 

2. Enter the date the test was administered into the Date field at the top right hand corner of the 

page. The date must be entered using the MM/DD/YYYY format. 

3. Enter student’s scores. 

4. Click the Save button. Use the First, Prev, Next, and Last buttons to navigate through your entire 

student list.  
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Appendix A: BrowserBased Scoring Administration 

Score AIMSweb reading and math assessments on almost any web-enabled device, including PC, laptop, 

or iPhone™. As the student reads the test on paper and gives oral responses, you simply mark the 

student’s responses on your browser screen. Browser-based Scoring is available for both benchmarking 

and progress monitoring. 

Use Browser-based Scoring to: 

 capture data as assessments are given. 

 eliminate hand entry of assessment data. 

 reduce human error from data entry, written scores, and scoring calculations. 

 save valuable time. 

When administering the Browser-based Scoring assessment, please follow the administration guidelines 

set forth in the respective administration guides. These are located on the Downloads tab. 

1. Click the Downloads tab. 

2. Click the Administration and Scoring Workbooks and Power Point Presentations link. 

3. Click the link for the administration guide to download the PDF. 

General Information about Benchmarking with Browserbased Scoring 

Both managers and teachers can use Browser-based Scoring for the administration of the support 

measures. The students can be assessed as a class or individually from the Scoring tab (managers) or 

the My Classes tab (teachers). 

Administration from the Scoring tab  

1. Click the Scoring tab to open the Scoring page. 

2. Select the benchmarking period from the Time Frame drop down.  

3. Click Go. 

 

Note: If you are administering outside of the standard benchmark period, a message will 
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appear. Click OK on this message. 

 

4. Select the measure from the grey tabs. 

  

The selected measure will appear highlighted in blue.  

5. Click the Scores link  

 

next to the teacher whose class or student you wish. to assess to open the teacher's class list. 

Assessing the Class  

1. Click the Assess Class link at the top of the class list 

 

to open the Class List window. 

 

2. Click the student's name you wish to assess to open the administration screen for the selected 

measure.  

Assessing a Student   

Click the Assess Now link next to the student 

 

to open the Probe for administration. 
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Note: When you return to the student list, the Assess Now link will be replaced with View Results. Click 

this link to view the summary information from the administration. 

Administration from the My Classes tab  

1. Click the My Classes tab to open the My Classes page. 

2. Select the benchmarking period from the Time Frame drop down.  

3. Click Go. 

 

Note: If you are administering outside of the standard benchmark period, a message will 

appear. Click OK on this message. 

4. Select the measure from the grey tabs. 

  

The selected measure will appear highlighted in blue.  

5. Click Edit Scores above the student list to open the class list.  

Assessing the Class  

1. Click the Assess Class link at the top of the class list 

 

to open the Class List window. 

 

2. Click the student's name you wish to assess to open the administration screen for the selected 

measure.  
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Note: When you return to the student list, the Assess Now link will be replaced with View Results. 

Click this link to view the summary information from the administration. 

Assessing a Student  

Click the Assess Now link next to the student 

 

to open the Probe for administration. 

Note: Benchmarking is at grade-level only. Browser-based Scoring is available for the measures and their 

associated grade levels. For example, you cannot benchmark a kindergartner with R-CBM. Use the 

Assessment Recommendations Matrix by Grade Level and Skill to determine the supported grades 

for each measure. 

General Information about Progress Monitoring with Browserbased 
Scoring 

Browser-based Scoring can used for the administration of the supported measures during progress 

monitoring. 

Administration from the Progress Monitoring tab  

1. Click the tab. 

 

Note: If you are a manager, click the Schedules side tab to view your progress monitoring 

schedules. You can also search for progress monitoring schedules. 

8. Click the Assess Now link in the Next Score column for the student you 

wish to assess. This will open a progress monitoring probe. You can select 

another probe from the Probe drop down. 

Note: When you return to the schedule, the Assess Now link will appear for the 

next scheduled date. The View Results link will appear in the Last Score column. 

 

Click this link to view the summary information from the administration. 
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Browserbased Scoring Administration 

The following measures are supported by Browser-based Scoring. View the specific administration details 

for each measure. 

General Administration Information 

Administration Buttons 

At the top of the screen are three buttons: 

 

 Back to Scoring-- Clicking this button returns you to the point of origin. 

 Instructions-- Clicking this button opens the Instructions window. These are the instructions 

that you read to the student. 

 Start Timer-- Clicking this button starts the timer for the assessment. 

Note: If assessing a class, Change Student appears, click this button to select another student from the 

class. 

After clicking Assess Now, the assessment probe (s) will appear. Once you start the timer, the 

assessment begins.  

Discontinue Rules 

If the discontinue rule is met, click Discontinue to end the assessment. The assessment will be scored 

as a 0. This is not the same as cancelling an assessment. Click Cancel to cancel the assessment without 

a score. 
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Reading and Early Literacy Measures 

Administering Reading – Curriculum Based Measurement  

After clicking Assess Now, the R-CBM assessment probes will appear: 

 Three probes are presented for benchmarking. 

 One probe is presented for progress monitoring. 

Once you start the timer, the assessment begins.  

 Click directly on a word to highlight it and indicate an incorrect response.  

 Click the word a second time to de-select it and not count it as an incorrect response. 

Highlighted answers will be counted as incorrect.  

 Highlight an entire line by checking the box to the left of the line as it appears on the paper copy 

of the assessment. 

When one minute is up, you will be prompted to select the last word attempted by the student. Click OK 

to return to the passage. Click on the last word attempted by the student.  

If benchmarking, you will continue the above steps until the last probe is complete. On the last probe, a 

Summary message will appear with the median corrects and errors. 

If progress monitoring, a Summary message will appear upon the completion of the first probe. 

Click OK to return to the point of origin and view the assessment results. 

Administering Letter Sound Fluency 

 Click directly on a letter to highlight it and indicate an incorrect response.  

 Click the letter a second time to de-select it and not count it as an incorrect response. 

Highlighted answers will be counted as incorrect.  

 Highlight an entire line by checking the box to the left of the line as it appears on the paper copy 

of the assessment. 

When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  
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A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

Administering Letter Naming Fluency 

 Click directly on a letter to highlight it and indicate an incorrect response.  

 Click the letter a second time to de-select it and not count it as an incorrect response. 

Highlighted answers will be counted as incorrect.  

 Highlight an entire line by checking the box to the left of the line as it appears on the paper copy 

of the assessment. 

When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  

A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

Administering Phoneme Segmentation Fluency 

 Click directly on a segment to highlight it and indicate a correct response.  

 Click again to mark it incorrect. Incorrect answers will have a line through them. 

 Click the in between the segments to indicate that the segments were said together. Click 

the symbol again to indicate that all segments were said together. 

 Click a third time to de-select it and not count it as an incorrect response.  

When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  

A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

Administering Nonsense Word Fluency  

 Click directly on a segment to highlight it and indicate a correct response.  

 Click again to mark it incorrect. Incorrect answers will have a line through them. 

 Click a third time to de-select it.  

 

When one minute is up, you will be prompted to select the last letter attempted by the student. 

Click OK to return to the passage. Click on the last letter attempted by the student.  
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A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

 Early Numeracy 

Administering Oral Counting  

 Click directly on a number to highlight it and indicate an incorrect response.  

 Click the number a second time to de-select it and not count it as an incorrect response. 

Highlighted answers will be counted as incorrect.  

 Highlight an entire line by checking the box to the left of the line as it appears on the paper copy 

of the assessment. 

When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  

A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

Administering Number Identification  

 Click directly on a number to highlight it and indicate an incorrect response.  

 Click the number a second time to de-select it and not count it as an incorrect response. 

Highlighted answers will be counted as incorrect.  

 Highlight an entire line by checking the box to the left of the line as it appears on the paper copy 

of the assessment. 

When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  

A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

 Administering Quantity Discrimination  

 Click directly on a set to highlight it and indicate an incorrect response.  

 Click the set a second time to de-select it and not count it as an incorrect response. Highlighted 

answers will be counted as incorrect.  

 Highlight an entire line by checking the box to the left of the line as it appears on the paper copy 

of the assessment. 
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When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  

A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

 Administering Missing Number  

 Click directly on a set to highlight it and indicate an incorrect response.  

 Click the set a second time to de-select it and not count it as an incorrect response. Highlighted 

answers will be counted as incorrect.  

 Highlight an entire line by checking the box to the left of the line as it appears on the paper copy 

of the assessment. 

When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  

A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

 MIDE (Spanish Assessments) 

Administering MIDE Letter Naming Fluency  

 Click directly on a letter to highlight it and indicate an incorrect response.  

 Click the letter a second time to de-select it and not count it as an incorrect response. 

Highlighted answers will be counted as incorrect.  

 Highlight an entire line by checking the box to the left of the line as it appears on the paper copy 

of the assessment. 

When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  

A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

Administering MIDE Syllable Segmentation Fluency  

 Click directly on a segment to highlight it and indicate a correct response.  

 Click again to mark it incorrect. Incorrect answers will have a line through them. 
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 Click the in between the segments to indicate that the segments were said together. Click 

the symbol again to indicate that all segments were said together. 

 Click a third time to de-select it and not count it as an incorrect response.  

Note: If the discontinue rule is met, click Discontinue to end the assessment. The assessment will be 

scored as a 0. This is not the same as cancelling an assessment. Click Cancel to cancel the assessment 

without a score. 

When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  

A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

Administering MIDE Letter Sound Fluency  

 Click directly on a letter to highlight it and indicate an incorrect response.  

 Click the letter a second time to de-select it and not count it as an incorrect response. 

Highlighted answers will be counted as incorrect.  

 Highlight an entire line by checking the box to the left of the line as it appears on the paper copy 

of the assessment. 

Note: If the discontinue rule is met, click Discontinue to end the assessment. The assessment will be 

scored as a 0. This is not the same as cancelling an assessment. Click Cancel to cancel the assessment 

without a score. 

When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  

A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 

Administering MIDE Syllable Reading Fluency  

 Click directly on a syllable to highlight it and indicate an incorrect response.  

 Click the syllable a second time to de-select it and not count it as an incorrect response. 

Highlighted answers will be counted as incorrect.  
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 Highlight an entire line by checking the box to the left of the line as it appears on the paper copy 

of the assessment. 

When one minute is up, you will be prompted to select the last letter attempted by the student. Click OK 

to return to the passage. Click on the last letter attempted by the student.  

A Summary window will appear. Click OK to return to the point of origin and view the assessment results. 
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Appendix B: Fall Quick Start Guide 

Graduation Process 

Graduate each school, beginning with the school serving the highest grades. For example, if your district 

comprises a high school, middle school, and elementary school, you would graduate the high school first. 

Then, continue with the graduation of the middle school and finish with the elementary school. This 

prevents promoting students twice or leaving students in the wrong grade. After the graduation process, 

you will be prompted to transfer students to current or unlisted schools.  

Note: AIMSweb recommends that you appoint one manager within your account or district to graduate 

the schools. This will prevent possible issues with schools being graduated more than once. The 

graduation process should only be performed once at the beginning of each new school year. 

Graduate Students 

1. Log into your manager account. 

2. Click the Manage tab. 

3. Click the Districts link in the Navigation menu to open the Manage Districts window. 

4. Click Select in the Action column next to the district containing the schools to graduate. 

5. Click the Graduate link next to the school serving the highest grades in your district. This will 

advance every student within the school one grade level. 

6. After clicking the Graduate link, you will be asked to confirm the advancement. 

7. Click OK to continue the graduation.  

Note: Retained students will need to have their 'current grades' edited after the graduation 

process is complete. 

8. After each student has been advanced one grade level, the students who are in the highest grade 

served within the school need to be transferred to another school. After clicking the Graduate link, 

the Transfer Students window opens. 

9. If graduating the school serving the highest grade, select the Unlisted-School from the Transfer 

To drop down. If graduating the other schools in the account, select the school that they will be 

attending from the Transfer To drop down. 

10. Select the grade for the students leaving the school from the Grade After Transfer drop down. 

11. Check the boxes next to each student. 

12. Click the Transfer button. 
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13. On the next screen, verify the information is correct. 

Note: If the selected school or grade is incorrect, select the correct information from the 

corresponding drop down menus. 

14. Click the Save & Next button to open the Transfer Summary window. 

Note: Click Print to print the transfer slips. We strongly recommend that you print the transfer 

slips when transferring students to the unlisted school. You will need this number to transfer the 

students back into your school. Once printed, you still need to complete the transfer process. 

15. Click the Finish button to open the Confirmation window. 

16. Click the OK button to complete the transfer student process. The transfer process is not 

complete until you click the OK button. 

17. Students who have been retained for that school year must have his/her grade manually lowered 

within AIMSweb. 

Retain Students 

1. Click the Manage tab. 

2. Click the Students link in the Navigation menu. 

3. Search for the student you wish to retain by entering information in the Add a Student window. 

4. Click Search. 

5. Click the student’s name in the student list to open his/her information in the Edit Student 

window. 

6. Click Lower Grade on the bottom of the window to open the Confirmation window. 

7. Click OK to lower the student’s grade. Repeat this process for all students who need to be 

retained. 
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Appendix C: Test Administration 

Early Literacy 

Subtest Grades Administration 

Times 

# of Probes 

Administered 

LNF K (all benchmark 

periods) 

 1 (fall only) 

1 minute 1 probe per 

benchmark 

period  

LSF K (winter, spring)  

1 (fall) 

 

1 minute 1 probe per 

benchmark 

period  

PSF K (winter, spring) 

 1 (fall, winter) 

 

1 minute 1 probe per 

benchmark 

period  

NWF K(winter, spring)  

1 (fall, winter) 

 

1 minute 1 probe per 

benchmark 

period  

MIDE 

Subtest Grades Administration 

Times 

# of Probes 

Administered 

M-LNF K (all benchmark 

periods) 

 1 (fall only) 

1 minute 1 probe per 

benchmark 

period  

M-LSF K (winter, spring) 

 1 (fall) 

 

1 minute 1 probe per 

benchmark 

period  

M-SSF K (all benchmark 

periods) 

1 (all benchmark 

periods) 

1 minute 1 probe per 

benchmark 

period  

M-SRF K(winter, spring)  

1 (all benchmark 

periods) 

1 minute 1 probe per 

benchmark 

period  
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Subtest Grades Administration 

Times 

# of Probes 

Administered 

 

M-Spell K(winter, spring)  

1 (all benchmark 

periods) 

1 minute 1 probe per 

benchmark 

period  

Earl Numeracy 

Subtest Grades Administration 

Times 

# of Probes 

Administered 

OCM, NIM, 

QDM, MNM 

K (all benchmark 

periods)  

1 (all benchmark 

periods) 

1 minute 1 

Reading 

Subtest Grades Administration 

Times 

# of Probes 

Administered 

RCBM 1 (winter, spring) 

2-8 (all 

benchmark 

periods) 

1 minute 3 probes 

Note:  Use the 

same 

benchmark 

probes for all 

BM Periods. 

R-Path 3 (all benchmark 

periods) 

1 minute 1 

MAZE 3-8 (all 

benchmark 

periods) 

3 minutes 1 

R-Span 1 (winter, spring) 

2-8 (all 

benchmark 

periods) 

1 minute 3 probes 

Note:  Use the 

same  

benchmark 

probes for all 

BM Periods. 
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Spelling 

Subtest Grades Administration 

Times 

# of Probes 

Administered 

S-CBM 1-8 (all 

benchmark 

periods) 

2 minutes 1 

Writing 

Subtest Grades Administration 

Times 

# of Story 

Starters Used 

Methods of 

Scoring 

WE-CBM 

 

1-8 (all 

benchmark 

periods) 

3 minutes 1 (same story 

starter  is 

administered for 

all grades; grade 

independent) 

TWW 

CWS 

WSC 

Mathematics Computation   

Subtest Grades Administration 

Times 

# of Probes 

Administered 

MCBM 1-8 (all 

benchmark 

periods) 

Grades 1-3 

 2 minutes 

1 

 

Grades 4-8            

4 minutes                   

 

MCBM AP 3-8 (all 

benchmark 

periods) 

4 minutes 1 

MCBM-2 7-8 (all 

benchmark 

periods) 

4 minutes 1 

M-CAP 2-8 (all 

benchmark 

periods) 

 

Grades 2-6 

8 minutes  

1 

Grades 7-8 

10 minutes  
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Appendix D: Frequently Asked Questions 

General Information  

Where do I send my purchase order when renewing AIMSweb? 

You can mail your PO to Pearson at the following location: 

NCS Pearson 

AIMSweb Customer Service 

Box 599700 

San Antonio, TX 78259 

You can also fax it to 866-313-6197 

How do I contact Technical Support? 

AIMSweb offers several options for you to obtain the technical support and guidance you need:  

Online Help 

Use help by clicking the Help button at the top right corner of any screen within AIMSweb. A small 

window will appear with a description of your current page and instructions on completing tasks and 

special features of that page. 

At the top right corner of the AIMSweb screens are two buttons: Help and Logout. The help button 

provides page-specific information. This means that if you have a question on any page, such as”how do I 

(fill in the blank)?” or ”what is (fill in the blank)?,” you can click the Help button for more detailed 

information. 

Forum 

Click the Forum tab to view the Forum for AIMSweb. You can read questions and discussions previously 

posted by other AIMSweb users or post your own questions. These questions can be addressed to either 

the AIMSweb Technical Support Team or other AIMSweb users. 

After selecting the forum category, browse the category topics to find information relevant to your 

question. Click the topic link to view the original post and all subsequent responses. If you do not see a 

relevant topic, post your own. 

Posting a new topic 

1. Click New Topic at the top of the Forum page.  

2. In the Message Title, enter a brief description of the topic.  

3. In the Message Text box, enter your question.  

4. When you are finished, click the Post Thread button to post the topic on the Forum. 
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AIMSweb Technical Support 

Email AIMSweb Technical Support : You can send your support questions to the AIMSweb  

Technical Support Team at AIMSwebsupport@pearson.com. It is important to be as specific as possible 

when requesting technical support. The more information you provide a technician to begin with, the 

faster they will be able to help you. Send any data-related questions (i.e. adding state tests or questions 

about your import to AIMSwebdata@pearson.com. 

AIMSweb Technical Support Phone Service: You can speak to an AIMSweb Technical Support 

representative by calling 866-313-6194 between the hours of 8:00 AM and 5:00 PM CST.  

How do I change the school year to see previous years' data? 

To change the year, click the 2009-2010 link under the Help and Logout buttons on the top right of the 

AIMSweb page. 

Where are the benchmark probes? 

Benchmark probes are only available to managers on the account. 

1. Log into an AIMSweb manager account 

2. Click the Download (yellow) tab 

3. Click the Benchmark or Progress Monitoring side tab 

4. Select the category from the dropdown 

5. Click Go 

6. Click the tabs in the top right corner for the individual measures you wish to print 

What are the AIMSweb assessment recommendations for each grade? 

The Assessment Matrix explains the assessment recommendations by grade. Follow these steps: 

1. Enter www.aimsweb.com into your browser, but do not log in. 

2. Click the Support and Training menu (next to FAQ). 

3. Click Support. 

4. Click Downloads. 

5. Click the Assessment Recommendations Matrix by Grade and Skill link under Reference to 

download this document. 
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What are the Benchmark Periods? 

Fall: September 1- October 15 

Winter: January 1- February 1 

Spring: May 1- June 1 

How long can we spend benchmarking? 

This is a controlled sample of data collection. It is recommended that you make every effort to benchmark 

all your students within a two week window. 

Do you have a list of the acronyms used in AIMSweb? 

Early Literacy 

LNF Letter Naming Fluency 

LSF Letter Sound Fluency 

PSF Phoneme Segmentation Fluency 

NWF Nonsense Word Fluency 

Early Numeracy 

OCM Oral Counting 

NIM Number Identification 

QDM Quantity Discrimination 

MNM Missing Number 

MIDE 

M-LNF MIDE  Letter Naming Fluency 

M-LSF MIDE  Letter Sound Fluency 

M-SRF MIDE  Syllable Reading Fluency 

M-SSF MIDE   Syllable Segmentation Fluency 

M-Syll Spell MIDE  Spelling 

Reading 

RCBM Reading- Curriculum Based Measurement 

R-Span Reading- Spanish Curriculum Based Measurement 

Maze Maze- Comprehension 

R-Path Reading- Pathway Passage 

Mathematics 

M-COMP Math Computation 

M-CAP Math Concepts and Application 
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M-CBM Math- Curriculum Based Measurement 

M-CMB-2 Math- Curriculum Based Measurement 2 

M-CBM AP Math- Curriculum Based Measurement: Application and Process 

Spelling 

S-CBM Spelling- Curriculum Based Measurement 

Writing 

WE-CBM Written Expression- Curriculum Based Measurement 

TWW Total Words Written 

CWS Correct Writing Sequences 

WSC Words Spelled Correctly 

What are my training options for AIMSweb? 

AIMSweb subscriptions include access to all necessary implementation guides and manuals. However, 

we recommend professional development for an easier, speedier, and more successful implementation. 

Options include: 1) Private Onsite Training packages that range from two days to year-long 

implementation and coaching packages 2) Open Workshops (2 days - hosted at various locations around 

the country) 3) Online Training (self-paced) 

Does AIMSweb provide instructional materials? 

No. AIMSweb is an assessment and data management system designed to measure and monitor the 

effects of instruction.  This may include measuring the effect of supplemental intervention programs, core 

curricula, or broader program evaluation.  

Does AIMSweb provide measures past Grade 8?  

Currently, AIMSweb measures are available for Benchmarking (Universal Screening) and Progress 

Monitoring at levels from Kindergarten through-8th grade. Many high schools are using AIMSweb 8th 

grade level assessment as screening tools for students who may exhibit deficits in basic skill areas and 

need remediation in those skill areas in order to access High School level content curricula.  For High 

School students who exhibit significant deficits in basic skills, it is appropriate to Progress Monitor them 

with grade level assessments that are appropriate based on the goal that they are expected to achieve in 

a given time period.  For example, a high school student who is currently reading on a 6th grade level 

may be expected to read at an 8th grade level in one academic year.  This student should be Progress 

Monitored using 8th grade assessment probes. 
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Does AIMSweb provide PreK measures?  

No. However, AIMSweb offers 3rd party charting and reporting support for Get it, Got it, Go! and IGDIs 

which are pre-k measures. 

How are Benchmark Targets determined in AIMSweb?  

Customers can 1) Define their own benchmark targets based on norm tables or other data, 2) Use 

AIMSweb presets, which are based on the score at the 50th percentile from the AIMSweb Aggregate 

Growth Norms. 3) Use DIBELS presets, or 4) Use the AIMSweb test correlation feature to generate 

benchmark targets that predict success on high stakes testing. 

How do I know AIMSweb measures are valid and reliable?  

Over 25 years of research have proven CBM to be reliable and valid indicators of critical basic skills. 

AIMSweb measures are CBM. AIMSweb assessment measures have receive highly favorable review 

from the National Center on Student Progress Monitoring (www.studentprogress.org) and the National 

Center on Response to Intervention (www.rti4sucess.org). Additionally, research and other articles can be 

found in the Research section at www.aimsweb.com 

How does AIMSweb provide prediction for success on high stakes testing?  

AIMSweb uses a correlation of high stakes test scores and CBM scores to generate targets. Students 

scoring over those targets have a high probability of being proficient on the high stakes test. *Requires 

one year of AIMSweb CBM test scores matched with high stakes test scores from the concurrent year.  

How many alternate forms do AIMSweb measures provide?  

AIMSweb typically provides at least 33 alternate forms per skill, per grade. *Varies by measure and grade 

Managing Account Setup  

How do I import data? 

1. Click the Manage tab. 

2. Click the Data Imports link in the Navigation menu to open the Data Imports window. 

3. Click New Import to open the New Import window. 

4. When finished reading the information on this window, click Continue. 
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5. Click Browse to locate your data import file. 

Note: The only accepted file format is .TXT. If your file is not in this format, you will receive an 

error message. The File Type is always Standard. 

6. Click Continue. 

7. Click Continue to open the File Structure window. 

Note: If your file matches the data specification for AIMSweb, you will continue from here. If your 

file has incorrect column names, you will need to map them prior to continuing.  

8. Select information from the Data Specification Columns drop down. Once a column has been 

mapped, it will not appear as an option for the other columns in the drop down.   

9. Click Continue. Follow the onscreen instructions until the import process is complete. 

I am attempting to import my data and getting an error message. I used Excel 2003. 

How do I fix it? 

There is a known issue (http://support.microsoft.com/kb/77295) with using Excel 2003 to create your tab-

delimited file. If you have used Excel and are getting an error message during the initial verification of 

your file, please do the following prior to importing your file: 

1. Open your data file. 

2. Click the heading of the District column to highlight the entire column. 

3. Right-click and select Cut from the menu. 

4. Click the empty column directly to the right of the last column in your file to highlight. 

5. Right-click and select Paste from the menu to paste your District column.  

6. Click the row below the last row in the document containing data to highlight the entire row. 

7. Press Shift + Ctrl +Down Arrow Key on your keyboard. 

8. Right-click and select Delete from the menu. 

9. Click anywhere in the document outside of the highlighted row to remove the highlighting. 

10. Select Save As from the File menu. 

11. Select Text (Tab-delimited) for Windows and Text to Windows for Mac. 

12. Click Save to open a message window. 

13. Click OK to open the next message window. 

14. Click Yes to save the file. You are now ready to import your file. 

How do I export data from my account? 

1. Log into an AIMSweb manager account. 

2. Click the Manage Tab. 

3. Click the Data Export link. 
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4. Fill out the form. 

5. Click the Export Link. The file will available the next day at the bottom of the Data Export page. 

Note: If you password protect your export, it is important that you remember this password because there 

is not a way to retrieve it. 

How do I setup custom criteria for use on my reports? 

Managers can now customize the criteria used on your reports. If you are not a manager, you will need to 

talk to the manager on your account about setting up report criteria. 

Note: When setting up Report Criteria for the Instructional Recommendations report, the criterion must 

have the same name for different measures within one General Outcome Measure. For example, any 

criteria set up for R-Path, Maze, and R-CBM would be named Reading Scores 2009-2010. 

1. Log into your manager account. 

2. Click the Manage tab. 

3. Click the Report Criteria Setup link in the Navigation menu. 

4. From the Report Criteria Setup screen, click the Values link next to the measure for which you 

wish to add values.  

5. Click Add New to begin adding new values. The screen opens with the Criterion-Referenced tab 

selected. 

6. Enter the name into the Name field. What is entered in this field will appear verbatim on the 

report. It is recommended that you use brief, but descriptive verbiage. 

 

Note: Do not use any special characters (!,@,#,&)  in the Name. The use of these characters will 

prevent the Report PDFs from generating. 

7. If entering criterion values: Enter cut-scores for each grade and benchmark period to classify 

students into performance categories based on Benchmark scores.  The editable text fields are 

for the threshold numbers.  Use the highest possible score for the category. For example, if you 

want students scoring 0-14 on a given Benchmark test labeled as deficient, enter 14 into the 

deficient text field.  The lowest numbers are pre-populated in the remaining fields. 

8. If entering Norm-referencing Percentiles: Enter percentiles for each grade and Benchmark period 

to classify students into performance categories based on local norms.  The editable text fields 

are for the threshold percentiles.  Use the highest percentile for the category. For example, if you 

want students ranging from the 1st – 25th percentile to be well below average, enter 25 in the 

well below average text field.  The lowest percentiles are pre-populated in the remaining fields.  

9. Continue entering scores for all performance categories. 

10. When finished, click Save to save the entered scores or percentiles. 
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How will deleting Report Criteria Details affect my reports? 

If you have entered cut scores for the deleted detail, those scores will be merged with the next higher 

level. For example, your template contains four levels with the following values: 

Deficient:  0-5; Emerging: 6-10; Established: 11-20; Mastery: 21 and higher 

You delete Emerging. 

The associated values are now: 

Deficient: 0-10; Established: 11-20; Mastery: 21 and higher  

When I import my data, when will I see it? 

Your data will be available the next business day. 

Will the import create multiple rosters for the same teacher? 

Yes, if you include the “classname” column within the import. The class name must be unique for each 

class. 

Can I import teachers without student information? 

No, teachers cannot be imported without the other required information in the file (i.e. student 

information). 

Can I import state assessment this year 20092010 if I was not and AIMSweb 

customer last year 20082009? 

No.  You must have a least one year’s worth of data to use the Correlation report. 

Is there a charge to add the state test to my account? 

No, there is not a charge to add this to your account. 

Why are some of my measures not appearing on the Downloads tab? 

The measure may be deactivated in your account. 

To Activate a Measure 

1. Log into a manager account. 

2. Click the Manage tab. 

3. Click the Report Criteria Setup link from the Navigation Menu.  

4. Select Inactive from the Show drop down on the right side of the screen.  
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5. Click Search. 

6. Check the box next to the measure.  

7. Click Activate at the bottom of the screen. You will now be able to access these measures. 

What are the password requirements?    

All passwords must be at least 7 characters and contain 1 upper, 1 lower, 1 number, and/or 1 special 

character where 3 of the 4 conditions are met.  

Can these password requirements be changed? 

Yes.  An AIMSweb Manager can change the passwords to be more stringent. 

What happens if I am locked out of my account? 

You can select the Forgot Password link on the Login screen to reset your password. Accounts can 

also be unlocked by an AIMSweb Manager. 

Do you need to change your password in a specified time frame? 

After 120 days, you will be prompted to change your password.  It must be different from the 3 most 

recent passwords used.  

Managing Schools  

How do I add additional grades to my school? 

AIMSweb offers class rosters from P3-12.  Follow these steps to add the grade levels: 

1. Log into an AIMSweb manager account. 

2. Click the Manage Tab. 

3. Click the Districts link and select the appropriate district. 

4. Click the Schools link. 

5. Click the Edit link next the school needing additional grades. 

6. Check the box next to the grade to be added. 

7. Click Save. 

Why don’t I have options for Strategic Monitoring? 

These options only appear if Strategic Monitoring is enabled for your school. To edit your School to allow 

Strategic Monitoring: 
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1. Log into an AIMSweb manager account. 

2. Click the Manage tab. 

3. Click the Schools link. 

4. Click the Edit link next to the school’s name. 

5. Choose Yes for Teachers can edit Benchmark data and Teachers Can Use Strategic Monitoring. 

6. Click the Save button. 

Do I have to designate a Primary Contact when adding a new district or school?    

No. Since you may not have any users entered into the system, this is not required for setting up your 

account. However, managers on the account will be prompted to designate a primary contact upon 

logging into AIMSweb. Managers can designate a primary contact at their level and below. For example, 

a school manager can designate a primary contact for his/her school. 

Can a school manager be selected as a District Primary Contact? 

No. primary contacts must be able to make changes to the account. Therefore, a primary contact can only 

be selected at the management level and below. For example, a District Manager can be selected as a 

primary contact for the district and school, but not the account. 

If a primary contact is deactivated, can a new one be selected? 

Yes. You will be prompted to select another primary contact at the next login. You can also make 

changes to the primary contact on the Edit District and Edit School pages, respectively. 

Will primary contacts be visible to users of the account? 

Yes. A  Primary Contact sub tab will appear on their My Account tab. This displays all of the primary 

contacts for the account 

What if I don’t have my school NCES number? 

This is not required for setting up your account. However, managers on the account will be prompted to 

enter and/or verify the number when logging into AIMSweb. 

You can search for your school NCES number with the following link: 

http://nces.ed.gov/ccd/schoolsearch/. 
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Why is the NCES number needed in AIMSweb? 

AIMSweb will use NCES Numbers to facilitate an improved understanding of the origin of the assessment 

data collected.  This data will help improve our ability to enhance future normative reports. 

Can this number be changed if our school moves into another district? 

Yes. This number can be changed from the Edit Schools screen. 

I entered my NCES Identifier and received a prompt to verify it. Why? 

NCES numbers must be entered and/or verified once annually. 

Can a school manager enter the NCES number for his/her school? 

Any manager may enter NCES numbers (per the access rights within their account). 

Managing Users  

What is the level of access for each user type? 

Customer Users: 

 AIMSweb Manager - can edit and view all data for every district and school within the entire 

account 

 AIMSweb Reporter – can view data and generate reports for all districts and schools within the 

account 

District Users: 

 AIMSweb District Manager - can edit and view all data for schools within the designated district 

 AIMSweb Superintendent (Reporter) - can view scores and generate reports for all schools 

within their district 

School Users: 

 AIMSweb School Manager - can edit and view all data for students within the designated school 

 AIMSweb Principal (Reporter) - can generate and print reports for all students within the 

designated school 
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 Regular Teacher Users - will have access to view and/or edit their Benchmark Classroom roster, 

depending on the designated settings under the Manage Schools interface (Teachers can edit 

Benchmark data –yes/no and Teachers can use Strategic Monitoring –yes/no). 

 Progress Monitor Teachers - will have access to create progress monitor caseloads and 

assessment schedules for at risk students. Progress Monitor Teacher Users do not need a 

Benchmark Classroom created for them. Progress Monitor Teachers can transcend class lines. 

This means that a Progress Monitor Teacher can access and assess students from any grades 

within the school, regardless of their Benchmark classroom. 

 Regular and Progress Monitor Teachers - will have access to a Benchmark Classroom (with a 

roster created under the Manage Schools interface) and the ability to create Progress Monitor 

assessment schedules which transcend class lines. 

 RTI Users - will have access to our RTI (Response to Intervention) interface as well as a 

Benchmark Classroom and the Progress Monitor interface. 

 Student Users - will have access to his/her own benchmark information. 

How do I create an AIMSweb manager? 

1. Log in as an AIMSweb Manager. 

2. Click the Manage tab. 

3. Click the Customer User link. 

4. Click the Add Customer User link. 

5.  Select AIMSweb manager from the dropdown. 

6.  Fill out the form. 

7. Click Add. 

How do I create a principal user? 

1. Log in as an AIMSweb Manager 

2. Click the Manage tab 

3. Click the School User link 

4. Click the Add School User link 

5. Select Principal from the dropdown 

6. Fill out the form 

7. Click Add. 

How do I add a student user? 

1. Login as an AIMSweb manager 
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2. Click the Manage tab 

3. Click the Students link 

4. Checkmark the student’s name 

5. Click Add User at the bottom 

How do I create an RTI teacher? 

1. Log into an AIMSweb Manager account. 

2. Click the Manage tab. 

3. Select the appropriate District and School, if applicable. 

4. Click the Teachers link. 

5. Click the teacher’s user name or Add under the user ID column. 

6. Change the drop down to RTI teacher. 

7. Click Save. 

How do I create a regular benchmark teacher? 

1. Log into an AIMSweb Manager account 

2. Click the Manage tab. 

3. Select the appropriate District and School, if applicable. 

4. Click the Teachers link. 

5. Click the teacher’s user name or Add under the user ID column. 

6. Change the drop down to Regular teacher. 

7. Click Save. 

How do I create a progress monitor teacher? 

1. Log into an AIMSweb Manager account 

2. Click the Manage tab. 

3. Select the appropriate District and School, if applicable. 

4. Click the Teachers link. 

5. Click the teacher’s user name or Add under the user ID column. 

6. Change the drop down to Regular and Progress Monitor teacher. 

7. Click Save. 
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Managing Teachers  

How do I add a teacher? 

1.  Log into an AIMSweb manager account. 

2. Click the Manage tab. 

3. Click the Teachers link. 

4. Fill out the form. 

5. Click Add to add a teacher. 

How do I enable the Edit Roster link for my teachers? 

You will need to add the grades served to the teachers to enable the Edit Roster link: 

1. Log into an AIMSweb manager account. 

2. Click the Teachers link. 

3. Click the Edit link. 

4. Check the grades served. 

5. Click Save. The Edit roster link will now show. 

Can teachers have more than one class? 

Yes, teachers can have multiple classes. 

1. Log into your manager account. 

2. Click the Manage tab. 

3. Click the Classes link (after selecting your district and school, if applicable). 

4. Select the grade for which you wish to add the additional class. 

5. Select the teacher name for whom you wish to add the class. 

6. Enter a class name. 

7. Check the box if you want the teacher to be able to edit the data for this class (i.e. enter scores). 

8. Click Add. The teacher's name will now appear in the list below. You are ready to roster students 

to this class. 

How do I send a teacher’s forgotten password? 

1. Log into a Manager account. 

2. Click the Manage tab. 
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3. Click the Teachers link. 

4. Click the user id of the Teacher. 

5. Verify an email is entered. 

6. Check Email password to user. 

7. Click Save. 

How do I create account information slips for teachers? 

1. Log into an AIMSweb manager account. 

2. Click the Manage tab. 

3. Click the Teachers link. 

4. Click Create Account Information slips. 

Note: This document will have the username and passwords. When creating the account information 

slips, all teacher passwords in AIMSweb are reset. 

 
Managing Students  

How do I add a student? 

1. Log into a Manager account. 

2. Click the Manage tab. 

3. Click the Students link. 

4. Fill out the student form. 

5. Click Add. 

How do I add a student to a roster? 

1. Log into an AIMSweb manager account. 

2. Click the Manage tab. 

3. Click the Teachers link. 

4. Click the edit roster link for a teacher. 

5. Click All on the alpha bar to view all students in the specified grade. 

6. Select the students below the alpha bar to be added to the roster. 

7. Click Add. When students are assigned to a class, they appear under the Scoring tab for 

Managers and under the My Classes tab for Regular Teachers. 
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Can students be listed on more than one teacher's roster? 

Yes. Students can be listed on multiple rosters.  

1. Log into an AIMSweb manager account. 

2. Click the Manage tab. 

3. Click the Teachers link. 

4. Click the edit roster link for a teacher. 

5. Click All on the alpha bar to view all students in the specified grade. 

6. Select the students below the alpha bar to be added to the roster. 

7. Click Add. When students are assigned to a class, they appear under the Scoring tab for 

Managers and under the My Classes tab for Regular Teachers. 
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How do I remove a student from a roster? 

1. Log into an AIMSweb manager account. 

2. Click the Manage tab. 

3. Click the Teachers link. 

4. Click the edit roster link for a teacher.  

5. Choose the students above the alpha bar.  

6. Click Remove. 

How do I move a student to another roster? 

1. Log into an AIMSweb Manager account. 

2. Click the Manage tab 

3. Select the District and School, if applicable. 

4. Click the Teachers link. 

5. Click the Edit Roster link for the teacher with the wrong student. 

6. Check the box next the student to be moved. 

7. Click the Move button. 

8. Choose the correct teacher. 

9. Click the Move button. The student will now be in the correct class roster. 

How do I transfer a student? 

1. Log into an AIMSweb manager account. 

2. Click the Manage Tab. 

3. Click the Students link. 

4. Checkbox the student to be transferred. 

5. Click the Transfer button at the bottom of the screen. 

6. Choose the Unlisted School and checkbox the student again for verification. 

7. Click Save and Next after verifying the information is correct. 

8. Click Print to print the transfer id slip and keep in the student file. It is important to print the 

transfer slips in case you ever need to access the student data. 

9. Click Finish. 

10.  Click OK to complete the transfer.  
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How do I designate a student as strategic monitoring? 

1. Log into an AIMSweb Manager account. 

2. Click the Manage tab. 

3. Click the Students link. 

4. Checkmark the students to be strategic monitored. 

5. Click Add SM at the bottom of the student list. You will now be able to enter strategic monitoring 

scores. 

How do I remove strategic monitoring from a student? 

1. Click the Manage tab. 

2. Click the Students link. 

3. Search for the student who is no longer being strategic monitored. 

4. Click the student's name in the list to open the information in the Edit Student pane. 

5. Click Show next to Advanced Fields. 

6. Click the checkmark next to Strategic Monitoring to remove the check. 

7. Click Save. The student will no longer have the icon next to his/her name. 

How do I retrieve a student who transferred to the unlisted school? 

If you printed the transfer slips: 

1. Log into an AIMSweb manager account. 

2. Click the Manage tab. 

3. Click the Students link. 

4. Click Show next to Advanced Fields. 

5. Enter the transfer ID in the Transfer ID field. 

6. Click Search. 

7. Click Transfer. This will pull the student back in. 

If you didn’t print the transfer ID slips: 

1. Change the School year by clicking on the year link in the top right hand corner. 

2. Select the previous school year. 

3. Click the Manage tab. 
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4. Click the Teachers link. 

5. Click Edit Roster of the Teacher the student was in. The AIMSweb/Transfer ID is in the left hand 

column. 

6. Copy this number and start with Step 2 in the previous instructions. 

How do I delete a duplicate student from AIMSweb? 

You will need to remove the data (including progress monitor cases) from the duplicate student and 

reenter the data on the student you wish to keep and then delete the duplicate student. 

To remove the scores: 

1. Log into an AIMSweb manager account. 

2. Click the Scoring (orange) tab. 

3. Select the measure in which the scores were recorded. 

4. Click the Score (blue) link next the class in which the student is assigned. 

5. Copy the scores of the student. 

6. Highlight the score of the duplicate student. 

7. Press the Delete key.  

8. Click Save. 

To add the scores to the new student: 

1. Click the Scoring (orange) tab. 

2. Select the measure in which the scores were recorded. 

3. Click the Score (blue) link next the class in which the student is assigned. 

4. Enter the scores for the transferred student. 

5. Click the Save button. 

To delete a student: 

1. Click the Manage (brown) tab. 

2. Click the Students link. 

3. Checkmark the student’s name. 

4. Click Delete. 
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Test Administration  

What are the readability levels for the probes? 

The difficulty level is consistent through all passages and geared toward end of grade level capacity, so 

there is an expectation that the students will do less well at the start of the year and improve as the year 

progresses. 

Do you have any information about practice effect? 

Because the nature of the AIMSweb Probes is to be consistent across the set, the question of practice 

effect inevitably pops up several times each semester. The term practice effect refers to the phenomenon 

of improved performance resulting from repeated exposure to the same stimuli, such as repeated 

assessment with the same instrument or similar instruments, rather than as the result of successful 

intervention or natural development as the subject matures. In traditional assessments, it is 

recommended to avoid retesting a subject on the same instrument (or similar instruments) for a period of 

approximately 6 months. 

Progress-monitoring tools as designed in a curriculum-based measurement such as the AIMSweb, 

require the use of parallel testing material (probes) in order to accurately capture a student’s 

improvement, or lack thereof, over a set period of time. In a study performed by Ardoin and Christ (2008) 

using AIMSweb, it was found that there was no evidence of a practice effect across the use of the probes 

and benchmarks from different probe sets. Instead, the study supported the theory that the use of 

inconsistent material diminishes the efficacy of track progress over time. In short, consistency across 

probes and benchmarks allows for a more accurate picture of a student’s abilities to emerge (Ardoin & 

Christ, 2008). 

Do you have grade equivalents for the probes? 

We do not provide grade equivalents for any probes in AIMSweb. 

Is it an error when a student incorrectly pronounces a name on RCBM? 

Current AIMSweb guidelines state that any mispronounced word is an error.  There is no consideration 

for proper nouns or repeated or otherwise. 
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How do I set targets for grade K RCBM? 

As the Kindergarten R-CBM probes are not designed for Benchmark testinged, we do not have normative 

data for these probes.  The AIMSweb norms are based upon the Benchmark administrations of our 

probes, where all students with scores entered contribute to the norm tables.  A method to generate 

meaningful target scores for these measures is to administer these primer probes to 7-9 students from the 

general population at grade level, then use the median score from those assessments.  There also may 

be growth rates for primer probes via other publications which also may provide direction in this regard. 

Can I benchmark with RCBM and progress monitor with Maze? 

Technically, yes, the system will allow Benchmarking and Progress Monitoring for every measure 

available.  Best practice would indicate that if concern exists regarding a student’s performance/progress 

in R-CBM, then Progress Monitoring should be done in R-CBM.  . If a student does not score well on R-

CBM, then the research suggests they will likely not score well on MAZE; therefore, if a student does not 

score well on R-CBM best practice would indicate that Progress Monitoring with R-CBM is preferable due 

to it being a better measure of the student’s General Reading Ability and more sensitive to change.   

Is it acceptable for a student to point to the correct number on the Early Numeracy 

measures? 

No. These are oral administrations and the answers must be spoken. 

Why are some of my measures not appearing on the Downloads tab? 

The measure may be deactivated in your account. 

To Activate a Measure 

1. Log into a manager account. 

2. Click the Manage tab. 

3. Click the Report Criteria Setup link from the Navigation menu. 

4. Select Inactive from the Show drop down on the right side of the screen. 

5. Click Search. 

6. Check the box next to the measure. 

7. Click Activate at the bottom of the screen. You will now be able to access these measures. 
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How do I handle students who skip to easy problems on MCBM? 

The intent is not for students to skip to easier problems. If this is occurring, teachers should redirect 

students and prompt them to attempt each item in order. As we revise M-CBM for release next year, 

however, we will be reformatting the test and re-ordering items. The format, scoring, and construction of 

the probes will follow that of M-CAP. Therefore, items, generally speaking, will be placed in order of 

difficulty -- with easier items being introduced at the beginning followed by progressively more difficult 

items. The design for CBM math probes is rooted in randomization of mathematical domains. The original 

author of M-CBM did not control for item difficulty.  New development approaches employed by the 

AIMSweb research team, however, are controlling for both randomization and item difficulty. This new 

approach minimizes the potential for skipping, and if it does occur, mitigates the statistical impact.   

Why are there 10 MCBM benchmarking probes? 

Because it is a group administered test, multiple probes are provided to allow teachers to hand out 

different probes to students and reduce any issues with cheating. 

How do I score MCBM2? 

Correct Digits - Each correct digit is marked with an underline and counted. 

Incomplete Problems - Score for the number of correct digits that are written if a problem is not finished. 

Crossed (X) Out Problems – If a student returns to a previously crossed out problem, ignore the X and 

score the problem. 

Legibility and Reversed or Rotated Numbers –  

To make scoring efficient and reliable, we recommend these three rules. 

1. If it is difficult to determine what the number is at all, mark it incorrect. 

2. If the reversed number is obvious, but correct, mark it as a correct digit. 

3. If the numbers 6 or 9 are potentially rotated and the digit is currently incorrect, mark it as an 

incorrect digit. 

Decimals- To receive credit for a digit, the number must be in the correct place based on a correctly 

placed decimal.  The student receives one point for the correct decimal and each corresponding correct 

digit. 

 If the correct answer is 12.35 

Student writes: 123.5 - 0 CD 

Student writes: 1235 - 0 CD 

Student writes: 0.1235 - 0 CD 
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Student writes: 12.37 - 4 CD 

Student writes: .3535 - 3 CD 

Fractions:  The score is based on the correct numerator and denominator – one point for each digit.  If 

the student does not reduce the fraction, they receive 0 points.  Also, fractions given as 

decimal/percentages are not correct. 

If the correct answer is 3/4 

Student writes: 3/5 - 1 CD 

Student writes: 1/4 - 1 CD 

Student writes: 3/4 – 2 CD 

Is it ok to read the MCAP to my student? 

If a student is a struggling reader or lacks specific language skills, they may struggle with the M-CAP 

assessments. This does not mean, however, that it is not a valid assessment of the student’s ability to 

answer applications-based mathematics problems. Language and reading are components of the 

assessment of mathematics concepts and applications. The need to read, comprehend, and analyze real-

world application problems is one of the major distinctions of M-CAP from that of strict computation 

problems. If an educator is concerned about the impact of language, they might want to use M-CBM or M-

CBM II. 

How can I set MCAP targets? 

There is information in the M-CAP manual related to target setting. The Manual is located: 

1. Log into your account. 

2. Click the Downloads tab. 

3. Click the Administration and Scoring Workbooks and Power Point Presentations link. 

4. Click the Mathematics Concepts and Applications Administration and Technical Manual 

link. 

Another great reference for setting targets is Progress Monitoring Strategies for Writing Individualized 

Goals in General Curriculum and More Frequent Formative Evaluation. 

To locate this guide: 

1. Log into your account. 

2. Click the Downloads tab. 

3. Click the Progress Monitoring Strategies for Writing Individualized Goals in General 

Curriculum and More Frequent Formative Evaluation link. 
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Is there any information about MCAP administration and scoring? 

Can students use manipulatives on probes? 

No. There is no need for the student to use anything other than a pencil and scratch paper. 

Can students use a calculator for Grade 28 probes?  

No. Using a calculator or other aid violates the standardized administration, as well as defeats the 

purpose of the progress monitoring system, which is to gauge student improvement though instruction, 

and when indicated, intervention. The student’s ability to perform the mathematics tasks unaided in the 

time provided is what is being assessed and monitored. Fluent math computation skills are an 

underlying—and often prerequisite—component of Math Applications skill. 

If you progress monitor on grade level, rather than where student is performing, you will not get the 

normative growth patterns—not a good idea. Also, AIMSweb doesn’t do this—they monitor based on 

students’ levels of performance. 

AIMSweb® is not prescriptive regarding what grade-level material is used to progress monitor a student; 

however, it suggests that goal-setting be an ambitious, yet feasible, target for end of year performance (or 

a user-defined alternate time frame). For a student with a mild-to-moderate discrepancy between 

expected performance and actual performance (as determined by Survey Level Assessment), a grade-

level goal may be acceptable. For a student with a significant discrepancy between actual and expected 

performance, initially setting a goal at a lower grade level may be both appropriate and necessary. In 

many cases, the goal set should not be the same as the success level of that student (as determined by 

Survey Level Assessment); to do so may result in continuing to measure that student’s performance on a 

level/passages for which he/she has consistently been successfully performing. See our Progress 

Monitoring Training Module and content for details. 

Grade 2, Probe 14, Question #23—The answer key says “3”. Is “3.00” an acceptable 

answer being that there is a dollar sign before the blank? 

 In this situation the answer is considered correct, as it indicates the basic understanding of the task; 

however, had the answer presented been 3:00, the answer would be considered incorrect. Page 10 of the 

M–CAP Admin/Scoring Manual, states: 

 For more information, see Appendix C of the manual, which presents many examples of both correct and 

incorrect alternate answer formats. 
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How do we determine at what level to start a student on the AIMS probes? 

For Benchmarking purposes, probes are always to be given at the student’s official grade level, 

regardless of the student’s skill level. This is necessary for the multitude of data analysis in AIMSweb® 

that may later be conducted by your site in addition to identifying students “at risk” for academic failure, 

such as for the purpose program evaluation. 

For Strategic Monitoring, expected grade-level probes are used. 

For Progress Monitor, either on-grade or off-grade level probes are used, with the exception of Written 

Expression (which is grade-level independent), depending on the goal set for the student. Students are 

always measured on their goal-level material at whatever grade level the goal is to be set. 

 If student’s IEP says time and a half for testing accommodations, do the students get 

that—normal 8 min; time and a half 12 min? 

AIMSweb M–CAP was not normed with special accommodations; that is, children with IEPs who 

participated in standardization were given the same time-limit as students without IEPs. However, in the 

section of chapter 2 of the manual entitled Testing Students with Special Accommodations (p. 6) it states: 

When M–CAP probes are used for frequent progress monitoring, however, the testing process is more 

amenable to test accommodations because the student’s scores are compared to their own scores (i.e., 

are individually referenced instead of norm-referenced) over time. For a student with some motor 

impairment, increasing test time for progress monitoring purposes (e.g., 10 minuets to 12 minutes) may 

be acceptable providing this increase is kept standard throughout the progress monitoring process 

(emphasis added). It should be noted that any comparison of these scores to normative scores and 

interpretation would be inappropriate.  

See page 6 of the manual for additional information. 

It is important to note that CBM is different than most other tests given to students, where their 

performance translates to a score that becomes part of the student’s grade. Like the medical profession 

uses a thermometer as indicator of patient health, CBM tools “take the temperature” of a student’s 

general abilities across a variety of domains (reading, math, spelling, etc.). Just like leaving a 

thermometer in longer than the required time does not give you better information, generally speaking, 

increasing the length of time for probe completion will not either. 

CBM as a general outcome measure and indicator needs to simply be given long enough to obtain the 

data needed to determine if growth is occurring (as in the case of Progress Monitor). Using R–CBM as an 

example, extensive (decades) of research has been done to validate that three 1-minute probes for 

Benchmarking (using median score) is the “Sweet spot” where the measure becomes reliable/valid as an 

indicator/GOM, yet is not given for so long that it wastes instructional time. If progress monitoring is done 

with intervals anywhere from daily to every-other-week, adding extra time will only provide a multiplication 
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of that score x number of added minutes. That does not equal “better performance.” It does not otherwise 

“improve” a student’s skill or enhance their ability to perform better on the measure. 

Is there a recommendation when you give a Benchmark Probe at what level you 

move a student to the next level, i.e. if they have 70% accuracy would they go to the 

next level? 

For benchmark, the probes are always given at the student’s expected grade level (i.e., “Official” grade 

level.) No changes are ever made to this practice as the resulting data would thus be confounded. 

Students who are performing well in their grade level do not need to be monitored at the next grade level. 

What if the word answer is spelled wrong? 

If the answer is correct, but misspelled, it is correct. You may refer to page 10 and Appendix C of the 

Manual for more information regarding scoring decisions. 

What if the students gave another answer such as “bigger” instead of “larger” like the 

question asked?  

Use your professional judgment when assessing the correctness of different word choices. As long as the 

word give logically makes sense and is conceptually correct, it would likely be considered correct. The 

example give above would be correct if the question asked if the required a certain type of comparative 

(is X smaller or larger than Y). However, had the answer given been “gigantic” or “biggest” it indicates the 

student may not have grasped the intent of the task. Again, refer to page 10 and Appendix C of the 

manual for further guidance.  

Can we give the math probe one page at a time if we suspect the kids will shut down 

before they even start if they see a 3page probe (8th grade math AIMS)? 

No, doing so alters the standardized administration directions and invalidates the standardized data. 

This measure is designed to not have a “ceiling,” meaning that there are more problems on the test than 

we anticipate even the most expedient of students to complete. Letting your students know that the test is 

designed to have more on it than what you expect them to complete in 8 (or 10) minutes may be helpful. 

This measure was field tested and piloted extensively, as well as vetted through a variety of working 

school professionals in the field (i.e., teachers, administrators, math specialists, etc.). Anything that was 

found to be significantly problematic during our field testing and piloting was addressed so that the final 

measures released were sound. Data indicate that a 3-4 page presentation did not pose a problem for 

students, nor did it impact performance. 
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For those with a reading disability, can we read math probes to students? 

No, it is not appropriate to read the questions to students if you want to use the normative data. 

Remember, M–CAP may not be appropriate for all students. Chapter 2, page 6, of the Manual addresses 

issues related to special circumstances and guidance is given for progress monitoring students who may 

need special accommodations.  

The role of reading is important in many math tests. That some students may have problems with the 

reading is not irrelevant, but reading ability is part of applications and problem solving and is often found 

on math applications problems required on many state and other summative, high-stakes tests. When a 

student performs poorly on the M–CAP due to reading issues, intervention that involves reading as well 

as math skills should be considered.  

Will MCOMP have norms for the 20102011 school year? 

Although the full M-COMP norms will not be available until the 2011-2012 school year,  there will be a 

study, which equates an M-COMP score to an M-CBM score.  Therefore, you will be able to use M-CBM 

norms with M-COMP.   

General Questions About Reports  

Can you explain the information displayed on the AIMSweb Aggregate Norms table? 

The AIMSweb Aggregate Norms include multiple years of data from virtually all AIMSweb customers 

across all 50 states.  (Strategic and Progress monitoring data are excluded 

from the AIMSweb Aggregate Norm.) The resulting normative table illustrates the performance by 

percentile rank of all students within the United States who took the specified 

AIMSweb assessment, and for whom customers have subsequently recorded their scores manually or via 

electronic data capture tools within the AIMSweb® system.   In summary, the AIMSweb® Aggregate 

Norms table is a summary of how students are performing nationally on various AIMSweb® measures. 

 Median:The median score (50th percentile) represents the midpoint between the highest and 

lowest scores achieved.  

 Mean: The mean score is the average of all scores across all students' scores. 

 Standard Deviation:  The standard deviation is a statistic that expresses how tightly students' 

scores cluster around the mean.  The more that scores are spread apart within a data set, the 

larger the number that represents the standard deviation will be.  In contrast, the more tightly a 

data set clusters around the mean, the smaller the number that reflects the standard deviation will 

be. Statistically, sixty-eight percent of the data set falls within one standard deviation of the mean 
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(For example, if the mean is 50 and the standard deviation is 10, 68% of students scores in that 

sample will fall between 50 +/- 10, or between 40 to 60). 

 Rate of Improvement (ROI):  Rate of Improvement offers an estimated average weekly growth 

rate for students, based on a typical 36 instructional week school calendar, with approximately 18 

weeks occurring between fall to winter benchmark periods, and 18 between winter and spring 

benchmark periods.  On this report, the growth rate—or ROI—for students’ scores falling in a 

specific percentile rank is calculated by dividing the net growth (i.e., gain scores) from one or both 

benchmark periods by 18 or 36 weeks, respectively. 

What does the Correlation report do? 

The Correlation report is meant to correlate state tests and AIMSweb assessment given in the same time 

frame.  For example, if a state test was given for 3rd graders in May 08, the scores would be correlated to 

the 3rd Grade Spring RCBM scores.  This correlation would then be valid for 3rd graders taking the state 

test in May 09. 

Why are my PDFs not displaying correctly? 

An issue with your Acrobat Reader can prevent the PDF files from appearing. 

1. Clear your cache and cookies in your Internet Browser. 

2. Log out of AIMSweb. 

3. Right click on your Task Bar and select Task Manager from the menu. 

4. Click the Processes Tab. 

5. Click the Image name column to sort the processes by name.  

6. Highlight any process that reads Acrobat or Acrotray and click End Process. 

7. Log into AIMSweb. 

8. Run the report. 

Why are my PDF files not opening on my Mac? 

You need to change the preferences to use Adobe Reader. To do this: 

1. Select Firefox |Preferences. 

2. Click Applications. 

3. Search PDF. 

4. Select Use Adobe Reader from Action column. 
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How are the recommendations on the instructional recommendations report 

generated? 

The recommendations are generated based on an equation where each measure within a category is 

equally weighted. Within each measure scores are broken down into Percentiles, and the percentiles 

ranges are assigned a color. This applies to the AIMSweb default reporting method. 

 

90th percentile: Well Above Average------White 

90th - 75th percentile: Above Average------Blue 

75th - 25th percentile: Average----------------Green 

25th - 10th percentile: Below Average------Yellow 

10th percentile: Well Below Average------Red 

 

An individual student may score in the White or Purple range across all measures. This will generate the 

“Benchmark – At Grade Level” message. 

An individual student may score in the Green range across all measures. This will generate the “Strategic 

– Additional Intervention” message.  

An individual student may score in the Yellow or Orange range across all measures. This will generate 

the “Intensive – Needs Substantial Intervention” message. 

The Strategic message is a recommendation for the student to potentially be added to Strategic 

Monitoring. This is a monthly assessment using grade level Progress Monitor probes and provides further 

data to ensure the student is indeed progressing at a desired rate, or potentially may need more 

individualized instructional attention.  

Where can I find the AIMSweb Aggregate Norms? 

1. Login to your account. 

2. Click the Report tab.  

3. Click the AIMSweb sub-tab as found on the left side of the page.  

4. Select the desired measure from the available gray tabs and radio buttons. 

5. Click the Aggregate Norm Table icon.  
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How do I find my local norms? 

To find your local norms based on the data input into your account: 

1. Login as an AIMSweb manager. 

2. Click on the Report tab. 

3. Click on the Customer tab. 

4. Select the measure for which you would like to get the norms. 

5. Click the Norm Table. 

I changed the student’s service code, but he is still not appearing on the report. Why 

is that? 

Demographics changed at the student level do not retro-actively modify scores.   

To change historical data: 

1. Click the Manage tab. 

2. Click the Students link. 

3. Click the Info icon of the student to be modified. 

4. Edit the demographics of the score. 

5. Click Save. 

General Questions About Progress Monitoring  

How do I setup progress monitoring schedules? 

1. Log into a Progress Monitor AIMSweb account. 

2. Click the Progress Monitor tab. 

3. Click Manage Students. 

4. Click the Checkboxes next to the students you will progress monitor. 

5. Click Add PM on the bottom of the Student List. 

6. Click OK to use the Schedule wizard. 

7. Click the Checkbox(es) of the measure you will be using. 

8. Click the Next button. 

9. Fill out the Duration and Frequency form. 

10. Click Save. 



 

-203- 

 

11. Note: The Student, Measure and Schedule columns are filled with the data you have selected.

  

12. Click either the Enter link under the Goal column or the Enter SLA Baseline and Goal Scores 

link under the Progress Report column of the Progress Monitor Table to open the Baseline and 

Goal Scores window. From here, you can determine the student's current level of performance 

and define a performance goal for the student. 

 

This window is broken into three parts: Survey Level Assessment (SLA) Scores to the left and 

Initial Performance Scores and Goal Criterion for Success Scores to the right.  

 

Note: The SLA is one method which can be used to determine a student's assessment level. 

Please reference the document titled Progress Monitoring Strategies for Writing Individualized 

Goals in General Curriculum and More Frequent Formative Evaluation to learn more about 

administering the SLA.  

13. Once SLA scores are obtained, enter them into the text fields provided.  

14. Click the Save and Graph button to view the SLA chart. You can use this chart to help make 

determinations about the student's current performance or appropriate assessment levels.  
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15. When an assessment level is selected, enter an assessment grade level and an initial score in 

the Initial Performance Scores section. 

 

 

16. Select an assessment grade, from the Assessment Grade Level drop-down menu. If the 

selected grade has a corresponding SLA score, you will be asked if you would like to use the SLA 

score as the initial score. Otherwise, type the student's first score at the selected grade level into 

the Initial Score text field.  

17. Optional data entry items under the Initial Performance Scores segment are:  

 Initial Errors - used to track the student's error rate and accuracy. 

 Initial Probe - used to track which probe was used for the assessment. This will help to 

avoid repetition of probes. 

 Initial Program Label - used to mark a short note on the student's Progress Monitor 

chart.  

 Initial Program Description - used to describe more in-depth the student's current 

program. 

18. Enter the Goal Corrects and the Goal Errors under the Goal Criterion for Success 

Scores portion of the window. These are the scores the student will aspire to reach on 

the last day of the assessment schedule, or the Goal End Date.  

Note: You can determine the goal scores by using the Progress Monitoring Strategies for 

Writing Individualized Goals in General Curriculum and More Frequent Formative 

Evaluation document. 
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19. Click the Save button to save the data and return to the Progress Monitor Caseload 

home page.  

 

20. Upon saving the initial and goal data, all other columns of the progress monitor table are 

filled. These columns are: 

 Last Score - displays the date and score of the last assessment.  

 Next Score -displays the next date the student is scheduled to be assessed.  

 Goal - displays the assessment level and the goal correct score.  

 Progress Report - displays a brief summary of the student's performance 

throughout the assessment. 

18. These columns are dynamic.  As more scores are entered in the future, the information displayed 

under each column heading will change appropriately. 

Can I strategic monitor at the student’s instructional level? 

Strategic Monitoring, like the Benchmark assessment, is always administered on the student’s current 

grade level placement. AIMSweb recommends progress monitoring be administered using the GOAL 

LEVEL MATERIAL for whatever grade-level goal is set for that student.  That goal may be, for example, 

1-2 grade levels higher than the student’s instructional level. 

Where can I find the progress monitor probes? 

1. Log into a Progress Monitor account 

2. Click the Download tab 

3. Click the Progress Monitor tab on the left side. 

Is it possible to search for progress monitoring cases across schools or districts? 

1. Log into your account. 

2. Click the Progress Monitor tab (blue). 

3. Click the Schedules side tab. 

4. Select the User Type from the drop down or select All to broaden your search. 

5. Click Search. A list will appear with all of the caseloads matching your criteria. 
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6. Click Go to Caseload for the user you wish to view. 

How do I transfer a progress monitor case? 

1. Login as a the PM teacher who owns the case. 

2. Click the Progress Monitor (blue) tab. 

3. Checkmark the case to transferred. 

4. Click the Transfer Schedule button. 

5. Choose the receiving teacher from the dropdown. 

Why is the Transfer Schedule button not appearing? 

This button does not appear for RTI Users. 

Is webbased scoring available for progress monitoring? 

For progress monitoring, you will see an assess now link in the Next Score column on your PM schedule.  

1. Click this link to open the Web-based Scoring window.  

2. Once opened, you can click the Instructions button to open the instructions that are read to the 

student.  

3. Start the timer and begin the probe.  

4. Mark the items that are missed by clicking on them and if a student skips an entire line, check the 

box.  

5. Once the time is up, you will be prompted to mark the last item read by the student. Then, the 

Score Window will appear.  

6. After you click OK, the schedule list will open and you will see a View Results link.  

7. Click this link to view the probe results. 

What do I do when a student has completed their progress monitoring? 

Schedules can be organized into two categories: Active and Filed. Active schedules are ongoing. 

Completed schedules can be filed. This separates them from the active list, and sorts the schedules by 

schedule date. For example, 2006 Filed, 2005 Filed, and so on. To file a schedule: 

1. Login to your Progress Monitor account. 

2. Click the Progress Monitor tab. 

3. Check the box next the student's name. 

4. Click File at the bottom of the page. 
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To view filed schedules, locate the Showing Active Schedules drop-down menu in the upper right of the 

screen and select the desired timeframe. 

How should I set goals in Progress Monitoring?  

We do not promote one specific way of creating Progress Monitor goals. Progress Monitor goals are 

largely dependent on each student's unique situation.  

Some users base goals on realistic or ambitious rates of improvement using normative growth rates and 

use this formula: Initial Score + (Expected Rate of Improvement x Number of Weeks). 

We recommend referencing the Progress Monitor Strategies for Writing Individualized Goals in General 

Curriculum and More Frequent Formative Evaluation document, available for download under the 

Downloads tab, Training sub-tab. 

Can I use multiple goals in one schedule?  

The Progress Monitor software is designed to report progress toward a single goal for individual students. 

 If a goal needs to be adjusted, two options exist. 

1. End the current assessment schedule and (if needed) create a new Progress Monitor schedule 

the new goal. 

2. Use the “New Goal” function within Progress Monitor (insert the icon that looks like a piece of 

paper with the G on it, within the Progress Monitor calendar of scheduled testing dates), and 

adjust the goal up or down as needed. 

3. If a “new goal” is needed at a higher or lower grade level than the one at which the student is 

currently being measured, file the PM schedule away and create a new schedule with the new 

goal set at the new grade level of material that will be used. 

Do I administer 1 or 3 probes for RCBM? 

Within the Progress Monitor software, administering the R-CBM probes falls into one of two categories:  

 When the schedule frequency exceeds once every two weeks, we recommend using 1 R-CBM 

probe and entering the score as the data point. 

 When the schedule frequency is less than once every two weeks, we recommend using 3 R-CBM 

probes and entering the median score as the data point.  

When administering Survey Level Assessments, administer 3 probes per grade level and enter the 

median as the data point.  
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How are the descriptions obtained? 

The Progress Monitoring descriptions are displayed based on the rate of improvement (ROI). 

 Above Target-- the difference is greater than .5 WRC 

 Near Target-- the difference is less then .5 WRC, either + or - of the Goal ROI. 

 Below Target-- the difference is lower by.5 WRC than the Goal ROI. 

 Insufficient Scores-- there are 2 or fewer entered scores. 

When the case is completed (a score entered on the last scheduled date) the final score is compared to 

the goal score. If it is above, then it displays Goal Achieved. If it is below, then Goal Missed.  

How do I create an intervention line on the progress monitor report? 

1. Log into an AIMSweb Progress Monitoring account. 

2. Click the Progress Monitor (blue) tab. 

3. Click the Next Score for a case. 

4. Find the date you want to enter the intervention and click the I icon. 

5. Enter a title and description. 

6. Click Save. 

Note: The Intervention will restart the ROI on the day the intervention is entered.  This will not affect the 

aimline, only the trend line.  If the Goal is changed, the aimline and the trendline will end the old 

aimsline/trendline and begin anew within a single case. 

 

How is the trend line calculated in the Progress Monitor report? 

The trend line in simplistic terms, is calculated on the average ROI in between assessments.  The 

complex answer is “Least Squares”.  Please go to the following link for an explanation of this calculation. 

http://en.wikipedia.org/wiki/Least_squares 

Can I benchmark with RCBM and progress monitor with Maze? 

Technically, yes, the system will allow Benchmarking and Progress Monitoring for every measure 

available.  Best practice would indicate that if concern exists regarding a student’s performance/progress 

in R-CBM, then Progress Monitoring should be done in R-CBM.  . If a student does not score well on R-

CBM, then the research suggests they will likely not score well on MAZE; therefore, if a student does not 
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score well on R-CBM best practice would indicate that Progress Monitoring with R-CBM is preferable due 

to it being a better measure of the student’s General Reading Ability and more sensitive to change.   

General Questions About Scoring  

How do I generate score sheets within my account? 

As an AIMSweb Manager, District Manager or School Manager:  

1. Login to your AIMSweb Manager account. 

2. Click the Scoring tab. 

3. Choose the desired measure from the gray tabs across the middle of the screen. 

4. Click the paper icon next to the Scores link for a given teacher to generate a score sheet for that 

teacher only. 

To generate a score sheet as a Regular Teacher:  

1. Login to your Regular Teacher account. 

2. Click the My Classes tab. 

3. Choose the desired area from the gray tabs across the middle of the screen. 

4. Check the measure from the radio buttons. 

5. Immediately to the right of the radio buttons, click the paper score sheets icon. 

How do I enter scores? 

There are different directions for different users. Only AIMSweb Managers, District Managers, and School 

Managers have a Scoring tab. 

To enter scores as a manager user: 

1. Login to your AIMSweb Manager, District Manager, or School Manager account. 

2. Click the Scoring tab. 

3. Select an assessment category from the grey sub-tabs. 

4. Click the blue Scores link, corresponding to the appropriate teacher. 

5. Enter scores. 

6. Click Save.  

To enter scores as a Regular Teacher:  

1. Login to your Regular Teacher account. 
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2. Click the My Classes tab. 

3. Click Edit Scores. 

4. Edit as desired. 

5. Click Save. 

Note: Clicking the Quick Save button will save the scores and keep you on the same page. Clicking the 

Save button returns you to the list of grades and teachers within the school. 

 
Using the Palm  

How do I change the periods on the Palm? 

1. Tap the AIMSweb icon. 

2. Tap the AIMSweb tab in the left corner. 

3. Tap Options. 

4. Tap Preferences. 

5. Tap Next. 

6. Change the Benchmark Period. 

7. HotSync your palm again. 

Where can I find the Palm links? 

1. Log into AIMSweb. 

2. Click the Manage tab. 

3. Click the Setup PDA download settings link. Three links will be available. Review the 

Installation Instructions and Software guide for help. 

How do I install the Palm Desktop software? 

1. Open your browser window. 

2. Navigate to http://www.palm.com/us/support/ - 2008.  

3. Select the appropriate palm (from a list or drop-down menu). 

4. Select Palm Desktop and Sync Software.  

5. Select Download.  

6. Save the file to desktop for easy access. 

7. Select the program, and navigate through the automated prompts.  
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Note: You may have to restart your computer to finalize installation. 

How do I install the conduit? 

1. If you are a Manager, select the Manage tab > Setup PDA Download Settings > Download 

Conduit Software for Windows. 

or  

If you are a teacher, select the My Account tab > PDA Settings > Download Conduit Software 

for Windows. 

2. Save file to desktop for easy access. (File is saved as a compressed folder) 

3. Navigate to aimsconduitinstaller and right click icon. 

4. Select Open With> Compressed (zipped) Folders 

5. Within the folder, select the aimswebconduit folder. 

6. Select the InstallAIMSconduit executable. 

7. Select Extract all. 

8. Following the prompts, the extracted files will be placed on the desktop. After the extraction, a 

folder titled AIMSConduitInstaller will appear. Click this folder. 

9. Select the InstallAIMSConduit. 

10. Click Run. A prompt will appear briefly to confirm the installation of the conduit. 

How do I install the AIMSweb software on the Palm? 

1. If you are a Manager, select the Manage tab > Setup PDA Download Settings > Download 

Conduit Software for Windows. 

or  

If you are a teacher, select the My Account tab > PDA Settings > Download Conduit Software 

for Windows. 

2. Save file to desktop for easy access. (File is saved as a compressed folder) 

3. Navigate to AIMSweb and right click icon. 

4. Select Open With > Compressed (zipped) Folders. 

5. A folder will appear containing a file titled AIMSweb. Double click the file. 

6. Double clicking AIMSweb should initiate a File Download prompt with an option to Open. If not, 

the Palm Desktop software needs to be installed. 

7. Click Open. The palmOne Quick Install should initiate with another prompt titled Confirm Add. 

8. Click OK and hotsync the palm. The palm will reset once and upon reboot AIMSweb will be listed 

in the programs list. 
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Why is the Palm not accepting my login information? 

1. Login to the AIMSweb Website to verify login information.  

2. Navigate to the AIMSweb program within the palm. 

3. On the upper left or right-hand side of the palm, there should be a small menu or icon for 

AIMSweb. 

4. Tap the Options link. 

5. Tap Preferences. 

6. Re-enter your login information. 

I cannot sync through my school’s firewall. Is there anything that I can do? 

You will need to contact your IT department to request that the following information be entered into the 

Firewall settings: 

 website: aimsweb.pearson.com 159.182.31.245 

 palm: aimswebws.pearson.com 159.182.31.246 

Why are my progress monitoring schedules not syncing? 

Verify caseload is complete by confirming that ALL student profiles have schedules and goals 

established. An empty profile within a progress monitoring caseload will return an unsuccessful sync. 

Additionally, the caseload may be too large to handle the sync; verify that the caseload only contains 20-

25 active students. 

Why are my classes not syncing? 

Verify that the class has an established student roster. Without a student roster within an instructor's 

class, the palm cannot display or return probes of any kind. Additionally, it is possible that the timeframe 

for which you are syncing is incorrect. To verify the correct timeframe, follow these steps: 

 

1. Navigate to the AIMSweb program within the palm. 

2. On the upper left or right-hand side of the palm, tap the icon for AIMSweb. 

3. Tap Options.  

4. Tap Preferences. 

5. Tap Next. 

6. From here, you can edit the time frame. 
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Can DIBELS measures be used with the AIMSweb Palm Link upgrade?  

No. DIBELS scores are supported by the standard AIMSweb data system and can be imported or entered 

by hand but the AIMSweb Palm Link software for handheld scoring and data capture exclusively supports 

AIMSweb branded measures for Early Literacy, Early Numeracy, and Oral Reading Fluency. 
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Glossary 

A 

Above Target: The Progress Monitor progress summary used for an individual student assessment 

schedule when the student has a rate of improvement greater than or equal to .5 corrects of the 

required rate of improvement necessary to attain the Progress Monitor goal. 

Account: A short term for “user account” describing the unique login and view of an AIMSweb user. 

Active Schedule: The state of a current Progress Monitor assessment schedule when displayed and 

maintained from the Progress Monitor Caseload homepage. 

AIMSweb Benchmark: A system used to manage, evaluate, report, and chart the results of three times 

per year Benchmark assessments for grades Pre K-8. 

AIMSweb Manager: An AIMSweb Customer User-type; the AIMSweb Manager can edit and view data 

for every district and school within the AIMSweb account. This is the highest level of 

Management. 

AIMSweb Progress Monitor: A system which allows teachers to monitor students at risk or those 

students with more severe educational needs more frequently to evaluate the effects of 

interventions and document appropriate instruction changes. 

AIMSweb RTI: A data-driven standard process protocol used to organize, evaluate, and document the 

Response to Intervention for determining a students' special services eligibility. 

AIMSweb Strategic Monitor: A system which allows teachers to assess at-risk students monthly and 

monitor the effectiveness of instructional change. 

Alpha-bar: This displays the alphabet letters A-Z as individual buttons for selection. 

B 

Below Target: The Progress Monitor progress summary used for an individual student assessment 

schedule when the student has a rate of improvement less than or equal to .5 corrects of the 

required rate of improvement necessary to attain the Progress Monitor Goal. 

Benchmark: A measurement according to specified standards in order to compare it with and improve 

one's own performance. Also used in AIMSweb software as a term for a grade and Benchmark 

period-specific goal. 
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Benchmark Class: An arrangement of students by grade and teacher for use with the Benchmark data 

entry. 

Benchmark Period: The designated dates used to administer AIMSweb Benchmark assessments to 

students three times a year. Benchmark periods are as follows: Fall Benchmark Period: 

September 1st October 15th Winter Benchmark Period: January 1st February 1st Spring 

Benchmark Period: May 1st June 1st 

Benchmark Target: Measure-specific definitions (in the form of numbers) of standard or required 

performance used for comparative purposes. The Benchmark Target is sometimes obtained by 

using the 50th percentile of the local norm. Benchmark Targets are determined on an account, 

district, or school basis. 

C 

Caseload: A number of cases handled in a given period; referring to Progress Monitor and RTI account 

home pages used to display active student listings. 

CD: Correct Digits 

Class: The student listing and arrangement by homeroom teachers 

CLS: Correct Letter Sequence 

CNI: Correct Numbers Identified 

CNM: Correct Numbers Measured 

COC: Correct Oral Counts 

Correlation: A qualitative correspondence between to related items. In AIMSweb, Benchmark scores are 

correlated with state standard tests to find a minimum necessary Benchmark score (in a given 

skill area) necessary to achieve a selected performance level on the state test. 

CQD: Correct Quantity Discriminations 

Criterion: A basis for comparison; a standard of rules on which a decision can be based. 

Criterion Referenced (Reports): A reporting method which uses pre-set criteria to determine an 

outcome. 

Customer ID Number: A unique account number assigned to an organization at the time of AIMSweb 

purchase. 
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Customer User: An AIMSweb user level; AIMSweb Customer Users are AIMSweb Managers and 

AIMSweb Reporters and can access information for all districts and schools within the AIMSweb 

account. 

CWS: Correct Word Sequence 

D 

District Manager: An AIMSweb District User type; the District Manager can edit and view data for every 

school within the designated district. 

District User: An AIMSweb user level; AIMSweb District Users are District Managers and 

Superintendents and can access information for all schools within the designated district. 

DORF: DIBELS Oral Reading Fluency 

F 

FAQ: A list of frequently asked questions and their answers about a given subject. 

Filed Schedules: The state of any Progress Monitor assessment schedule complete or incomplete when 

removed from the Progress Monitor Caseload home page and kept for future reference. 

Forum: A medium of open discussion or voicing of ideas 

G 

Grade-bar: A graphic used to display grades which allow a user to select or change the current account 

view. 

Grades Served: The grades enrolled within a school. 

I 

Improvement Report: A classroom level report displaying a student's current year Benchmark scores for 

every measure assessed. 

Insufficient Scores: The Progress Monitor message appearing in the Progress Report column of the 

caseload home page used to indicate a student does not have enough scores entered to 

determine an accurate progress summary. 

ISC: Initial Sounds Correct 
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ISF: Initial Sound Fluency; an Early Literacy and DIBELS measure. 

 

L 

LNC: Letter Names Correct 

LNF: AIMSweb's Letter Naming Fluency measure and part of the Early Literacy skill set. 

Local Norm: A standard, model, or pattern regarded as the typical composed from direct and relevant 

data within the AIMSweb account. 

LSC: Letter Sounds Correct 

LSF: AIMSweb's Letter Sound Fluency measure and part of the Early Literacy skill set. 

M 

M-CBM: Math Curriculum-Based Measurement 

M-CBM 2: Mathematics Curriculum-Based Measurement, 2nd Edition 

M-CBM AP: Mathematics Curriculum-Based Measurement for Answer and Process 

M-LNF: MIDE Letter Naming Fluency 

M-LSF: MIDE Letter Sound Fluency 

M-Spell: MIDE Spelling 

M-SRF: MIDE Syllable Reading Fluency 

M-SSF: MIDE Syllable Segmentation Fluency 

Maze: AIMSweb's reading comprehension measure 

M-CAP: Math Concepts and Applications 

Mean: The average value of a set of numbers 

Median: The middle value in a distribution, above and below which lie an equal number of values. 

MIDE: Medidas Incrementales de Destrezas Esenciales 

MNM: Missing Number Measures 
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N 

NCES: National Center for Education Statistics 

Near Target: The Progress Monitor progress summary used for an individual student assessment 

schedule when the student has a rate of improvement between +.5 and -.5 corrects of the 

required rate of improvement necessary to attain the Progress Monitor Goal. 

NIM: AIMSweb's Number Identification Measure and part of the Early Numeracy skill set 

Norm: A basis for comparison; the standard or average. A pattern regarded as typical. 

Norm Referenced (Reports): A reporting method which uses a relevant population, or average, as the 

basis of comparison to determine an outcome. 

NWF: AIMSweb's Nonsense Word Fluency Measure and part of teh Early Literacy skill set. 

NWR: Number of Words in Retell 

NWUCS: Number of Words Used in Correct Sentences 

O 

OCM: AIMSweb's Oral Counting Measure and part of the Early Numeracy skill set. 

P 

PC: Phonemes Correct 

PDF: Acronym; Portable Document Format. A document format that is completely independent of the 

original application software, hardware, and operating system. 

Principal User: An AIMSweb School User type. The Principal User can view AIMSweb data for every 

student and classroom within the designated school. 

Progress Monitor Teacher User: An AIMSweb School User type; the Progress Monitor Teacher User is 

a teacher, already added to the account, who has access to the Progress Monitor software. 

PSF: AIMSweb's Phonemic Segmentation Fluency measure and part of the Early Literacy skill set. 

Q 

QDM: AIMSweb's Quantity Discrimination Measures and part of the Early Numeracy skill set. 
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R 

R-CBM: Reading Curriculum-Based Measurement; AIMSweb's oral reading fluency measure. 

Rate of Improvement: The difference between two scores divided by the number of weeks between 

assessments. 

RC: Responses Correct 

Regular and Progress Monitor Teacher: An AIMSweb School User type; the Regular and Progress 

Monitor Teacher User is a teacher, already added to the account, who has access to the 

Benchmark classroom and Progress Monitor software. 

Regular Teacher User: An AIMSweb School User type; the Regular Teacher User is a teacher, already 

added to the account, who has access to the Benchmark classroom software. 

Reporter: An AIMSweb Customer User type; the AIMSweb Reporter User can view data from every 

school and district within the AIMSweb account. 

ROI: Rate of Improvement 

RTF: Retell Fluency 

RTI: Response to Intervention 

RTI User: An AIMSweb School User type; the RTI User is a teacher, already added to the account, who 

has access to the RTI, Benchmark classroom, and Progress Monitor software. 

S 

S-CBM: Spelling Curriculum-Based Measurement. 

SC: Sounds Correct 

School Manager: An AIMSweb School User type; the School Manager can edit and view data for every 

classroom and student within the designated school. 

School User: An AIMSweb user level; AIMSweb School Users are the School Manager and Principal and 

can access data from every classroom and student within the designated school. 

SSC: Syllable Segments Correct 

Student User: A student login account 

Superintendent User: An AIMSweb District User type. The Superintendent User can view data for every 

school within the assigned district 
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T 

TEN: Test of Early Numeracy 

TWW: Total Words Written 

U 

User: A term used to reference a single person who has the ability be logged into a unique AIMSweb 

account. 

User Type: A classification which describes and defines software access. 

Username: A name provided to the user which allows unique access to an AIMSweb account. 

W 

WE-CBM: Written Expression Curriculum-Based Measurement and a reference to the scoring method of 

total words written and correct word sequence. Reports are generated by Total Words Written 

(TWW). 

WE-CBM2: Written Expression Curriculum-Based Measurement and a reference to the scoring method of 

Correct Word Sequence (CWS). Reports are generated by correct word sequence. 

WRCPM: Words Read Correct Per Minute 

WUF: Word Use Fluency 

 


