
 

  
  
  

New Mexico Public Education Department Assessments 
QuickStart: Exporting Student Logins 
 
DTCs, STCs, and Test Administrators (including Teachers assigned the TA Role) can export student 
test logins. Student logins will contain students’ usernames and passwords to sign in to the New 
Mexico Public Education Department Assessments Kiosk. Student logins can be exported in three 
different ways: 

• Student logins can be exported from the Scheduled Test Details page as a PDF or .CVS file 
for a class. 

• Student logins can be exported in bulk on the Test Scheduling page as a PDF or .CSV for a 
selected school and test. 

• Student logins can be exported in bulk on the Test Scheduling page as a PDF or .CSV for all 
tests scheduled within a selected subject for the selected school.  

 

 
 

To export student logins:  

1. In Administration click on Test Scheduling.  

2. Select your Organization from the organization drop-down menu.  

3. Select the desired Program (NM-MSSA, or iMSSA) from the program drop-down menu.  

4. Select the Subject from the subject drop-down menu.  

5. Select a Test from the test drop-down menu. The scheduled tests will be displayed.  
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Export Student Test Logins for a Class 
Student test logins can be exported from the Scheduled Test Details page as a PDF or .CSV file. If 
students were added to the class after the test was scheduled or if the text-to-speech 
accommodation was changed for a student in the class after the test was scheduled, the Add or 
Update Students button will appear at the top of the Scheduled Test Details page. Click the Add or 
Update Students button to update the scheduled test with the new or updated students. 

 
 

To export student logins as a PDF, follow the steps below: 

1. Select the students whose login information will be printed. To select all the students 
scheduled, select the check box in the top-left corner of the header row. To select individual 
students, select the check box next to each student’s name. 

 
2. Click Export Logins. 

3. A pop-up will be shown with the option to choose PDF or CSV. Select PDF.  

4. Select the number of student logins to be printed per page (1, 8, or 27 logins per page) then 
click Export.  
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5. The student logins are exported to a PDF file. The first page of the PDF file is a cover sheet listing 
the session access codes for the test, the students in the scheduled class along with their login 
information, and accommodations assigned. Test administrators should review this prior to 
testing to ensure students have the correct accommodations before students log in to the test.  

 
Following the cover sheet will be the student logins. Each label displays the student’s name, 
date of birth, test name, username, and password. 
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To export student logins as a .CSV, follow the steps below: 

1. Select the students whose login information will be printed. To select all the students 
scheduled, select the check box in the top-left corner of the header row. To select individual 
students, select the check box next to each student’s name. 

 
2. Click Export Logins. A pop-up will appear with the option to choose PDF or CSV; select CSV. 

Click Export. 

 
 

3. A .CSV file listing each student’s demographics, login information, test name, and 
accommodations will be downloaded.  
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Export Student Test Logins in Bulk for a Scheduled Test 
Exporting student test logins in bulk for a scheduled tests allows DTCs and STCs to export and print 
all student logins for a selected test at a school at one time. Student test logins can be exported in 
bulk as a PDF or .CSV. 
 
To export student logins in bulk as a PDF for a scheduled test, follow the steps below: 

1. On the Test Scheduling page, select the organization from the Organization drop-down 
menu. 

2. Select the program from the Program drop-down menu. 

3. Select the subject from the Subject drop-down menu. 

4. Select a test from the Test drop-down menu. 

5. Then select Exports to expand the exports menu. 

6. Select Export Logins. 

 
7. A pop-up will be shown with the options of choosing PDF or CSV. Select PDF. 

8. Select the number of student logins to be printed per page (1, 8, or 27 logins per page), 
and then click Export. 

 
9. A pop-up message will appear to notify the user that the results are available in 

Downloads and will contain a clickable link to access Downloads. 

 
When exporting logins in PDF format, all student logins will be included in a single file, with 
a summary page break separating each class. 
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To download the login export, navigate to the Downloads section from the New Mexico 
Public Education Department Assessments Portal homepage to access the file. 

 
 
To export student logins in bulk as a .CSV for a scheduled test, follow the steps below: 

1. On the Test Scheduling page, select the organization from the Organization drop-down 
menu. 

2. Select the program from the Program drop-down menu. 

3. Select the subject from the Subject drop-down menu. 

4. Select a test from the Test drop-down menu. 

Note: If you need to export logins in bulk for students taking the Spanish version, you 
will need to export and print them separately. 

5. Then select Exports to expand the exports menu. 

6. Select Export Logins. 

 
7. A pop-up will be shown with the options of choosing PDF or CSV. Select CSV. Click 

Export. 

 
8. A pop-up message will appear to notify the user that the results are available in 

Downloads and will contain a clickable link to access Downloads. 
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When exporting in CSV format, all session logins will be combined into one file, with the 
class name separating each. 

To download the export, navigate to the Downloads section from the New Mexico Public 
Education Department Assessments Portal homepage to access the file. 

 
 

Export Student Test Logins in Bulk for All Tests within a Subject 
Exporting student test logins in bulk for all tests within a subject allows DTCs and STCs to export 
and print all student logins for all tests scheduled at the school for a selected subject. Student test 
logins can be exported in bulk as a PDF or .CSV. 
 
To export student logins in bulk for all tests within a subject as a PDF, follow the steps below: 

1. On the Test Scheduling page, select the organization from the Organization drop-down 
menu. 

2. Select the program from the Program drop-down menu. 

3. Select the subject from the Subject drop-down menu. 

4. Then select Exports to expand the exports menu. 

5. Select Export Logins for All Tests. 

 
6. A pop-up will be shown with the options of choosing PDF or CSV. Select PDF. 

7. Select the number of student logins to be printed per page (1, 8, or 27 logins per page), 
and then click Export. 
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8. A pop-up message will appear to notify the user that the results are available in 

Downloads and will contain a clickable link to access Downloads. 

 
The logins in the export file will be sorted first by test name, class name, and within each 
class by student last name in alphanumeric order. When exporting logins in PDF format, all 
student logins will be included in a single file, with a summary page break separating each 
class. 

To download the login export, navigate to the Downloads section from the New Mexico 
Public Education Department Assessments Portal homepage to access the file. 

 

 
 
To export student logins in bulk for all tests as a .CSV, follow the steps below: 

1. On the Test Scheduling page, select the organization from the Organization drop-down 
menu. 

2. Select the program from the Program drop-down menu. 

3. Select the subject from the Subject drop-down menu. 

4. Then select Exports to expand the exports menu. 

5. Select Export Logins for All Tests. 
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6. A pop-up will be shown with the options of choosing PDF or CSV. Select CSV. Click 

Export. 

 
7. A pop-up message will appear to notify the user that the results are available in 

Downloads and will contain a clickable link to access Downloads. 

 
The logins in the export file will be sorted first by test name, class name, and within class by 
student last name in alphanumeric order. When exporting in CSV format, all session logins 
will be combined in to one file, with the class name separating each class.  

To download the export, navigate to the Downloads section from the New Mexico Public 
Education Department Assessments Portal homepage to access the file. 

 
 


	Export Student Test Logins for a Class
	Export Student Test Logins in Bulk for a Scheduled Test
	Export Student Test Logins in Bulk for All Tests within a Subject

