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Agenda
Today you will learn how to:

> Create a Customized Instructionally Targeted Assessment (CITA)
> Print the finished product to review or distribute to students
> Assign the finished product to students so that:
 Students can complete the assessment online 
 You can view reports on their performance

> Complete the order form to have CITA materials printed and 
delivered to your school before the assessment window



What is a CITA?
CITAs are Customized Instructionally Targeted Assessments

Measures student mastery of skills recently taught in English or 
math classes 

Tailored to meet the specific needs of classroom teachers
> Alignment to curriculum and pacing
> Length of assessment
> Breadth and depth of skill coverage
> Item type (multiple choice, fill-in-the-blank, constructed response)

There are two ways to customize an ITA to accomplish these 
goals:

> Edit a pre-designed ITA
> Create an ITA from scratch using Acuity’s Item Banks



Sources for Customizing ITAs
 Pre-designed ELA and Math ITAs

> Copy a completed pre-designed assessment and add or remove items to fit your 
school’s scope and sequence

 Acuity Item Banks
> Diagnostic Item Bank

 Items from revised pre-designed ITAs (multiple-choice only)
 All items reviewed and approved by NYCDOE content experts
 Distractor Analysis available

> Acuity Custom Item Bank
 Approximately 25,000 grades 3-8 items aligned to NYS Standards (multiple-choice and fill-

in-the-blank only)
 No Distractor Analysis

> NYC Custom Item Bank
 High school items written for NYC educators
 Constructed-response 3-8 items written for NYC educators
 Distractor Analysis available for high school multiple-choice items

> Educator-Authored Item Bank
 All items authored by NYC educators using the Item Authoring feature of Acuity



Prepare to Edit a Pre-Designed ITA

Preview the pre-designed ITAs for each relevant grade 
level and subject area

> View the blueprints available in the Additional Help section of 
Acuity and on the Periodic Assessment Web site

> View the actual assessments available in the Custom Tests 
section of Acuity

Decide which items/skills you would like to add, remove, or 
supplement



Creating a Customized ITA 

Step Using the Diagnostic or Custom Item Bank

1.
Find an existing assessment (to edit) OR 
Create a new test (to start from scratch)

2. Select the skills for the assessment

3. Assemble the assessment

4. Order the items and preview the assessment

5. Provide assessment administration options

Creating a customized ITA or any custom assessment in 
Acuity consists of five steps



Step 1: Find an Existing Test

Click TESTS on the left-hand navigation menu

Click PREVIEW/PRINT

From the drop-down menus, select
> Subject (ELA or Math)
> Assessment Type (Diagnostic)
> Grade Level of Assessment

Click SEARCH



Step 1: Find an Existing Test 
(Continued)

Locate the ITA you want to view and click SHOW in the 
Print/View Test Booklet column

Once you’ve decided which ITA you want to customize click 
COPY in the Copy to Make Custom Test column



Step 2: Select Skills

The skills included on the pre-designed ITA are 
displayed in the Skills Selected column

Remove any skills you don’t want to include in 
your customized version of the ITA

> Check the box in the Remove column for each skill 
you want to remove

> Click REMOVE SELECTED



Step 2: Select Skills (Continued)

 To add skills to your Customized ITA, select your Item Types, 
Nature of Items

 Select Diagnostic Item Bank

 Search for skills by NY State Standards, Skill Groups, Passages, or 
Item Number 
 Select: 

> Standards
> Grade
> Standard
> Performance Indicator

 Click SEARCH

 Note that this process may                                                              
be repeated for additional skills



Step 2: Select Skills (Continued)

Search for specific skills within the Standards
> Check the box for each skill you want to select
> Click ASSIGN SELECTED
> Click PROCEED TO NEXT STEP or repeat search and 

select process for                                                        
additional skills



Step 3: Select Items

 Item Selection
> Click Select Items Manually (Default)

Select Items
> View the standards/skills from search results 



Step 3: Select Items (Continued)

Note that some items have already been selected

You may choose to add and/or remove items

Click ADD

Click PROCEED TO NEXT STEP



Step 4: Order Items and Preview Test

You may re-order the sequence of items on the assignment 
at this time

You may delete any items you no longer want to include

Once you are satisfied with the assignment, you may 
preview it (online version)

Click PROCEED TO NEXT STEP



Step 5: Provide Test Options

Enter a name for your Customized ITA
Click SAVE AS FINAL

> You may choose to share the assessment with other 
educators

> You must check the Allow data… box to create school-level 
reports from your CITA

Click SAVE TEST



Additional Tips: Creating CITAs
Check math tests to ensure you did not unintentionally include 

Spanish items

 If you are copying and editing a CITA you created previously, 
check to make sure that all of your items are still available 

> If you would like to use an item that has been removed, consider 
creating your own version using the Item Authoring Tool

> Include items with no more than four answer choices

 Be thoughtful in choosing your passages to ensure there are at 
least several questions tied to each and that the questions 
address the skill-areas you want to assess

Review your custom ITA (either print it out or preview it) before 
submitting it to ensure you’ve created a sound assessment that 
satisfies all of the applicable criteria above
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Next Steps: Print Your Assignment
Once you click SAVE AS FINAL, the next screen tells you that 

you have successfully created a customized ITA

Create a booklet for printing by clicking CLICK HERE



Next Steps: View Skill Summary

Scroll down to view your Skill Summary

The Skill Summary serves as a blueprint indicating the 
number of items per skill:



Next Steps: Printing (Continued)
Click TESTS in the left-hand navigation menu

Click PREVIEW/PRINT
 Select Subject
 Select Assessment Type (Custom)

You will see your completed customized ITA booklet with its 
corresponding answer key

Click SHOW under Print/View Test Booklet, then print the PDF 
file to share with students



Next Steps: Assign the CITA to Students

 If you want your students to complete the Customized ITA 
online, you must create a Test Assignment

 In Acuity, there are four steps to creating a customized test 
assignment:

> Step 1: Select Custom Test
> Step 2: Find Existing or Create New Assignment
> Step 3: Assignment Name and Testing Window
> Step 4: Select Students



Step 1: Select Custom Test

Click TESTS

Click CUSTOM TESTS

Click ASSIGN

1

2

3



Step 1 (Continued): Select Custom 
Test

Select the Subject and click SHOW EXISTING TESTS to 
locate your custom assignment 

Click VIEW/ASSIGN



Step 2: Create New Assignment

Click CREATE NEW ASSIGNMENT



Step 3: Assignment Name and Window

Fill in all the information about the assignment
> Enter an Assignment Name (Required)
> Choose an Assignment Start and End Time (Required)
> Click SAVE AND PROCEED TO NEXT STEP



Step 4: Select Students

Assign to all relevant students
> Click the plus [+] sign to drill down to particular grades, 

classes, and/or students
> Check the relevant boxes
> Click ASSIGN SELECTED
> Click VIEW SUMMARY
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Student Access to Acuity
Students can log into Acuity using their own user names & 

passwords

Educators can view/print student login information: 
> Click MANAGEMENT
> Click CLASSES
> Click VIEW ROSTER
> Click SHOW ALL PASSWORDS to print student login 

information OR click LOGIN to log in as a particular student

Students click TAKE A TEST to complete online CITA



Order CITA Materials: Overview
 An order form will be emailed to you once you select CITA as your ITA choice

 Save the order form to your computer using the following naming convention:
DBN_CITA_W1.xls

(Example: 34M112_CITA_W1.xls)

 Access your CITA PDFs in Acuity and save each CITA PDF to your computer with the 
following naming convention:

DBN_Test ID_Grade Level_Subject_CITA.pdf
(Example: 34M112_5033_Gr3_Math_CITA.pdf)

 Complete each section of the order form:
> School Contact Information
> Administration Mode
> Assessment Order Information

 English Version
 Spanish Math Version

> Number of Blank Answer Sheets
> Test IDs Only (for Online Testing)

 Attach the completed order form and PDFs of the assessments and email them to 
nycacuity_cita@ctb.com by the deadline

mailto:nycacuity_cita@ctb.com�


Save Your CITA 
 Click TESTS in the left-hand navigation menu

 Click PREVIEW/PRINT
> Select Subject
> Select Assessment Type (Custom)

 Click SHOW under Print/View Test Booklet next to the PDF 
icon    for your CITA

 When the PDF file opens, click the SAVE icon in the upper 
left-hand corner of the screen



Save Your CITA (Continued)

 A window will open with PDFGeneratorServlet.pdf
highlighted in the File Name textbox



Save Your CITA (Continued)
 Replace the highlighted text with the following 

naming convention:
DBN_Test ID_Grade Level_Subject_CITA.pdf
(Example: 34M112_5033_Gr3_Math_CITA.pdf)

 Decide where you will save the document (Desktop, 
My Documents, or flash drive)

 Click SAVE



CITA Order Form: Instructions



CITA Order Form: Contact and Administration



CITA Order Form: Booklet Order Information

 Each field is available for English, math, and Spanish math

 If you are not customizing an assessment in a particular subject 
area or grade, please leave those fields blank



CITA Order Form: Blank Answer Sheets and 
Additional Test IDs
 If your school is assessing online and using more than one 

version of a CITA per subject and grade, please list those test IDs 
in the fields provided. This information is necessary for ensuring 
that all your data will be available in ARIS.



Submit Your CITA Order Form

 Attach the completed order form and ALL of your saved 
CITA PDF files to an email

 Send the email to nycacuity_cita@ctb.com
 You will receive 2 confirmation emails:

> One within 24 hours acknowledging receipt of your email
> Another within a few days asking follow-up questions about 

your order OR confirming that the order is complete

mailto:nycacuity_cita@ctb.com�


Summary

Today you learned how to:
> View a pre-designed ITA in Acuity and edit it to create a 

Customized ITA
> Print a Customized ITA for students, and where to find the 

answer key
> Administer a Customized ITA online by assigning it to 

specific classes or students
> Complete and submit an order form to have CITA materials 

printed and delivered to your school 



Acuity Educator Support
 Visit http://schools.nyc.gov/Accountability/ResourcesforEducators and 

click “Periodic Assessments”:
> Details on professional development opportunities and registration links
> Recorded videos and presentations
> Program updates
> Information about assessment administrations

 Contact the NYC Acuity Helpdesk for technical support:
> Phone: 866- NYC-6550

 Hours of operation – 7am to 7pm
> Email: nycacuity@ctb.com

 24-hour response time for all questions submitted
 Contact the DOE’s Periodic Assessment Team with policy questions or 

suggestions:
> 212-374-5162
> periodicassessment@schools.nyc.gov

Look for more helpful resources in ARIS on using assessment data to drive instruction

http://schools.nyc.gov/Accountability/ResourcesforEducators�
mailto:nycacuity@ctb.com�
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