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1 How to Log in to Inform? 

1.1 How to disable Pop-up Blocker 
 
Open Internet Explorer to verify that pop-up blocker is set properly. 

From Internet Explorer, click on Tools, Pop-up Blocker, select Turn off Pop-up Blocker to 
disable it. Next, from the same menu click on Pop-up Blocker Settings, a new window will 
open, under Exceptions – Address of website to allow field: type 
www.region15ecollege.com and the click on the add option (to the right of this field). This 
will enable Internet Explorer to allow access to the web-site you are trying to enter. 

1.2 How to log in to Inform? 
 

Open Internet Explorer then go to Region 15 homepage at http://www.region15.org/, 
select “For Staff”, subheading “Curriculum”, subheading “Inform/Limelight Log-in” you 
will be taken to this screen. 

 
1. Log in using your user name and password as provided by the district. If you don’t know 

your user name and password, contact your local ITL to obtain this information. 
 

1 
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2. The District Portal screen will open.  Your name should appear in the welcome field on 

the window’s upper right hand corner. 
3. From the block labeled “Analytics”, click on “Access Analytics” to enter Inform. 
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4. The Pearson Inform main (default) screen should open, the Title-bar (on the upper left 

corner) will display the “Primary Dashboard” icon, “School Name” and “Teacher’s 
Name” (in parenthesis). 

5. 
After entering the “Score Entry View”, Reading Consultants and ITLs with school admin 
privileges, can select one of the teachers in their school to enter or view data for that 
teacher’s current class.   Administrators with district admin privileges can select any  
teacher in the district to enter or view data for that teacher’s current class. 

For District Reading Consultants , ITLs and Administrators ONLY  

 
a. Click on the Context Navigator icon to change the context to the desired teacher. 

 

4 
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b. Click on the arrow next to “Teachers” to expand the list of teachers for your school. 

 

 

a 

b 
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c. Click on the arrow text to the desired teacher’s name to expand the list of classes 
taught by that teacher. 

d. Double click on the desired course name.  For ELEMENTARY teachers, the 
HOMEROOM class should ALWAYS be selected. 

6.  

c 
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2 How to Access the Teacher’s Input Screen? 
 
2.1  How to View an Assessment? 
 

 
1. From the main screen (Primary Dashboard) Title-bar, select the “Student Dashboard” 

icon. The student Dashboard screen will be displayed. 

1 



9 | P a g e  

  

 
2. Select the “Score Entry View” icon to display the search options available to find a 

particular assessment. 

 

3 
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3. To search for assessment data from a previous year, use the pull-down tabs to select 
any previous “Year”, the appropriate “Grade” for the students in that year, and the 
desired “Test/Session” for that year.  It is important that you select the appropriate 
grade that the students were in during the selected year.  If the selected year was 10-11 
and the students were in Grade 3 during that year, if anything other than Grade 3 is 
selected, no data will be displayed. 
To search for assessment data in the current year, using the pull-down tabs, select the 
present “Year”, present “Grade” for the students, the desired “Test/Session”. 

 
4. When the test results are displayed, select the desired test form depending on the level 

of the student being examined. 
5. Example: To view data for your current Grade 3 students on a winter “Words Their 

Way” assessment given in the 10-11 school year, select: 
a. Year: 10-11; 
b. Grade: 02: Second Grade (the students were in second grade during the 10-11 year) 
c. Test: [Dec] Words Their Way 
d. Form: Words Their Way – PSI – Primary Spelling Inventory, ESI – Elementary 

Spelling Inventory or USI – Upper-Level Spelling inventory as appropriate. 
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2.2 How to Edit-Modify Assessment Data? 
 

 
1. To edit, modify or enter data to an assessment, go to the main screen (Primary 

Dashboard) Title-bar and select the “Student Dashboard” icon. The Student Dashboard 
screen will be displayed. 

1 
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2. Select the “Score Entry View” icon to display the search option available to find a 

particular assessment. 
 

 
 
 

 

2 
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3. To enter data into a new assessment, use the pull-down tabs to search for the 

assessment, select the present “Year”, present “Grade”, the present “Test/Session”.  
 
 

3 
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4. When the Assessment and data are displayed, be sure to select the appropriate form for the 

students being examined.  Only data for students in the “Words Their Way – ESI – Elementary 
Spelling Inventory” level will be display when that is the selected form.  To view the data for 
students in other levels one of the other forms must be selected. 

 

4 
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5. Example: To find and enter new data into the 2011-2012 Fall “Words Their Way” assessment  for 

a teacher’s current 3rd

• Year: 11-12 (Current Year) 

 grade students in the Elementary Spelling inventory, select: 

• Grade: 03: Third grade (Current Grade) 

• Test: [Sep] Words Their Way 

• Form: Words Their Way – ESI – Elementary Spelling Inventory 

5 
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•  
6. There is one difference when entering data for a DRA2 assessment. The “Form” pull-down tab 

will contain many more options to select from. Example: the DRA2 Form selections will contain 
options such as: Level A, Level 01, Level 02, etc. (see pull-down tab on the screen snap-shot 
above).  If data is being entered for a student that has been given one of the DRA2 BRIDGED 
tests, be sure to select the appropriate level BRIDGED test in the pull-down selections.  

6 
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7. To enter data into a new assessment, select the “Edit All Scores” (pencil and pad icon) located 

below the Student Dashboard Title-bar. This option will enable the “Edit mode” to begin 
entering the data into the Assessment.  The “Edit mode” is indicated by the removal of the 
padlock symbol in the icon at the top of each column. 

7 
Edit Mode 
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8. Once all the data has been entered into the assessment, select the “Save” option at the bottom 

of the screen to save all the changes made. 
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