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Making Assignments: Assigning a Benchmark Assessment to My Class 

Beginning in the fall, MPS will be using CFS for Focused Instruction benchmark assessments in math and science grades 3-

12.  This will help MPS quantitatively capture student learning that will help drive instructional planning and practice.  The 

primary purpose of these assessments is to drive instructional decision-making at the site level.  Sharing this information at 

the district level will help us continue to improve the quality of the assessments and allow us to better target professional 

development to district-wide needs. Additionally, we want to reiterate that benchmark assessments are not tied to teacher 

evaluation in any way. 

All content areas using Focused Instruction curriculum guides administer benchmark assessments.  However, ONLY Math and 
Science benchmark assessments are required to be recorded online in CFS. Other content areas may, but are not required, to 
record their assessment results in CFS.   CFS recording of multiple choice assessment questions will be required for: 

 3 4 5 6 7 8 9 10 11 

Math x x x* x x  x x x 

Science x x  x x x x x x 

* 5th grade math assessments available but CFS recording not required by district (principal discretion) 

When to Create an Assignment 

Teachers have the flexibility to assign the assessment when your class is ready to take it.  Benchmarks should be taken 

towards the end of a unit.  There are pacing recommendations around how long it takes to teach each unit.  These are 

recommendations; teachers have the flexibility to take the amount of time needed with their class to cover the content – 

either shortening or extending the timeframe.  Note: keep in mind that while pacing is flexible, all content should be covered 

by the end of the school year, or if students are taking MCA, before the MCA administration. 

Assigning Benchmark Assessment in CFS 

Assigning benchmark assessments in CFS takes only moments; it is quick, easy and flexible.  When it is time to assign the 

benchmark to your class: 

1. Go to the Assessment tab 

2. Select the Available Assessments sub-tab 

3. Filter by the content area and course 

4. Select the District Benchmarks Only check box. 

5. Optional: filter by school year 2014 

6. Select search 
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The benchmark assessments that meet the filter criteria will display.  Note:  the naming structure used to name the 

assessments is: Content Area, Grade or Subject, Unit Name (abbreviated).  It is important to select the correct assessment to 

assign to your class, as there will be many unit assessments to choose from when assigning.   

7. Select the +  icon for the assessment to be assigned.  This expands the assessment info, displaying the assign and 

preview buttons. 

8. Preview the assessment to confirm it is the correct unit assessment.  Note: the assessment preview is nearly the 

exact same view that students see when taking the assessment, the only difference is that there are no save or back 

to list buttons in preview. 

9. Assign the assessment. 

 

 

 

         STEP 8: Preview the Assessment 
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For images included in the assessment:  

 

 

 

 

 

 

 

 

 

 

 

 

 All images are displayed at a fixed 

width of 200 pixels, regardless of the 

original image size. 

 Select “Click For larger Image” to see 

the image at the original size.  

Depending on the image, this may be 

larger or smaller than the 200 pixel 

display size. 
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After clicking assign, an assignment dialogue box opens and in the next steps you will create the assignment.  You have the 

flexibility to select the assessment window dates and time down to the hour and minute and the class/homeroom.  It is 

recommended for test security to select a narrow test window.  Note: you will have the ability to extend the window if 

needed.  For secondary, you will create an assessment for each class you teach.  

10. Select Create Assessment Assignment  

11. Select the Test Start date and time 

12. Select the Test End date and time 

13. Select the Assignment Type  

 Elementary: Homeroom* 

 Secondary: Class 

14. Select the Homeroom/Class 

15. Save the assignment 

16. Repeat as needed for additional assignments 

 

Congratulations! You have assigned the benchmark assessment to your class(es).  
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         STEPS 11 & 12: Select test 

start & end dates 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Select the date from the 

calendar 

 To adjust specific hour and 

minute, click and drag the hour 

and minute sliders at the bottom 

of the date window. 

 OR you can type the date and 

time into the entry field.  

 Select done when completed 

 A narrow test window  is 

recommended for test security. 

You can easily extend the test 

window if needed.  

*Note: 

If you are in an elementary team 

teaching environment, use the My 

Group assignment type.   

Use the My Groups reference guide to 

learn about creating, editing, and 

deleting My Groups. 
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Modifying an Assignment in CFS 

CFS is a flexible tool and easily allows you to change the assignments you created.  If no student has taken the assessment, 

you have complete flexibility to change everything about the assignment, even delete it.  If a student has taken the 

assessment, then you have the ability to extend the test window.  Extending the test window allows you to accommodate 

students who are absent or who may need additional time. 

There are 2 ways in CFS to change an assignment of a benchmark assessment.  The first is to follow the steps above to assign 

the assessment.  After step 9 when you select the assign button, you will see all the assignments you have made.  You can 

select the modify/extend button to change the assignment. 

The second, easier and recommended way to change an assignment is to: 

17. Go to the Assessment tab 

18. Select the District Assigned Assessments sub-tab 

All district benchmarks for which you have created an assignment will be displayed. 

19. Select the +  icon for the assessment for which you want to change an assignment. 

20. Select assign 

21. Select modify/extend for the assignment that you want to change  
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If a student has taken 

the assessment, then 

modify is replaced 

the option to extend, 

and the delete option 

is no longer available. 

 

When extending an assignment, you can only change 

the test end date. 

When modifying an assignment, you can change all 

fields that are available when creating an assignment 

(as shown on page 3). 

 

 


