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Log in to DMAC Solutions® at https://www.dmac-solutions.net  
*Teacher user names and passwords are automatically generated based 
on class roster uploads sent to DMAC. The DMAC District/Campus 
Administrators can create logins for other user roles.

Click on TAG

TAG

Admin Settings
	> District Administrator(s) have access to ALL 
settings

	> All other DMAC roles only have access to:

•	 Item Inventory

•	 Test Share Groups

Item Inventory - (accessible to ALL DMAC Roles) 
	> View number of items in TAG

	> Items are categorized by source: 

•	 TAG/TEA/TEKS-RS

•	 Content Area/Grade Level/SE
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Hide Content - (accessible only to DMAC Admin)
	> Check box next to Content type to restrict access to 
users below the campus level (e.g., Teacher login) 

Test Print Settings (accessible ONLY to DMAC Admin)
	> Manage the default test print settings for the district
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Shared Content (accessible ONLY to DMAC Admin)
Assign automatic access to specific users for ALL district 
tests (rights include view and copy but cannot modify 
or delete)

	> Search Users by name or partial name

	> Select User(s) and click Save

	> Selected name will appear in window to the left

Test Share Groups (accessible to ALL DMAC Roles)

Select Test Share Groups to manage groups of 
users to share tests with:

	> Click  to view,  to edit and  to delete

	> Click  to create a new group.  (Groups may 
also be created through Share when making a 
test)

•	 Name group and click add

•	 Select User(s) and click   to add

•	 Click  to Save
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	> From the test list, Click  or 
  by test name and click 
 Share  to share user test

	> Select Users or Group and click 

	> Selected User/Group will appear in the 
window to the right

	> Close window

Sharing a Test

Any user may share a test they have 
created with other users or with a 
Share Group
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Tests in TAG
	> Click Tests from TAG home Screen or 
white navigation bar

Reassign User Content (accessible ONLY to DMAC Admin)

	> Assign content created by a user no 
longer in the district to a current user.

	> Select TAG Original user

	> Select a Current User

	>  Save

(District Admin settings continued)
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Creating a New Test in TAG

	> Click  New 

	> Click  Merge to select 
multiple tests to combine

	> The test Name is the only required field.  
Keyword(s) and Directions are optional.  
If the user enters keywords, separate the 
words or phrases by commas

	> add items after save (default) - allows 
users to add items to test after clicking 
save.  Un-check to add items at a later 
time

	> Click Save or Cancel
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	> Select the Language, Content Area, Course, 
TEKS Year, Source, and/or SE

	> Click Search.  All of the items in the application 
for the selected filters will appear in the window

	> The number of items in the search 
is shown in the green Total box

	> Navigate between pages using the 
page numbers above the items

	> Click on Column Headings (Date 
& SE) to sort items displayed.  

	> Click keyword in the yellow 
box to filter by keyword

	> Click on  beside passage to see a 
preview.  To filter for all items attached to a 
particular passage, click on Passage title

	> Click item box to add 

Add Items to Test

Icons to the right of items added to the test offer the following options:

	>  Preview item

	>  Edit items (user items only)

	>  Copy Item (this creates an editable user item)

	>  Delete item (user items only)

	>  Print preview of item

to test (items will automatically save, and the number will update at the 
top as you add).  Click top box to add all items in your search

	>  - Item has been approved for Text-to-Speech.  Click to review item.
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	> Click On by Advanced Search

	> Filter by Year, Response Type

	> Select multiple Dual Student Expectations

	> ELAR may select Passage Genre

	> Only Districts that purchase TEKS-RS may use TEKS-RS Unit filter to access pre-bundled assessment questions

	> Filter by Passage Title (or partial title), Question and/or Keywords

	> To remove an Advanced Filter, click the red X on the filter box

	> After completing selections, click Apply

Filtering Items using Advanced Search
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	> Preview item information by clicking 
 to the right of each item

	> Grid view is the default view, click list 
to expand and see all questions and 
answer choices

Previewing Items
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In new window:
	> General

•	 Edit General information
•	 Add/Edit/Delete Student Expectations

	> Question

•	 Click in the question box or answer box to 
access the tool bar to make changes

•	 Edit Question, Question Type, Correct 
Response and Responses

•	 Click Griddable to edit how a griddable 
will be viewed on an Online Test

	>  Save

Revise Items from Add Items Screen

	> From the Add Test Items Screen, you 
have the ability to copy an individual 
item

•	 Click Copy  to the right of the item.
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	> Select  by Test name

	> Items to preview are displayed 
in a pop-up window

Preview Test
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View Test Key

	> Click  Key to view the Test Key
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Edit Test Items (Saved to Test)

	> Drag and drop items or passages 
to re-order

	> Click Save Order

	>  Preview items or Passage

	>  Edit items (user items only)

	>  Print Preview of Item or Passage

	>  Delete item or Passage

	> Click  Add to return to Test Items 
screen

	> Click  View at the top to preview test

	> Click  Key to view Test Key

	> Click to  List return to Test List

	> Click  to re-order test Items, Passages or Graphics
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Printing a Test

	> Click Print 

	> Drag and Drop numbers under Outline 
to re-order. Click page break icon 
to add page breaks.  Click Save

	> Click  Options to set print Settings

	> Click  to print Test

	> Click   to download PDF

Additional Icons

	> Click  Settings to edit Test Criteria

	> Click  Items to return to Item screen

	> Click  Search to return to Test List
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	> Search by Language, Content Area, 
Course, Source and/or Name

	> Click New  to create a new test

	> Click Options  to establish 
print settings for your test

	> Column header filters test 
by Date and Test

	> Test type definitions:
•	 User - test created by Users 

(your DMAC Login)
•	 Shared - test shared with you 

by someone in your district
•	 TEA - released STAAR/TAKS test
•	 TEKS-RS - TEKS Resource 

System items (district must 
have access to TEKS-RS items)

	> The colored boxes above the tests 
will populate with the amount of 
tests available for each test type

Test Library Icons

Note: Users can create custom tests in TAG or select from a library of pre-bundled assessments including TEA released tests
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Individual Test Icons

Preview the test by clicking the preview icon.

Click the copy icon to copy selected test. Name the new User test.  It will open automatically to be edited modified.  

The edit test icon is used to modify existing tests.  A user must be authorized to edit a test.

The print icon is used to print the test.  Refer to page 15 for printing instructions.

Export to TEKScore button is used to create/open the TAG test key directly 
in TEKScore.  Click Copy key and content to activate test for Online Testing.  Click  
check to review and approve content to preview test (required).  NOTE: User must  
have rights to create TEKScore keys.  With proper authorization, the user can  
complete the Test Key Header,  Save, set up online testing and test settings.  

Edit test criteria and Share test by clicking the settings icon.  

The delete icon is used to delete the test.  (Note: District Administrators can delete tests for their district).  After deleting, the 
test will no longer be available in the Test Library.

The key is used to view/print the key for that test.
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Creating a TEKS-RS Test in TAG
Creating a New TEKS-RS Test in TAG

	> Click New  New Icon on the Test 
Library page and complete test 
header information

	> Select Content Area and Course

	> Click Search

	> Click On by Advanced Search

	> Enter TEKS-RS Unit

	> Click Apply 
Note: Only the items assigned to 
that unit will appear. 
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	> Check boxes by items to add to test.  
Check the top box to add all the items 
in your search at once (items will 
automatically save, and the number 
will update at the top as you add)

	> Click  to Reorder.  Drag and 
drop, click Save Order  

	> Complete editing and printing 
using icons in top Test Bar
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Items in TAG
Once you’ve entered the TAG application, click Items.  After selecting 
the content/course information, a list of items will appear.

	>  SE - View SE Summary

	>  New Item

	> Search by Language, Content Area, Course, 
TEKS Year, Source and/or SE

	> Turn Advanced Search on to Filter by Year, TEKS-
RS Unit, Item Type, DOK, Dual SE, Passage 
Genre, Passage Title, Question, Keywords and/
or the number of Tests the item appears in.  Clear 
to reset

	> The colored boxes above the items will  
populate with the number of items available  
by source.

	> SE details will be listed in the item.   Click Passage 
name under question to view  
related items

	> Switch to List view to see entire question with 
answer choices

	>  - Item has been approved for Text-to-Speech.  Click to review item.

	> Item list icons

•	  Preview item or passage
•	  Edit an item created by the user
•	  Copy item to modify
•	  Delete an item created by the user
•	  PDF View of the item
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Creating new TAG user Items

	> Click on New  to add a new item

	> NOTE: Any original items added by 
a DMAC user in TAG are accessible 
only by that individual  
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Items
The user will complete the General, Standards and Question information for the item.  

	> Complete the General information fields that are required, plus 
any other fields 

	> Check to approve for Text-to-Speech

	> If the item is related to a passage or graphic click  Add 
Related > choose passage/graphic > enter partial word or 
phrase > click Search > select image/passage 

	> Click inside the boxes to enter the Question and Responses

	> Select the Response type, Response Count and Correct 
Answer using radio buttons

	> Select Save  to save all changes for the item.  NOTE: Save 
often so you don't lose your work! 

	> Select TEKS (option available after you save required fields)

•	 A list of SEs for the selected Content Area and Course will 
appear.  You may also choose to Dual Code the SE.  Select SE’s 
and click apply

•	 Click edit  to change or update the SE or delete  to 
remove it.  Click Save

	> Print  will not be available until the user creates an item and saves the information

	> Select New  to add an additional item to the bank
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A text editor box is available in the question or answer text boxes with features used to customize the item.

	>  View full screen mode for item entry.

	>  Upload a graphic that has been saved on the computer.   
 
 
 
 
 

•	 Locate the graphic by clicking Browse.  
•	 Click Insert.  The graphic will be placed in the question or response box
•	 IMPORTANT: The graphic must be saved as a gif, png, jpg or jpeg.  Insert graphic(s) in size they will be used in 

the item (max size 675 pixels x 875 pixels).  Black and white and grayscale graphics print with the best quality.
	> 	  Preview the question and answer using Text-to-Speech (Online Testing feature)

	> Click Save. 

	> The Print icon will be available for all saved 
items (click back browser arrow to return to 
previous page).  Click Speak to preview what 
the item will sound like for Text-to-Speech 
(Online Testing)

	> Click Cancel to return to List of Items page

Editing Text & Uploading Graphics
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	> Search by Language, Content Area, 
Source, Name and/or SE

	> Reset the List of Passages screen to 
original list (clears all filters)

	> Click Advanced Search to Filter 
by Year, Genre, Readablity, TEA 
Assessment, and /or TEKS-RS Unit.  
Clear to reset

	> Statistics shows information related to 

Passages in TAG
From the Home Screen, choose Passages.  After 
choosing the content/course information, a list of 
passages will appear.

passage

	> The colored boxes above the passages will populate with 
the amount of tests available by source 

	> SE and Genre details are listed below passage

	> Passage list icons

•	  Preview passage
•	  Edit a passage created by the user
•	  Preview and edit related items
•	  Delete a passage created by the user
•	  Copy passage to modify



© 2021 Region 7 Education Service Center. All Rights Reserved.

Previous       Home        Next

25

	> Select Language

	> Name Passage

	> Select if it is a Paired Passage

	> Check box if it is a Revise and Edit Passage

	> Select Content Area, Course 

	> Genre and Readability are optional

	> Click Save

Adding Passages in TAG

	> Click  New
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	> Enter passage.  The text editor has features to allow the user to customize the passage.  
(See Editing Text and Uploading Graphics) 

	> Edit details to the right of the passage window

	> Text to Speech selections will be utilized with Online Testing in TEKScore

	> Click Save

	>  Return to List of Passages
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